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Introduction 

 

Welcome to the Exbo Abstracts Administrator Guide. 

Many people feel a little daunted when they encounter a new system so this 

guide is here to provide simple and clear instructions for the administrator of a 

conference on the Exbo Abstracts website.  You will be directed through the 

various steps of setting up the information required for the users and reviewers 

of a conference, as well as how to draw necessary reports and send 

communications.  
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Logging into Exbo Abstracts 

To log in as an administrator from the homepage: 

1) Select the conference for which you are an administrator by opening the 

dropdown menu on the top centre of the homepage and left clicking on 

the required conference.  

2) This will direct you to a new page. 
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3) Left click on Conference Admin in the box on the top right. 

 

4) This will direct you to a new page. 

5) Enter your username and password in the required fields and left click on 

the Login button.  (You will have received this information from ATAS.  If 

you do not have your log in details, contact them at info@atas.co.za) 

 



P a g e  | 6 

 

Now that you are logged in you are able to perform various 

administrator functions.  Let see how you get started. 
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Getting Started 

To set up your conference, go to the Options/Logo page under the Settings 

menu item.  (See page 16 for full instructions) 

 

 

 

 

Reset Password for a User 

To reset a password for user, see page 10 (list item 8) 

 

 

 

 

 

 

 

 

 

 

 

 

Now let us take a systematic look at all the options available to the 

administrator. 
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General 

To access the General menu options, hover your curser over the General menu 

item in the blue box at the top centre of the page and select your option from 

the dropdown menu that appears.  

 

The General menu item contains 2 sub-items: 

1) Overview/Search 

2) Deletions 

Left click on the option you require. 

 

 

Overview/Search 

The page that loads automatically after login is the Overview/Search page.  

On this page you are able to: 

1) Search for any user or abstract. 

2) Get an overview of activity on the conference. 

 

 



P a g e  | 9 

 

Search 

This function allows you to search for and then access the details of any user or 

document of your conference.  This function also allows you to reset a user’s 

password. 

To search for a user or a document: 

1) Open the dropdown menu next to the word Search on the left-hand side 

and select the relevant option by left clicking on it. 

2) Fill in any additional information you have in the field below to help 

narrow down the search e.g. a word in the document title, the correct first 

name etc. 

3) Indicate how accurate your information is by left clicking the correct 

option. 

4) Left click on the Search button 
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5) This will direct you to a new page with a list of possible matches to the 

information you require.  

 

6) Locate the item in the list that you are looking for and access the details 

of this item by left clicking on it.   

7) This action loads a new page containing the details of that particular item. 
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8) To reset a password for a user, left click on the Reset Password button 

on the bottom right. 

 

 

9) Confirm that you want to reset the password and find the new password 

in red at the top of the page. 

 

10) To return to the General page at anytime, left click the Back 

button on the top left of the page. 
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Overview 

You can access an overview of various statistics on the users or documents for 

your particular conference on the Exbo Abstracts site in this section.  Left click 

on the relevant option:  

1) Active Accounts (opens a list of all the users for your conference) 

2)  Number of Abstracts (opens a list of all the abstracts that have been 

uploaded for your conference) 

3) Number of Reviewers (opens a list of all the abstract reviewers for your 

conference) 

You are then directed to a Reports list which contains clickable elements.  How 

to use these reports is discussed in further detail on page 25.  

 

 

 

Deletions 

On the Deletions page you are able to delete users and/or abstracts from the 

site. 
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1) To load the Deletions page, hover your cursor over the General button 

on the top left until a dropdown appears.  Left click on the Deletions 

option. 

 

 

2) You are directed to a new page. 

3) Left click on the dropdown menu either under the Delete User section or 

Delete Abstract section, as applicable, and find the item that you want 

to delete.  
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4) Select the item by left clicking on it and the left click the Delete Selected 

User or Selected Abstract button located below, as applicable. 

 

5) Confirm your wish to delete this item by left clicking the OK button in the 

popup window. 
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6) Find the process and confirmation of your deletion at the top right of the 

page. 
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Settings 

To access the Settings menu options, hover your curser over the Settings 

menu item in the blue box at the top centre of the page and select your option 

from the dropdown menu that appears.  

