
Step-by-Step Guide: How to Submit an Invited Session 
 

1. Before submitting your session you must  
 

a. be a member of the AAA go to check your membership status (http://www.aaanet.org/membership/memberstatus.cfm) 
                                              or 

b. have requested a membership waiver, see the guide on how to request a waiver 
(http://www.aaanet.org/meetings/presenters/upload/Step-by-step-how-to-request-a-waiver.pdf) 

 
c. have registered for the meeting (go to http://www.aaanet.org/meetings/presenters/upload/Step-by-Step-how-to-

Register.pdf for the step-by-step registration guide).    
 

2. Go to the Call for Papers webpage at http://www.aaanet.org/CFP 
 

In the following pages the text boxes on the left explain information that is displayed, the items on the right are steps you need 
to complete.  ALL information you type in will be printed as entered Note: If you mistype the title of your paper it will print 
mistyped. Red round text boxes show difficulties you may encounter during the process.  
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Go to this webpage to begin the process -- http://www.aaanet.org/CFP -- and follow these instructions: 

 

5. Click on Search Now.  

http://www.aaanet.org/CFP


 

6. Select your name from the list. 



 

7. Select “Submit an 
invited session.”   

8.  Click on Continue. 



 

9. Type in the title of your 
i

10. Click on this box if this is poster session. 

11. Select the committee or section that gave your session invited status. 

Your sponsoring section will let you know if your session is being co-sponsored. 
If your session is being co-sponsored select the second section here. 

Section Length: 
1.75 allows for up to seven 
15-minute slots.  
3.75 allows for up to fifteen 
15-minute slots; one of which 
needs to be a break.  

13. Select, the length of your session. 

12.  Enter the time email address of the section that is sponsoring your session.  

15.  Type in 3 keywords that define your session. 

14. Type in your expected attendance  

16. Type or paste in your session abstract.  

17. Click on GO TO STEP 2.  It is at the 
bottom of your screen 



 

Chair and time 
slots must be 
completed before 
you can go to the 
next page.   

18. Select your participants.  For discussion and break no one 
needs to be named. To do this click on the role they will have 
in your session.  For more information on roles and 
responsibilities visit this webpage 
http://www.aaanet.org/meetings/presenters/Roles-and-
Responsibilities.cfm. 

http://www.aaanet.org/meetings/presenters/Roles-and-Responsibilities.cfm
http://www.aaanet.org/meetings/presenters/Roles-and-Responsibilities.cfm


 

19. A window will pop-up, enter your 
participant’s last name.   



 

20. Select your participant’s name from 
the list.   



 

Repeat steps 18 to 20 until all your 
slots are filled. 
21.  Click on Save and Continue, 
this will only appear if all your slots 
are complete.  

Possible Difficulty 
If your participant is not listed, ask him/her to apply 
for a membership OR complete a membership waiver 
form.  This will add their name to the database.  After 
the completion of a waiver form you can come back 
and add them as a participant (before April 1st). 

TIP -- In a 3.75 session 
be sure to include a 15-
minute break (1 time 
slot).  

TIP -- Allow some time for 
a discussion period at the 
end of a session. 



 

Congratulations, you have 
submitted the structure of your 
session.  Your session participants 
will now receive an email letting 
them know that the session has 
been submitted and requesting that 
they submit their proposal. Please 
follow up with them to make 
certain that they have received the 
announcement.


