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Introduction 
 
This document covers the activities, and setting up of 
SPMS to deal with them, in the period between initial 
setting up and the conference.  
 
Activities to be covered are: 
 
- Abstract / Profile Attributes 
- Identifying Contributions by content (Classifications, 

Main, or Main and Sub-classifications, Experts) 
- Identifying Contributions by type (Invited Oral, 

Contributed Oral, Poster,  …) 
- Activities of Committees 
- Search Utility (search.html) 
- Proposals for Invited Oral Presentations 
- Prioritization of Invited Oral Presentation Proposals 
-  Accepting / Final Set of Invited Oral Presentations 
- Preparing invitations to invited speakers (mail merge 

using the report all orals and a standard letter) 
- Correction of Main and Sub-classifications for 

abstracts submitted 
- Selection of Contributed Oral Presentations 
- Scheduling of Poster Presentations 
- Announcement of Industrial Exhibition via SPMS (e-

mail utility) 
- General Announcement of Conference via SPMS (e-

mail utility) 
- Abstract Submission 
-  Abstract QA 
-  Building Programme Codes for Oral Presentations 
 -  Sessions 
 - Edit 
- Building Programme Codes for Posters 
 - Sessions 
 - Location Codes 
 - Main and Sub-classifications / Poster Sessions 
 - Program Code Sort Order 
 - Automatic generation of poster session programme 

codes 
-  Preparing for Upload of contributions to the 

proceedings (server JUDS) 
-  Piping SPMS Data to the Conference Website 
 

ACTIVITIES 
 
Invitations to Committee Members via e-mail 
(SPMS Roles) 
 
Overall Database Administration / Privileges, Roles & 
Users / Authorize 
[conference SPMS instance url]/authorize.html 

Editor/Proceedings Administration / Email / SPMS Roles 
[conference SPMS instance url]/email.roles 
 
Invitations to Committee Members via Surface 
Mail 
 
Click on the Functional Role (centre column) in the 
Authorize Screen: 
[conference SPMS instance url]/authorize.html  
to download an excel sheet of members with mailing 
address details, and merge with a standard invitation letter 
using the any Mail Merge functionality. 
 
Proposals for Invited Oral Presentations 
 
Around a year in advance of IPAC, a call for proposals 
for invited oral presentations is normally sent to members 
of the Organizing Committee, the Scientific Programme 
Committee and the Scientific Advisory Board, with a 
deadline to submit their proposals. This is a simplified 
abstract submission exercise via SPMS limited to a 
selected group of people. 
 
To set up for proposals, the Administrator ensures the 
following parameters are set. 
 
Overall Database Administration / Privileges, Roles & 
Users / Web Pages 
[conference SPMS instance url]/	app_maint.html 
 
Ensure that the privilege Search.% in Webpages is 
assigned only to Conference Administrator and View 
SciProg Reports, ensuring that only the Organizers can 
search over all contributions at this preliminary stage. If 
in Webpages the privilege Search.% is not restricted to 
Conf. Administrator then unauthorized persons can view 
the proposals.. 
 
When the SPC will have finished working, the restriction 
on using the search utility can be removed, allowing 
everybody to search the contributions in SPMS. 
 
Prior to opening for proposals for invited orals, the 
Abstract Submission Form needs some simple tweaking 
with respect to the Abstract Form used for general 
abstract submission. 
 
Main Classifications: Enter Main Classifications in the 
screen:  
 
Scientific Program Administration / Classifications / 
Main Classifications 



[conference SPMS instance url]/	
maint.tab?tab_name=classification_codes&order_by=clas
sification_descr 
 
Presentation Types: Enter Presentation Types in the 
screen:  
 
Scientific Program Administration / Presentation Type 
(Contributions) 
[conference SPMS instance url]/	
maint.tab?tab_name=presentation_codes&order_by=pres
entation_descr 
 
To be sure proposers will only see the appropriate 
presentation type (for example invited) when they are 
making proposals, set the appropriate presentation type in 
the Editor only column to “No” as shown below. 
 

