
 
Session Management 
Managing sessions is one of the main responsiblities of the chairs for AIChE Meetings. 
Understanding how to access and utilize the functionalities of Confex will allow any chair to develop 
a high quality session! 

For group & area chairs, all the sessions within your group or area will be accessible from your 
Confex landing page. Information on adding sessions can be found here. 



 
Setup Session 
On the "Setup Session" page, you will be able to... 

§ Add/Edit	your	session	title	

§ Select	your	session	type	(Oral	vs.	Poster)	

§ Edit	the	Session	Description	(Overview)	

 

 
You should enter your e-mail as session submitter to receive a confirmation that the session has 
been entered. 

Naming	Convention: 





 
If a person has multiple affiliations, you may select "Add a New Affiliation" and enter the information 
and then make sure that all applicable affiliations are checked for inclusion before saving. 

Keywords 
Once all the other session information has been entered you will be able to add Keywords pertaining 
to your session. The available keywords will autopopulate the fields and will enable the session to be 
identified in searches by title, topic, and keyword! 

Managing a Session 
Once you have entered your session, you should see a number of options in the sidebar: 

 



 
 

Below is a brief description of each option: 

§ View	Submission	-	Provides	an	overview	of	the	session	and	all	submitted	papers	for	review.	Does	
not	provide	editting	options.	

§ Extended	Uploads	-	Directs	you	to	any	extended	uploads	that	coincide	with	papers	in	the	session.	

§ 