 

The Settings menu item contains 6 sub-items: 

1) Options/Logo 

2) Equipment 

3) Categories  

4) Reviewers 

5) Load Instructions 

6) Email Templates 

Left click on the option you require. 
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Options/Logo 

On the Options/Logo page, you are able to set up your conference for the 

users/reviewers. You can allow certain functions and set certain parameters. You 

are also able to upload a logo which will be displayed for your conference on the 

site. 

1) To load the Options/Logo page, hover your cursor over the Settings 

button on the top left until a dropdown appears.  Left click on the 

Options/Logo option. 

2) You will be directed to a page that contains certain options and required 

information. Left click on the boxes in the list as applicable and fill in the 

relevant fields.  Most of these options are self-explanatory: 

a. Can supporting documents for abstracts be uploaded? Tick box for 

yes by left clicking on it. 

b. Can authors see reviewer comments (or only administrators)? Tick 

box for yes by left clicking on it. 

c. Can authors whose papers have been accepted upload their full 

paper? Tick box for yes by left clicking on it. 

d. Can abstracts be reviewed more than once to allow authors to 

make changes?  Tick box for yes by left clicking on it. 

e. Name = Conference Name 

f. Abstract Start = The date from which authors can upload their 

abstracts. 

g. Abstract Close = The closing date for uploading abstracts. 

h. Close Access = Ignore this option 

i. Max Abstract Words = must be filled in 

j. Min Bio Words = must be filled in 

k. Website = The conference website address 

l. Information to appear on landing page = Information that will 

appear on the page that loads once the user for your conference 

has logged into Exbo Abstracts. 
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3) Once you have filled in all the relevant information, left click on the 

Update button. 
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4) To upload a logo, scroll down to the bottom of the page and left click the 

Choose File button, browse for the file in the window that pops up and 

then left click the Upload button.  

 

 

 

 

Equipment 

On the Equipment page, you are able to select items of equipment from a pre-

determined list that are available for use for speakers at the conference. 

1) To load the Equipment page, hover your cursor over the Settings 

button on the top left until a dropdown appears.  Left click on the 

Equipment option. 
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2) Open the dropdown menu that appears on the Equipment page and 

select an item off the list by left clicking on it.  Right click on the Add 

button. The item will now appear in the list below the dropdown menu.  

 

3) Repeat this process until the list contains all the equipment available at 

the conference. 

4) Should you want to delete a piece of equipment, left click on the X next to 

the item in the list. 

 

 

Categories 

On the Categories page, you are able to name specific categories into which 

abstracts will be uploaded. 

1) To load the Categories page, hover your cursor over the Settings button 

on the top left until a dropdown appears.  Left click on the Categories 

option. 
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2) Type the name of a category in the empty field and left click the Add 

button.  The category will now appear in the list below.   

 

3) Repeat this process until the list contains all the categories that you 

require. 

4) Should you want to delete a category, left click on the X next to the item 

in the list. 

 

 

Reviewers 

On the Reviewers page, you are able to designate abstracts categories to 

individual reviewers. 

1) To load the Reviewers page, hover your cursor over the Settings button 

on the top left until a dropdown appears.  Left click on the Reviewers 

option. 

2) Select a category by opening the Category dropdown menu and left 

clicking on it. 

3) Now select a reviewer for this category by opening the Reviewer 

dropdown menu and left clicking on it. 
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4) Left click the Add button. 

 

5) This information then appears in a list below the dropdown menus. 

6) Repeat this process until you have designated all the required categories 

to the reviewers. 

 

Load Instructions 

On the Load Instructions page, you are able to load instructions for the 

conference, paper/poster reviews and abstracts.  These instructions will appear 

on the My Instructions page to which all users have access. 

1) To load the Load Instructions page, hover your cursor over the Settings 

button on the top left until a dropdown appears.  Left click on the Load 

Instructions option. 
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2) To upload each set of instructions, left click the corresponding Choose File 

button, browse for the relevant .pdf document (must be in .pdf format) in the 

window that pops up and then left click the corresponding Upload button.  

 

3) You know that you document has been up loaded if the File Icon is 

highlighted in colour. Should you want to delete a document, left click on 

the X next to the item in the list.  
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Email Templates 

On the Email Templates page, you are able to generate templates that you 

can mail to groups of users/reviewers to inform or remind them of various 

things.   