 
System Parameters / PC – Set the parameter Enable PC 
Members to Propose Invited Orals to “Yes”. 
[conference SPMS instance url]/	
params.show_cats?cat=PC 
 
In the Authorize Screen, Enter the Privilege “Propose 
Invited Orals” against the relevant role. 
[conference SPMS instance url]/authorize.html 
 
Normally only a Main Classification is required for 
proposals for invited orals (i.e. don’t bother with sub-
classifications at this stage, keep it simple). 
 
How the User Enters Proposals for Invited 
Oral Presentations 
 
Logging in with the Propose Invited Oral Privilege brings 
the user to a screen with a link to Propose an Invited Oral: 

 
 
Clicking on Propose a New Invited Oral brings the user to 
an Abstract Submission Screen. The proposer enters a 
title, selects the available type (invited oral) and writes a 
few words of abstract to describe the talk that is proposed, 
and then saves the proposal. In the next screen the 
proposer can make proposals for speakers. 
 

Prioritizing Invited Oral Presentations 
 
Once all prposals have been submitted, the SPC is invited 
to enter their preferences from the possibilities entered in 
the Priorities Screen:  
 
Programme Committee / Priority Codes 
[conference SPMS instance 
url]/maint.tab?tab_name=priority_codes&order_by=prior
ity_descr 
Enter only 1st and 2nd priority: 
 

 
 
In the Authorize Screen, enter the privilege “Set Invited 
Oral Priority” against the relevant role (SPC). 
 
SPC members login with this privilege (and the privilege 
to propose invited orals) and use the search function to 
list proposals in their relevant Main Classifications, and 
the search result shows the list of contributions, with the 
possibility to enter a priority. As members enter their 
preferences, their names appear against their preference, 
as shown below. 
 

 
 
Privilege to Accept the Prioritized Proposals 
 
Since the privilege to accept prioritized proposals should 
be limited to only the person responsible for each Main 
Classification or a specific designated person, this 
privilege is entered via the screen:  
 
Scientific Program Administration / Classifications / 
Main Classifications / Experts 
[conference SPMS instance url]/expert.code?code=CS 
 
To assign this privilege, search for an Account, enter the 
name of the appropriate person, and assign “Coordinator” 
privilege. Persons with this privilege (though they won’t 
see it as a privilege when logging in) will then see a new 
link to “Accept” as shown below: 
 



 
 
It happens that SPC members need to edit proposals by 
changing the author, or editing the title/abstract. 
 
To allow editing of proposals, the Administrator sets to 
Yes the 
 
System Parameter / PC / Enable Abstract Edit 
[conference SPMS instance 
url]/params.show_cats?cat=PC 
 
An extra link to "edit", apart from the "print" and 
"authors" links appears. 
 

 
 
Once the PC has decided the invited orals, the 
Administrator can prepare the invitations, first "cleaning 
up" the unwanted proposals: 
 

a) withdraw all proposals not accepted, leaving only 
the final selection of invited orals in SPMS via the 
screen: 

 
Programme Committee / Withdraw all proposals with no 
accepted priority 
[conference SPMS instance url]/	
search.withdraw_nopriority 
 
or 

b) manually withdraw proposals with no priority, 
leave proposals with 2nd priority for reference and 
send invitations to only 1st priority accepted proposals 
via a mail merge (see below) 
 

or (author's preferred) 
c) "tweak" the presentation types: leave "accepted" 
proposals as "invited oral", add a new presentation 
type "invited oral 2nd priority", and withdraw 
individually all other proposals. 

 
Prepare Invitations to Invited Speakers 
 
The method of preparation of the invitations will vary 
depending on the size of the conference. IPAC has 
approximately 50 invited oral presentations and it is 

therefore worthwhile introducing some automaticity. 
Smaller events may prefer to manually prepare each 
individual invitation. Described below is how to do it on 
the larger scale. The methods are: 
 
Email: Editor/Proceedings Administration / Email Utility: 
Presentation Type: Invited Oral (a) or c) above) 
 
Surface Mail: Programme Committee / Invited Extract to 
produce an excel file of the list of invited orals, and 
merge with a standard Mail Merge document (b) and c) 
above). An example of a standard invitation is included in 
the annexes to this document. 
 
