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How to Submit a New Paper on SubMeet.id 

Version: 1.1 
Update: 28/07/2025 16:13 GMT+7 
Written by: Muhammad Riza Alifi <muhammad.riza@polban.ac.id> 

Tutorial Overview 
This tutorial consists of three sections: 

A. Create an Account 
B. Join an Event 
C. Submit a New Paper 

A. Create an Account 
1. Open your web browser and type https://www.submeet.id into the address bar. 

 

2. Click the Register Now! button to begin creating an account. 

https://www.submeet.id/
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3. Register Form will appear. Complete the form with the following details: 
a. Account: e-mail, username, password, and repeat password. 
b. Identity: given name, family name, and honorific. 
c. Institution: institution name, and country. 
d. Contact: phone number 1 (mandatory), and phone number 2 (optional). 

4. Solve reCAPTCHA to confirm that "you’re not a robot", then click Create 
Account button to complete the registration process! 
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5. If the registration is successful, you will receive a verification link sent to your 
registered email address. 

6. Check your email inbox and click the verification link to activate your account. 
7. There is a small possibility that the verification email may be marked as spam. 

Please check your spam or junk folder before requesting a new verification link. If 
no message is found, you may click here to request another button and solve 
the reCAPTCHA again. 

 

8. Click the Activate Account button within 60 minutes of receiving the email to 
complete the activation process. 

9. If the activation is successful, you will be logged in automatically.  
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B. Join an Event 
1. After successfully logging in, you will be directed to the SubMeet Dashboard. 

 

2. To join an event, navigate to the Events menu. 

 

3. For example, consider an event titled "International Seminar of Science and 
Applied Technology". 

4. Click the Join button to initiate the process of joining the event. 
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5. Before proceeding, detailed information about the event will be displayed. 

 

6. Scroll down to view the full event details, then click the Join Event button. 
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7. Join Event modal will appear. Ensure that you select Participate as Presenter. 
For the Attendance option, you may choose either Online or Offline. 

8. To complete the join event process, click the Join button. 
9. A confirmation message—"Successfully joined the event!"—should appear at 

the top-right corner of your screen. 
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C. Submit a New Paper 
1. After joining an event, your current role (e.g., Presenter (Online)) will be displayed 

along with a View button. 

 

2. Click View button to enter the event page. 

 

3. On the event page, you will find several menus. To submit a paper, click the My 
Papers menu. 

4. Click the Submit Paper button to open the submission form. 



8 
 

 

5. Complete the form in order, including the following fields: 
a. Title 
b. Subtitle 
c. Abstract 
d. Topics 
e. Keywords 
f. Paper File (DOC/DOCX/PDF) 
g. Authors with Email Addresses 
h. Corresponding Author 
i. Note for Editor 

6. For Abstract, a word counter is provided to ensure the abstract does not exceed 
250 words. 

7. For Topics, only one topic may be selected. 
8. For Keywords, press Enter after typing each keyword. Multiple keywords are 

allowed. 
9. For the Paper File, ensure the file size does not exceed 5 MB and the format is 

DOC, DOCX, or PDF. 
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10. The process for entering Authors with Email Addresses has been simplified as 
follows: 
a. Type the author’s full name 
b. Add a space character, then a hypen character (-), and followed by another 

space character. 
c. Type the author’s e-mail address. 
d. Press Enter to finalize the entry. 

11. Select the Corresponding Author from the list of authors entered. 
12. You may include a message to the editor in the Note for Editor field.  
13. Click the Submit button once all required fields have been completed. 
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14. A submission confirmation modal will appear. Click Yes, submit! to finalize the 
submission. 

 

15. After submission, your paper will appear under the My Papers menu. You may 
download your submitted file by clicking the Check button. 

16. The Edit button will be available only if the paper has not yet been assigned to 
any reviewer(s). Therefore, you can edit your paper only if the review process 
has not already begun. 

 

Furthermore, please contact submeet.cms@gmail.com if you having any difficulties. 


