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Print Instructions

ABSTRACT COMPOSITION AND SUBMISSION

Abstracts must be submitted online. Online submission involves completing the form on the "Add Abstract" page, after which a LATEX compiler will convert the text
to PDF format and store the abstract as a PDF file on the server.
The abstract will then be listed under "MyPapers" which is a menu option every time you log in with
your Username and Password to the COSPAR Assembly web page.
Abstracts should be short (one page maximum, not including title, authors, and author
affiliations), clear, concise, and written in English with correct spelling and good sentence structure. Figures and tables should not be included.

First Steps

When you log in to the COSPAR Assembly scientific program page, you will automatically be forwarded to the "MyPapers" section.
To compose an abstract, click on
the "Add Abstract" button, or choose "Add Abstract" from the left menu (see Picture 1).
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Picture 1: "MyPapers" page with no abstracts online

Once you have chosen "Add Abstract," you will be forwarded to the abstract composition form.
Before composing your abstract, please complete the following
sections of the form:

 1. Select the Scientific Commission/Panel and Scientific Event

Info:
All abstracts must be submitted for inclusion in the program of a specific Scientific Commission/Panel and Scientific Event.
In the "Scientific Program Overview"
you will find descriptions of all scientific events for the forthcoming Assembly.
Please read carefully the scientific event descriptions relevant to the topic of your
abstract before selecting a Scientific Commission or Panel and Scientific Event.

Procedure:
Select the appropriate Scientific Commission or Panel from the pull down menu on the abstract composition page.
The Scientific Events corresponding to the
selected Commission/Panel will be listed in the second pull down menu.
Select the appropriate scientific event for your abstract (see Picture 2).



8/30/22, 1:14 PM Instructions for Abstract Composition

https://www.cospar-assembly.org/documentation/COSPAR_abstract_composition.php 3/16

Picture 2: Selection of the Scientific Commission/Panel and Scientific Event

 2. Check your Personal Data

Info:
To submit an abstract, your personal data must be complete.
Note that if your personal data is incomplete, you will not be able to save your abstract.
If you are
not the person who will make the presentation, you will also need to define the presenting author.

Procedure:
Please make sure that all required fields of your personal data are filled in (see Picture 3).
To complete your personal information or to change it, select
"MyAccount" from the menu.

Picture 3: Personal data

If you are not the person who will make the presentation, select the presenting author from the pull down menu which lists all registered authors.
The personal
data of the presenting author will appear in the "Presenting Author" box, and he or she will be listed as a co-author (see Picture 4).
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Picture 4: Personal data of the presenting author who has been selected from the pull down menu

 3. Define your Co-Authors

Info:
It is possible to include co-authors for your abstract. Up to ten co-authors can be listed separately.
If an abstract has more than ten co-authors, use the "team"
option.

Note:
If you are not sure about your co-authors yet, you may also add and modify co-authors after submitting your abstract.
This procedure will be explained beneath
in the "Co-Authors section".

Procedure:
There are three options for adding co-authors (see Picture 5). If there are fewer than ten co-authors, first determine whether the co-author is already registered
in the database by searching the pull down menu for existing authors (see Picture 6).
If you cannot find a co-author's name, register him/her in the database by
selecting "Add unregistered co-authors" and completing the form which appears (see Picture 7).
If you wish to include more than ten co-authors, click on "add a
team of co-authors" and select an existing team from the pull down menu or register a new team by clicking on the corresponding button and filling out the form
(see Picture 8).
Co-authors will appear as shown below (see Picture 9).

Picture 5: Options for adding co-authors
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Picture 6: Co-Author selected from our database

Picture 7: Registration form for adding a new co-author
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Picture 8: Registration form for adding a new team

Picture 9: List of added co-authors

Abstract Composition

After finishing the previous sections, you may compose your abstract.
First type in an abstract title (see Picture 10).
Then decide whether to type in your abstract
(see Picture 11) or to create it from an uploaded "RTF" text file (see Picture 12).

Independent from the submission method you choose, you have the opportunity to revise your abstract again and again until the submission period is over.
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Picture 10: Insert an abstract title

Picture 11: Composing an abstract
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Picture 12: Uploading an abstract

To upload an abstract, please click the upload button, then select an "RTF" text file from your file system and click the "Upload file" button.

To compose an abstract, please type the text into the form. If you wish to include LATEX within the abstract, please note the following:

 1. Copy & Paste

If you copy and paste the text of your abstract from an office application, e.g., MS Word or OpenOffice, into the composition form, be sure not to copy special or
hidden characters.