The invitations to invited speakers should contain 
variables such as: 
 
Name, Affiliation and Address of Speaker 
Type of Presentation (Invited Oral) 
Main Classification 
Title of Presentation 
Brief Description of the Presentation (abstract) 
Duration of Presentation 
Date of Presentation 
Coordinator’s Name and Email 
 
Some of the above are already in SPMS: Type of 
Presentation (Contribution), Main Classification, Title of 
Presentation, Brief Description of the Talk (abstract).  
 
When the SPC decides the invited talks, it should also slot 
them into the synoptic table of the conference. This will 
facilitate the task of assigning the talks to Sessions, and 
assigning the programme codes already at this stage, such 
that the invitations can provide complete information with 
the title, description, date and time of presentation, the 
session, the name of the Coordinator or SPC Chair who 
may need to be contacted for questions. 
 
To be able to include a date of presentation, it is 
necessary to create Sessions (and consequently 
programme codes) as follows. 
 
Creation of Sessions/Programme Codes 
 
Programme codes are normally Session Codes plus 
sequence numbers. Programme codes must be unique to 
each contribution in the conference programme, and they 
should contain the keys to understanding when and where 
a presentation will take place, as well as indicate the type 
of presentation. 
 
Programme codes are used to identify contributions 
during file upload by authors and file download by editors 
during the processing of contributions to the proceedings. 
Programme codes are built either manually or 
automatically. Very useful information is published on 
jacow.org: 



http://www.jacow.org/Editors/BuildingProgramCodes 
 
To create sessions in SPMS, it is necessary to know what 
the full conference programme will look like, graphically. 
The attached synoptic table of IPAC’12 provides an 
outline – note the alignment of start and end times of 
parallel sessions such that delegates can move easily 
between them. The Administrator should keep this table 
to hand when creating sessions in SPMS. 
 
The following are the building blocks that are needed to 
create sessions. Start with the screen: 
 
Scientific Program Administration / Presentation Type 
(Sessions) 
[conference SPMS instance 
url]/maint.tab?tab_name=presentation_option_codes&ord
er_by=presentation_option_descr 
 
Try to indicate a mixture of type of presentation 
(contribution, i.e. invited oral, contributed oral, poster, 
etc.) and when, with a code as in the screenshot below. 
IPAC requires a rather complicated set of sessions to 
correspond to the synaptic table in the annex to this 
document where there are several sessions in parallel and 
mixtures of blocks of presentations of different types. 
 

 
 
Check that the following parameters are correctly set: 
 
Overall Database Administration / System Parameters / 
Conference / Conference Start Date 
 
Overall Database Administration / System Parameters / 
Conference / Auto Gen Program Code – set to “Yes” 
 
Location: Enter the room/auditorium where the 
presentation will take place in the screen: 
 
Scientific Program Administration / Location Codes 
[conference SPMS instance 
url]/maint.tab?tab_name=location_codes&order_by=loca
tion_descr 
 

 
 
Schedule the Invited Oral Presentations in SPMS via the 
link at the top of each contribution returned in the search: 
 
Scientific Program Administration / Sessions 
[conference SPMS instance url]/session_maint.html 
 
Click on “New Session” and enter the relevant 
information, which will form the programme code: 
Presentation: Select the Presentation Type (Contribution) 
Date: Select the date of presentation 
Start and End Times: Enter the start and end times of the 
SESSION 
Title: Enter a description of the session, for example: 
Invited Oral Presentations in the field of Accelerator 
Technology – this text will eventually be included in the 
conference proceedings table of contents so it is wise to 
be clear.  
 

 
 
The sort field should contain numbers that will indicate 
the order in which the sessions should be sorted to 
produce the full conference programme booklet. Starting 
at 10, proceed via 20, 30, 40, etc., so that if new sessions 
are decided later they can be inserted aasily. The 
screenshot above shows how the programme codes in the 
left hand column are built from the information entered. 
 