1) To load the Email Templates page, hover your cursor over the Settings 

button on the top left until a dropdown appears.  Left click on the Email 

Templates option. 

2) In the first field, fill in the email address from which you want to send 

mails to users/reviewers. 

3) Fill the rest of the fields with content that you would like to have in the 

body of an email for the relevant topics: 

a. Author Final Review reminder = remind authors that their paper 

is awaiting final review 

b. Author reminder to upload abstract =remind authors that they 

need to upload their abstract. 

c. Paper accepted = inform authors that their paper has been 

accepted for the conference. 

d. Poster accepted = inform authors that their paper has been 

accepted as a poster (and not as a paper) for the conference. 

e. Paper/Poster rejected = inform authors that their paper has 

unfortunately not been accepted for the conference. 
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4) Right Click the Update button. 
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Reports 

To access the Reports menu options, hover your curser over the Reports menu 

item in the blue box at the top centre of the page and select your option from 

the dropdown menu that appears. 

 

 

The Reports menu item contains 2 sub-items: 

1) Reports 

2) Downloads 

Left click on the option you require. 

 

 

Reports 

On the Reports page, you are able to draw various interactive lists that give 

you an overview and allow you to see details of particular users and their 
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activities.  To load the Reports page, hover your cursor over the Reports 

button until a dropdown appears.  Left click on the Reports option. 

 

To access a list of information, left click on the required report in the blue boxes 

at the top of the page. 

 

 

The lists include: 

1) All Accounts = a table of all the people registered on Exbo Abstracts for 

your conference, showing their last login date and the number of 

abstracts that they have loaded onto the system.  Details that can be 

accessed include: 

a. A user’s profile. To access, left click a username. 

b. The “reset password” function. To access, left click a user’s name.  

Left click Reset Password button. (see page 10 for more 

information on how to reset a password) 
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c. A list of a user’s abstract titles. To access, left click the number of 

abstracts in the right-hand column of the list. 

 

2) Abstracts giving permission = a table of all the abstracts for which 

authors have given permission for that particular abstract to be uploaded 

to the conference website after the conference showing the title, the type, 

the author and the date they were last updated. 

3) All Documents = a table of all the abstracts that have been submitted 

for the conference showing the title, category, type, author, the date they 

were last updated, the number of outstanding reviews and the number of 

reviews they have had.  Details that can be accessed and functions that 

can be performed include: 

a. An abstract’s details.  To access, left click the title of the abstract in 

the Abstract column of the list. 

b. The “delete this abstract” function. To access, left click the title of 

the abstract that you want to delete in the Abstract column of the 

list. On the page that loads, left click the Delete this Abstract 

button.  Confirm that you want to delete this abstract in the 

window that pops up by left clicking the OK button. Once the 

deletion has been completed left click the OK button in the window 

that pops up. 

 

c. A user’s profile. To access, left click a username in the Author 

column. 
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d. The “reset password” function. To access, left click a user’s name.  

Left click Reset Password button. (See page 10 for more 

information on how to reset a password.) 

e. A list of a user’s abstracts that have been reviewed and the score 

allocated to each one.  To access, left click a number in the Has 

Review column. 

4) Conference Log = a table of changes made by the administrators of the 

conference, showing author ID, abstract ID, abstract title, day/time, 

user ID, function and comment. 

5) Accounts with no abstracts = a table of users that have not yet 

uploaded any abstracts, showing the name of the reviewers responsible 

for reviewing their abstracts and their last login dates. Functions that can 

be performed include: 

a. Sending an email to the users to remind them to upload their 

abstract. (See page 23 -24 for information on how to set up email 

templates.) To access, left click a username. 

6) All Reviewers = a table of reviewers for abstracts, showing their names, 

the number of abstracts reviewed and the number of abstracts that still 

need reviewing. Details that can be accessed include: 

a. An expanded table showing the titles and categories of the 

abstracts that need reviewing. To access, left click on the number 

in the # of Abstracts column. 