If clicking "Preview" or "Save Abstract" on the abstract composition screen results in an error message, please look at the end of the "Extended.log" file in order
to determine which characters may have caused problems.

 1. LATEX formatting

You may use LATEX format tags to include mathematical formulas, Greek letters, and symbols in the abstract.
Avoid using "includes" for headers, as well as
\begin{document} or \end{document}.
To insert any special characters, be sure to encode them with a backslash following the examples in Picture 13:
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Picture 13: Encoding of special characters in LATEX

Additional information about using special characters in LATEX is available at http://www.agu.org/meetings/mtabsLTX.html.
A reference for general LATEX code
is http://newton.ex.ac.uk/tex/node1.html.

Toolbox

To avoid retyping frequently used LATEX tags or to insert special characters, you may choose the desired functions from the toolbox.
For example, press the "B"
button to create bold text. The toolbox automatically inserts the corresponding LATEX tag into the "Abstract content" field displayed in Picture 11.
You may insert
tags before typing text by placing the cursor and selecting a tool from the toolbox.
It is also possible to insert tags after text has been typed.
In this case, highlight
the relevant content before clicking on a tool in the toolbox.

Preview Function

After filling out the form or during abstract composition, you may click the "Preview" button to see how your abstract will be presented.
One of two new windows will
open indicating whether the composition process has been successful (PDF created Code 0) or unsuccessful (PDF not created code 1) (see Picture 14).
To view your
abstract, you have to download it to your local file system.
Since the abstract file will be in PDF format, you will need a PDF reader like the freeware Adobe Reader.
If
your abstract composition fails, due to an error in your LATEX syntax, for instance, you may view the extended log to conduct an error check (see Picture 15).

Picture 14: Preview - successful result Picture 15: Preview - unsuccessful result

Finalizing your abstract

If you are satisfied with the presentation of your abstract, click the "Save Abstract" button to put your abstract online.
The system will check one final time the
composition of your abstract, and the result will be displayed on the next screen (see Picture 16).
If composition was successful, your abstract will be stored in the

http://www.agu.org/meetings/mtabsLTX.html
http://newton.ex.ac.uk/tex/node1.html
http://www.adobe.com/products/acrobat/readstep2.html
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database, and you will receive an e-mail message with the information that your abstract is online and will be reviewed.
View the extended log to understand the
creation process or to analyze errors that might have occurred if the abstract was not created successfully.

Picture 16: Result of the abstract composition

From the "Abstract Composition Results" screen it is possible either to download the abstract to your local file system (see Picture 17) or to return to "MyPapers"
where the new abstract will be listed (see Picture 18).
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Picture 17: Download Screen

As shown in the download screen, abstracts are automatically assigned a filename that is related to the Scientific Assembly, Commission/Panel and Event to which
they are assigned.
To view the downloaded pdf file, a pdf reader like the freeware Adobe Reader is necessary.
After downloading your abstract, go back to
"MyPapers".

MyPapers section

Picture 18: "MyPapers" section displaying submitted abstracts

In the "MyPapers" section all your submitted abstracts are listed.
During the abstract submission period the "Review Status" will be set to "WORK".
After the review
period "Review Status" will indicate whether your abstract was accepted or rejected.

To obtain further information about your abstract, click on the "Info" button ( ) or on the title or tracking number of your abstract.
This action will lead you to a
screen with general information about your abstract, as well as functions to edit, delete or download your submission (see Picture 19).

As said before, you may revise your abstract until the end of the submission period, which can be done by clicking the "Edit" button.

http://www.adobe.com/products/acrobat/readstep2.html
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Picture 19: Paper information with "Review Status" still at WORK

Co-authors section

Picture 19: List of co-authors

On the "MyPapers" page you find a section listing your co-authors (see Picture 19).
With the arrows next to the co-authors' names you may alter the order in which
they appear within your abstract.

By clicking on "Delete" you may remove a co-author from your list and by clicking the "Add Co-Author" button you may extend your list of co-authors.


Picture 20 depicts the "Add Co-Authors" form.
The co-authors you already selected during the abstract submission are listed above in red letters.
As within the "Add
Abstract" form you may now select a co-author from the database or register a new user if the desired person is not existing in the database.
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Picture 20: "Add Co-authors" form

Each time you add a co-author by clicking either the "Add existing Co-Author" or the "Add unregistered Co-Author" button the list above will be extended (see
Picture 21).
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Picture 21: "Add Co-authors" form with extended list

After closing the "Add Co-Authors" form you will find the extended list on the info page of your abstract as well (see Picture 22).
Until the submission period is over
you again have the opportunity to delete, add and alter the order of your co-authors.
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Picture 22: Co-authors list on an abstract's info page