Much later in the organization of the conference, when 
the Session Chairs are decided, they should be entered in 



the column “Chair”. It will be possible to send mails to 
Session Chairs entered there via the e-mail utility. 
 
Remember that if there are several poster sessions areas, 
then as many poster sessions as locations need to be 
entered. Use a different letter per poster session location. 
The locations are entered in the locations screen as 
discussed previously. 
 

 
 
Enter Programme Codes into the SPMS for 
Each Invited Oral Presentation 
 
Search SPMS for the invited oral presentations decided 
by the SPC. For each one, click on “Sessions” at the top 
of the page under the logo, click on "Add New Session", 
Select the session in the dropdown list, add the sequence 
number, the presentation type, the programme code type 
(for invited and contributed orals this should be 
"primary"), enter the start time of the presentation, and 
the duration in minutes, as shown in the screenshot below.  
 

 
 
Invitations to Invited Speakers 
 
Check through all invited oral entries in SPMS and the 
programme codes assigned as described above, check the 
titles are properly formatted (title case), that the abstract 
text is suitable for including in a paragraph in a standard 
letter and that the session information is complete. 
 
Invitations can be sent either: 
 
a) Via surface mail: Program Committee / Invited Extract, 
plus Mail Merge document 
or 
b) Via e-mail 
or 
c) both. 

To produce a mail merge, download the excel spreadsheet 
behind the Report  
 
General/Data Extracts/All Orals 
 
It will be named Invited Abstract and it will contain the 
session information. Tweak this to provide the 
information to be inserted into the standard letter to 
speakers.  
 
An example of a standard letter in Word is attached. Use 
the Tools / Mail Merge Manager. 
 
When the whole exercise of selecting invited orals is 
finished, return to the PC Parameters screen and disable 
the relevant parameters. 
 
Return to the Authorise Screen and disable all privileges 
concerning invited oral proposals and prioritizing. 
 
Return to the Experts Screen and disable the 
Coordinator privileges. 
 
Attributes to Monitor Responses and Other 
Matters 
 
To monitor the responses to invitations, use the Abstract 
Attributes functionality: 
 
Scientific Program Administration / Abstract Attributes 
[conference SPMS instance 
url]/maint.tab?tab_name=attribute_codes&order_by=attri
bute_descr 
 
In this screen, create attributes as shown below. As 
responses are received, search for the individual 
contribution, click on "Edit" and at the bottom of the page 
enter the status, pending, accepted, rejected ... 
 

 
Abstract attributes are also shown to the right of the 
search screen. As responses to invitations are received, 
search here for the overall picture of "pending", 
"accepted", "rejected". 
 

 



Attributes can also be used in connection with profiles to 
identify for example students with grants, or students 
competing for prizes. In this case, use the Find Profiles 
link to the profile of the student, for the profile of the 
student, in the profile click on Additional Attributes and 
click on the additional attributes. 
 
To retrieve a group, click on Find profiles, and click on 
the attribute concerned to return the whole group. 
 
Abstract Submission 
 
If the conference is using Main plus Sub-classifications, 
make sure they are all entered via the screens: 
 
Scientific Program Administration / Classifications / 
Main Classifications 
Scientific Program Administration / Classifications / Sub 
Classifications 
Scientific Program Administration / Classifications / 
Combine Main and Sub Classifications 
 

 
 
To open abstract submission: 
 
In the System Parameters / Email  
 
Overall Database Administration / System Parameters / 
Email 
[conference SPMS instance 
url]/params.show_cats?cat=MAIL 
 
decide whether the parameters concerning copies of mails 
re abstract submission etc., are set according to reflect 
needs.  
 
Check that authors can only enter the presentation types 
desired via the screen: 
 
Scientific Program Administration / Presentation Type 
Contributions 
[conference SPMS instance 
url]/maint.tab?tab_name=presentation_codes&order_by=
presentation_descr 
 
In the Editor Only column, the presentation types that 
should be visible should be set to “No”. 
 

In the System Parameters / User 
 
Overall Dataabase Administration / System Parameters / 
User 
[conference SPMS instance 
url]/params.show_cats?cat=USER 
set to yes, the system parameter User/Accepting Abstracts. 
 