7) Abstracts needing Final Review = a table of abstracts that have not 

yet had their final reviews, showing the abstract title, abstract type 

(poster/paper), abstract author and date that the abstract was last 

updated. Details that can be accessed include: 

a. An abstract’s details.  To access, left click on the magnifying glass 

icon next to the title of the abstract in the Abstract column. 
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b. The “delete this abstract” function. To access, left click the title of 

the abstract that you want to delete in the Abstract column of the 

list. On the page that loads, left click the Delete this Abstract 

button.  Confirm that you want to delete this abstract in the 

window that pops up by left clicking the OK button. Once the 

deletion has been completed left click the OK button in the window 

that pops up. 

 

c. A user’s profile. To access, left click a username in the Author 

column. 

d. The “reset password” function. To access, left click a user’s name.  

Left click Reset Password button. (See page 10 for more 

information on how to reset a password.) 

8) Deleted Abstracts = a table of abstracts that have  been deleted, 

showing the User ID, Conference ID and abstract title. 

 

 

Downloads 

On the downloads page, you are able to download to your computer reports 

which summarise relevant information in a table in Excel spreadsheet form. To 

load the Downloads page, hover your cursor over the Reports button until a 

dropdown appears.  Left click on the Downloads option. 
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To download a report, left click on a report in one of the blue boxes and saving 

the report to your folder of choice on your computer. 

 

 

Reports that can be downloaded include: 

1) Documents All = a table of information concerning all submitted 

abstracts; including author first name, author surname, author title, 

abstract title, category, equipment require and much more. 

2) Reviews = a table of information concerning reviews,  including abstract 

title, category, reviewer first name, reviewer surname, score and more. 

3) Authors = a table of information concerning authors, including email 

address, first name, surname, employer, country and more. 

4) Documents = a more concise table of information concerning all 

submitted abstracts.  

5) Equipment = a table of information listing the equipment required at the 

conference. 
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Comms 

To access the Comms menu options, hover your curser over the Comms menu 

item in the blue box at the top centre of the page and select your option from 

the dropdown menu that appears. 

 

The Comms menu item contains 3 sub-items: 

1) Send Results 

2) Author Reminders 

3) Final Review Reminders 

Left click on the option you require. 

 

 

Send Results 

On the Send Results page, you are able to bulk email users and let them know if 

their abstract has been accepted for the conference and if so, if it has been 

accepted as a poster or a paper. You can also inform people that their papers 
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have not been accepted.  To load the Send Results page, hover your cursor 

over the Comms button until a dropdown appears.  Left click on the Send 

Results option. 

Remember that you have set up email templates that will be mailed out to 

abstract authors in all of these cases.  To send emails, choose the option 

appropriate to each abstract by left clicking on the circle in the appropriate 

column. 

 

 

The options you have are: 

1) Paper = to send an email to the author of the abstract informing her/him 

that her/his abstract has been accepted as a paper. 

2) Poster = to send an email to the author of the abstract informing 

her/him that her/his abstract has been accepted as a poster. 

3) Reject = to send an email to the author of the abstract informing her/him 

that her/his abstract has unfortunately not been accepted. 

4) Ignore = to not send an email to the author of the abstract at this time. 
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Once you have made all the correct selections, left click on the Email Everyone 

button on the bottom left. 

 

 

 

Author Reminders 

On the Author Reminders page, you are able to in the same manner as above 

send an email to all authors to remind them to upload an abstract.  To load the 

Author Reminders page, hover your cursor over the Comms button until a 

dropdown appears.  Left click on the Author Reminders option. 

 You send a reminder email to authors by left clicking on the on the circle in the 

Remind or Ignore column and left clicking the Remind Everyone button.  If 

an author has already been reminded, this is indicated on the table with the 

words “reminder sent”. 
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Final Review Reminders 

On the Final Review Reminders page, you are able to in the same manner as 

above send an email to all authors to remind them to attend their final review 

by left clicking on the on the circle in the Remind or Ignore column and left 

clicking the Remind Everyone button.  If an author has already been 

reminded, this is indicated on the table with the words “reminder sent”. 
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Thank You 

 

Many thanks for using Exbo Abstracts Administrator Guide. 

If you have encountered any problems using this guide, please contact the 

webmaster at help@exbo.co.za 

 

 

 

 

 

 

 

 

 

 

 

 

 


