
HOW TO SUBMIT 
A SYMPOSIUM



C I M V H R  F O R UM  |  H OW  T O  S U BM I T  A  S YM P O S I UM

2

HOW TO SUBMIT A SYMPOSIUM

A symposium must be 3 to 6 presenters including the discussant. 
Each individual presenter to a symposium (including the discussant) is required to submit an abstract. 
All symposium participants submitting an abstract must inform the symposium discussant of their submissions.
Discussants are responsible for communicating with symposium participants to ensure all abstracts are submitted 
correctly and on time.
Abstracts must be submitted using the presenting author’s profile.  
Account delegates can be assigned.  

   1.       Create a CIMVHR Researcher Profile.
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   2.    Read and agree to the Terms and Conditions.

   3.    Complete Declaration of Conflict of Interest.
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   4.    Click on “Submit New Abstract”.

   5.    Complete the Presentation Information section. Blue information-icons contain pop-
ups with additional information. Red text links will take you to websites that provide 
additional information. 
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   6.    Complete Abstract Details.

   7.    When you complete the “Nature of Presentation” section, additional fields will appear below, 
which correspond with the nature of the presentation you have chosen.  See “Writing a good 
Research Abstract” or “Writing a good Program Intervention Evaluation Abstract” to help you 
write your abstract. 
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   8.    Preferred Form of Presentation.  

b.  Indicate what part of the Symposium you will be presenting. In this case, Michelle is the discussant 
and therefore will be presenting last (see blue info circle on the submission page for more detailed 
instructions on discussants).

a.  Choose “Symposium” as your preferred form of presentation.

Note: The discussant is the final speaker of the symposium who highlights and integrates the contributions of the 
various speakers of the symposium. They use their expertise to provide a general commentary on the individual 
papers within the session and explore how the papers (in relation to each other) help advance the topic.

Note: The Discussant must also provide an abstract describing the symposium as a whole. 
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   9.    Please complete the Learning Objectives, using the action verbs and sample learning 
objectives provided by clicking on the blue information button. 

a. 
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   10.    Authors & Affiliations Section: 

b.  Click on the circle under “Presenting Author” to indicate presenting author.

a.  Fill out author fields and click on “Add” to add all co-authors.  The presenting author should be 
the first named author of the abstract.  Remember, abstracts must be submitted using 
the presenting author’s profile. 



C I M V H R  F O R UM  |  H OW  T O  S U BM I T  A  S YM P O S I UM

9

HOW TO SUBMIT A SYMPOSIUM

   11.    Complete the Abstract section using 400 words or less.

c.  Fill out the Affiliation fields to correspond to each author. Do not include department, faculty, sub-unit 
or location information in the affiliation section. 
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   12.    Complete the Lay Summary using 50 words or less.