Abstract QA 
 
As abstracts are submitted, and prior to turning them over 
to the SPC, the scientific secretary should quality assure 
them because this information will eventually appear in 
the programme booklet and proceedings: 
 
Title in title case 
Abstract text entered properly 
Footnotes properly formatted 
Funding Agency really Funding Agency and not request 
for financial support 
 
Search all contributions, with “Requires Initial QA” to the 
right of the screen set to Yes. 
 
Work through, and for each contribution, click on “edit”. 
If changes are made, click on  
 
Save changes and record QA 
 
If no changes are made, simply click on 
 
Record QA only. 
 
Following the deadline for abstract submission 
 
Following the abstract submission deadline, and once all 
abstracts have been quality assured, it is necessary to 
prepare for the PC to: 
 
a) check the classifications entered by the authors are 
correct, 
b) make proposals for contributed oral presentation. 
 
At this point, freeze the user updates to classification and 
presentation type in the screen 
 
Overall Database Administration / System Parameters / 
PC 
[conference SPMS instance 
url]/params.show_cats?cat=PC 
 

 
 



SPC Verification of Main and Sub-
classifications entered by Submitting Authors 
 
Submitting authors wrongly classify their abstracts in 
approximately 15 to 20% of submissions. The first job of 
the SPC is to check these, since the scheduling within the 
poster sessions is based on the content, either simply main 
classifications, or the combination of main plus sub-
classifications. 
 
Turn off Abstract Submission in the System 
Parameters/User screen 
[conference SPMS instance 
url]/params.show_cats?cat=USER 
 
Set the system parameter 
 
Overall Database Administration / System Parameters / 
PC to 
[conference SPMS instance 
url]/params.show_cats?cat=PC 
 
Enable PC Re-classification – to “Yes” 
 
In the screen: 
 
Overall Database Administration / Authorize 
[conference SPMS instance url]/authorize.html 
 
assign the privilege to Propose Classification Changes to 
the appropriate committee (SPC). 
 
SPC members will login with this privilege enabled. They 
will see a link to “Program Committee Access” and a 
screen to select those contributions that may need re-
classification, as shown below. 
 

 
 
The result of the search above will bring up a screen 
where there are links to all contributions to “Propose New 
Classification” as shown below. 
 

 
 

Clicking on “Propose New Classification” will bring up a 
new screen where the SPC member can propose a 
different Classification, as shown below: 
 

 
 
Refreshing the screen will show the result: 
 

 
 
The name of the proposer appears in the proposal. 
 
The proposer can decide to withdraw the proposal via the 
appropriate link "withdraw My Proposal". 
 
Once the exercise of proposing re-classifications is 
complete, the SS disables the SPC privilege to Propose 
New Classifications assigned to the whole SPC in the 
Authorize Screen, leaving the PC parameter Enable PC 
Reclassification enabled, and enables the privilege to 
propose/approve the proposals to selected individuals via 
the Main Classifications/Experts screen: 
 
Scientific Program Administration / Classifications / 
Main Classifications / Experts 
[conference SPMS instance 
url]/maint.tab?tab_name=classification_codes&order_by
=classification_descr 
 

 
 
Attention. The privileges shown above (Reclassify 
Propose/Approve and Presentation/Propose/Approve) are 
not visible upon login: 



 
 
but they are enabled for the people entered in the Experts 
screen upon logging in. 
 

 
 
Experts with the responsibility to accept/reject proposals 
can  
 
- select contributions in the Classification of their 

responsibility, or 
- not select any Classification 
 
The search result will distinguish those proposals for 
which the Expert has propose/accept/reject privileges, and 
those for which he does not. In the screenshot below the 
author assigned propose/approve privileges to herself in 
the Classification "Controls" and one can see the 
possibility to accept/reject proposals in that 
Classification: 
 

 
 
Normally only very few persons should be assigned the 
accept/reject privilege to avoid overwriting. Privileges 
should typically be reserved for the person responsible for 
the Classification, the SPC Chair, and the Scientific 
Secretariat. 
 
