ASEE Annual Conference Quick Reference Guide & FAQ
📅 CRITICAL DEADLINES
	Milestone
	Deadline
	What You Need

	Abstract Submission
	September 17, 2024
	TEXT ONLY abstract via NEMO

	Draft Paper Submission
	January 15, 2025
	PDF ONLY (anonymous - no author names)

	Registration Deadline
	April 8, 2025
	At least one author registered

	Final Paper Submission
	May 1, 2025
	PDF with author names restored

	Session Assignments
	May 21, 2025
	Check www.asee.org/osl for your slot


🚨 CRITICAL REQUIREMENTS
To Avoid Paper Withdrawal:
· ✅ At least one author must register by April 8, 2025
· ✅ Presenting author must be registered to present
· ✅ Final paper must be submitted by May 1, 2025
· ⚠️ If registered author cancels registration = paper withdrawn
File Format Requirements:
· Abstracts: TEXT ONLY (no PDFs accepted)
· Draft Papers: PDF ONLY, anonymous (no author names/affiliations)
· Final Papers: PDF ONLY, with full author information
📞 WHO TO CONTACT
	Issue
	Contact

	Technical problems with NEMO system
	conferences@asee.org

	Paper reviews, revisions, accept/reject decisions
	Your Program Chair (info on Manage Papers page)

	Session assignment issues
	Your Program Chair

	Account creation problems
	conferences@asee.org

	General conference questions
	conferences@asee.org


🔗 IMPORTANT LINKS
· NEMO System: http://www.nemo.asee.org
· Create ASEE Account: https://members.asee.org/account/login.aspx?signup=yes
· Workshop applications (needs URL)
· Session Assignments: www.asee.org/osl
· Conference Website: www.asee.org

🤔 FREQUENTLY ASKED QUESTIONS
Account & System Issues
Q: I can't find my co-author when searching. What's wrong?
A: Your co-author likely needs to:
1. Create an ASEE account at https://members.asee.org/account/login.aspx?signup=yes
2. Verify their email by clicking the confirmation link
3. Log in to their account (this syncs data between systems)
4. Give you their exact name and email used for the account
If they think they have an account, contact conferences@asee.org - there may be duplicate accounts or typos.
Q: I'm an ASEE member but can't log into NEMO. Help!
A: Don't create a new account! Contact conferences@asee.org for assistance activating your existing account.
Q: Can I edit my abstract after submitting it?
A: No. Reviewers are assigned immediately after submission. Contact your Program Chair if changes are absolutely necessary - it's at their discretion.
Paper Submission Issues
Q: Where do I view my paper after submission?
A: Corresponding authors can view papers by clicking "View and Edit References" on the paper management page.
Q: Can I upload multiple versions of my draft?
A: Yes, until reviewers are assigned. Once status changes to "Waiting," you cannot upload new versions without Program Chair assistance.
Q: What does "Waiting" status mean?
A: Your paper is under review. No edits can be made during this time. Wait for reviewer feedback or Program Chair decision.
Q: I need to make revisions but can only upload ONE version. Why?
A: The system automatically assigns revised papers to reviewers immediately. Make sure your revision is complete before uploading.
Registration & Presentation
Q: Do all authors need to register?
A: No, but at least one author per paper must register by April 8, 2025. Only the presenting author needs to be registered to present. 
All authors, regardless of presentation status, must register to participate on site.
Q: Can I change who's presenting after submitting?
A: Yes, as long as the new presenter is registered for the conference. Update this in your paper details.
Q: What equipment is provided for presentations?
A: Each room has: screen, LCD projector, podium, microphone, VGA/HDMI connections. Bring your own laptop and backup files on flash drive.
Q: Is internet available in presentation rooms?
A: No. Use your phone's hotspot if needed, or contact conferences@asee.org in advance to arrange.
Co-Author Issues
Q: My co-author says they accepted the invitation but still don't appear on the paper. What happened?
A: They may not have completed account verification. They must:
1. Check email for ASEE verification link and click it
2. Log in to their ASEE account (this activates it in the conference system)
3. Confirm with you their exact account name and email
Q: Can I add co-authors after my paper is accepted?
A: Yes, but it must be done before finalizing the paper by May 1, 2025. Check co-author spelling carefully before finalizing.
Q: Only one author can be marked as "presenting" but we want multiple presenters. Is this possible?
A: The system only allows one designated presenter, but any registered co-author can present on-site. Coordinate with your session moderator.
Review Process
Q: My abstract was accepted but my draft was rejected. How is this possible?
A: Abstract acceptance doesn't guarantee paper acceptance. All divisions follow "publish-to-present" requirements - final papers must be accepted to be presented.
Q: How many reviewers will read my paper?
A: Abstracts: minimum 1 reviewer. Draft papers: 3 reviewers required.
Q: Can I see who reviewed my paper?
A: No, reviews are anonymous. You'll see comments forwarded by your Program Chair.
Technical Requirements
Q: What's the page limit for papers?
A: There's no set limit, but reviewers appreciate conciseness. Focus on quality over quantity.
Q: Can I include my paper in landscape orientation for large graphics?
A: Yes, landscape pages are allowed for graphics while maintaining all other formatting requirements.
Q: My biographical information seems wrong/truncated. How do I fix it?
A: Check your Impexium profile - there was a system glitch that truncated some bios. Update it there and it will appear in your final paper.
Conference Day
Q: How long are presentation sessions?
A: 90 minutes total, with time divided evenly among presenters including Q&A.
Q: When can I hang my poster?
A: Sunday afternoon through the conference. Poster sessions are:
· ASEE Division Posters: Tuesday, June 24, 9:15 AM - 11:45 AM
· NSF Grantees Posters: 
· Session I - Tuesday, June 25, 2026, at 5:00 pm
· Session II - Wednesday, June 26, 9:15 AM - 11:45 AM
Q: What if I can't attend to present my accepted paper?
A: While presenting authors are encouraged to register and present, attendance is not required to publish their papers. If an author cannot attend or arrange a substitute presenter, they should contact the program chair to discuss alternatives. 
Emergency Contacts
Q: It's the day before the conference and I have a critical issue. Who do I call?
A:
· System/registration issues: conferences@asee.org
· Session/paper content issues: Your Program Chair (contact info on conference website)
· On-site issues: Find ASEE staff at the registration desk

💡 PRO TIPS
1. Start early - Don't wait until deadlines to submit or register
2. Double-check co-author names before finalizing - typos in proceedings are permanent
3. Keep your Program Chair's contact info handy - they're your main point of contact for paper issues
4. Bring backup presentation files - technology fails happen
5. Test your presentation on different computers before traveling
6. Register early - some sessions fill up and registration prices increase
⚠️ COMMON MISTAKES TO AVOID
· Submitting abstracts as PDFs (TEXT ONLY!)
· Including author names in draft papers (anonymous review!)
· Not verifying co-author accounts before trying to add them
· Missing registration deadline (automatic paper withdrawal)
· Forgetting to restore author names in final papers
· Not checking session assignments by May 21st