Once the re-classification exercise is over, it is advisable 
to disable the re-classification propose/accept/reject 
privileges in the Experts screen.  
 

Selection of Contributed Oral Presentations 
 
Similar to the procedure for proposing reclassifications, 
check that the option to change presentation type (i.e. 
from poster to contributed oral) is correctly entered in the 
screen: 
 
Scientific Program Administration / Presentation Type 
(Contributions) 
[conference SPMS instance 
url]/maint.tab?tab_name=presentation_codes&order_by=
presentation_descr 
 
To the right of the table, under "Propose Oral", ensure 
that the correct option is entered. In this case the Propose 
Oral in the line "Contributed Oral" should be set to "Yes". 
 

 
 

 
 
Set to "Yes" the Enable PC Presentation option in the 
screen: 
 
Overall Database Administration / System Parameters / 
PC  
[conference SPMS instance 
url]/params.show_cats?cat=PC 

 
In the Authorize screen 
 
Overall Database Administration / Authorize 
[conference SPMS instance url]/authorize.html 
 
assign the privilege to Propose Presentation Changes to 
the SPC. 
 
SPC members will then be able to login with the privilege 
"Propose Presentation Changes". 
 



 
 
Via the link Program Committee Access, members will 
again select the Classification in which they are interested 
(or not enter a preference and search over ALL 
contributions), and will have the possibility to Propose 
New Presentation Types as shown below. Note that as 
described above, the only contributions available for 
proposals for a change in presentation type are Posters.  
 

 
 
SPC Members will work through the result of their search, 
and click on "Propose New Presentation Type" as 
necessary: 
 

 
 
Clicking on "Propose New Presentation Type" will offer 
the possibility to select "Contributed Oral", i.e. "upgrade" 
from "Poster": 

 
 
Refreshing the screen following a proposal for a new 
presentation type will appear on the screen as follows: 
 

 
 

Once the exercise to propose changes in presentation type 
is complete, it is necessary to proceed to the SPC 
discussion, and accept/reject proposals. 
 
As for the previous exercise of proposing re-
classifications, the names of the persons with the privilege 
to accept/withdraw proposals for a change of presentation 
type are entered into the screen: 
 
Scientific Program Administration / Classifications / 
Main Classifications / Experts 
[conference SPMS instance 
url]/maint.tab?tab_name=classification_codes&order_by
=classification_descr 
 

 
 
Upon logging in and searching over all proposals, these 
persons will see the links to accept/withdraw proposals 
for the Classification for which they have the privilege: 
 

 
 

 
 

Clicking on the link "Change to Contributed Oral?, as 
shown above will change the presentation type of the 
contribution to the new one in SPMS. The contribution 
will no longer appear in the list of proposals. 
 
A search over the SPMS for Contributed Orals: 
 

 
 
will return those contributions where the change of 
presentation type was accepted: 
 



 
 
IMPORTANT: Accepting proposals for a change of 
presentation type immediately changes the proposal to a 
definite type, i.e. the change in SPMS is final. The SPC 
member cannot undo the change. Only the Administrator 
can re-set the status. 
 
Invitations to Authors of Contributions Accepted 
for Contributed Oral Presentation 
 
Once the above re-classifications and selection of 
contributed oral presentations exercises are complete the 
SPC decides the date/time of presentation, or schedule 
into sessions. The Synoptic Table mentioned above when 
discussing invited oral presentations should be used to 
slot in the contributed orals in time and space. When that 
is done, the Administrator can enter the programme codes, 
as outlined for invited proposals. 
 
Search on the presentation type "Contributed Oral" and 
for each contribution click on "Sessions" to enter the 
session and sequence number, which will constitute the 
Programme Code: 
 

 
 

 
When the contribution has been scheduled, click on 
"Submit". The contribution now has a programme code. 

 
 

When all contributions have been scheduled, the 
invitations can be sent to the primary authors/presenters 
of the selected contributed oral presentations via the e-
mail utility: 
 
Editor/Proceedings Administration / Email / Email Utility 
[conference SPMS instance url]/email.html 
 
Compose the mail, using the variables listed at the bottom 
of the page (as shown below), and send the invitations. 
 

 
 
To be able to monitor the responses from the primary 
authors/speakers, create new abstract attributes via the 
screen 
 
Scientific Program Administration / Abstract Attributes 
[conference SPMS instance 
url]/maint.tab?tab_name=ATTRIBUTE_CODES&order_
by=attribute_descr&action= 
 

 
The proposals not accepted for oral presentation may 
remain in SPMS until all speakers have responded to the 
invitations. Once all responses have been received, the 
Administrator/SS should remove all rejected proposals, 
ensuring all contributions have a valid presentation type. 
 
At this time SPMS contains all contributions with a 
specified type of presentation, invited oral, contributed 
oral, and what is left are posters. 
 
Poster Presentations 
 
Contributors whose work/abstracts will be presented as 
posters (i.e. all contributions not in SPMS as oral 
contributions) are informed their work is accepted for 
poster presentation via the e-mail utility: 
 



Editor/Proceedings Administration / Email / Email Utility 
[conference SPMS instance url]/email.html 
 
Since we know from experience that 15 to 20% of all 
abstracts submitted on the deadline for abstract 
submission will not materialize, mostly because authors 
do not get permission to travel, it is wise to include in this 
mail a message for contributors who will not be able to 
present their work in person to either withdraw it, or to 
ensure a co-author will present it by clicking on "authors" 
and assigning "presenter" to the co-author who will 
present the work. 
 
Rental of poster panels represents a significant amount in 
the conference budget and empty panels look ugly and 
sloppy. 
 
At this point, the "search" restriction can be disabled to 
make SPMS searchable. This is done via the Webpages: 
 
Overall Database Administration / Privileges Roles and 
Users / Webpages 
[conference SPMS instance url]/app_maint.html 
 
Remove Search.html from the list to allow all contributors 
to search over the whole SPMS. 
 
Enter programme codes for posters as late as possible 
(around 3 weeks before the conference), allowing authors 
to withdraw if they can’t attend and present their work, 
and repeat this request each time there is a contact with 
authors, i.e. on the deadline for early registration, when 
the guidelines for the preparation of contributions, or the 
guidelines for the upload of contributions are published at 
the website, when paper upload is enabled. 
 
Automatic Assignment of Programme Codes to 
Poster Presentations 
 
This chapter deals with how to automatically assign 
programme codes to poster presentations.  
 
IMPORTANT TO NOTE: Around 15 to 20% of all 
contributions submitted upon abstract submission will not 
materialize, mostly because the authors do not get 
permission to travel and they forget to withdraw the 
contribution. It is wise to assign programme codes to 
posters only around three weeks before the conference, 
just before paper upload is enabled. No programme code 
changes should be made once paper upload is enabled. 
 
To automatically assign programme codes to posters 
when Main plus Sub-classifications are used the SPC 
should have decided, based on the oral presentations, 
when posters would be presented in time and space.   
 
The scheduling of poster presentations is organized via 
the screen: 

Scientific Program Administration / Combine Main and 
Sub-classifications 
[conference SPMS instance url]/class_maint.html 
 
As shown below, use the link to “New Session” on the 
right hand side to assign the contributions with the main 
plus sub-classifications to the desired locations.  
 

 
 
The link behind New Session goes to the list of poster 
sessions entered in the Sessions Screen: 

 
 
Once all groups of contributions of Main plus Sub-
classifications have been assigned to a date/time/place, it 
is time to automatically generate the programme codes for 
each individual contribution. First check that the system 
parameter: 
 
Overall Database Administration / Conference / Enable 
Automatic Poster ID Assignment 
 
is set to “Yes”. 
 
Then indicate the order in which posters should be sorted 
within each area via the screen: 
 



Scientific Program Administration / Program Code Sort 
Order 
 

 
 
From the above, one can see that, for each area, posters 
will first be sorted by Main plus Sub-classification, then 
the country/town/affiliation/last name/first name of the 
presenter. This means that posters are grouped by subject 
matter, and then by institute, such that if a presenter has to 
present several contributions, they will be grouped 
together. 
 
Next, in the screen 
Scientific Program Administration / Assign/Move Paper 
IDs 
[conference SPMS instance url]/paper_ids.html 
 
Click on “Reset All Poster Paper IDs”. 
 
This will apply the above mentioned sort order to all 
posters. 
 
Important: SPMS assumes that primary submitting 
authors are the presenters, unless the primary author 
enters this otherwise when he/she creates his abstract. 
Unfortunately, when primary authors are unable to attend, 
and when the work will be presented by a co-author, they 
often omit to change the presenter. The requirement that 
submitting authors enter the name of the presenter can be 
mentioned in the various exchanges with authors, but we 
know from experience that it is not followed without 
numerous reminders. 
 
One the automatic assignment is complete, in the same 
screen, click on the link to “Disjointed Authors”. If 
presenters have contributions in several different main 
and sub-classifications, scheduled elsewhere in the 
session, it is possible to group them together. To do this, 
enter the Contribution ID of the contribution to be moved, 
as well as the new session code and sequence number: 
 

 
 

All contributions around this will be re-sequenced. 
As soon as the programme codes are considered final, 
disable the parameter to enable automatic poster ID 
assignment. 
 
When contributions are withdrawn (as they will be over 
the time up to the conference), the gaps will appear in the 
screen Validate Paper ID Sequences. 
 
Assignment of Programme Codes to Posters 
when only Main Classifications are Used 
 
In the case of smaller conferences, such as PCaPAC or 
the ICFA Workshops, where only Main Classifications 
are used, assigning programme codes to posters is 
achieved as follows. 
 
Ensure the sort order entered in the screen: 
 
Program Code Assignment / Program Code Sort Order 
[conference SPMS instance 
url]/maint.tab?tab_name=program_sort_fields&order_by
=sort_order%20nulls%20last 
 
reflects needs. In the table below the contributions will be 
grouped first by main classification, and then by 
country/town/affiliation/last and first names of presenter. 
This is called the "village system" which allows for one 
author to cover several contributions. 
 

 
 
In the screen: 
 
Program Code Assignment / Bulk Assignment 
[conference SPMS instance url]/paper_ids.bulk_search 
 
Enter the presentation type "Poster" and the Main 
Classification and search using the button at the bottom of 
the page. 
 
The search result brings up all poster presentations in the 
selected main classification and the possibility to enter: 
 
- a session (among those created under sessions) 
- a presentation type (poster) 
- a programme code type (primary) 
- a session start time 
- the duration of the session 
 



 
 
Searching SPMS for posters in Controls (the search 
criteria used above) returns the following: 
 

 
 
If there is only one poster session, it is not necessary to do 
multiple searches over the different Main Classifications. 
The SPMS will order first by Main Classification and 
then by the "village system". 
 
Production of Programme Booklet/Abstracts 
Brochure 
 
The JPSP (JACoW Proceedings Script Package) 
developed by Volker Schaais a collection of tools and 
scripts to generate the proceedings from data managed in 
SPMS and stored on PSI or JLab file servers to be 
published on JACoW at CERN and KEK. JPSP can be 
used pre-conference to generate abstract booklets, during 
the conference to check on errors in the processed PFs, 
and post conference to generate the proceedings. Read 
more on jacow.org at: 
 
https://www.jacow.org/Editors/Scripting1 
 
The scripts may be used to produce:  
 
- The Programme Booklet, which contains conference 

information prepared by the LOC (front matter), and 
the conference schedule/programme showing titles 
and authors (main matter). 

 

- The Abstracts Brochure, which contains conference 
information prepared by the LOC (front matter), and 
the conference schedule/programme showing titles, 
authors and abstracts (main matter). 

 
Several conferences now question the need to print these 
publications for all participants. They are sometimes 
simply linked to the conference website, or sometimes 
only a small number are printed for participants who 
prefer not to use a mobile app. 
 
A "mobile app" was first developed for IPAC'15, and its 
development has continued over IPACs '16, '17 and '18 as 
a JACoW project. More information can be found on 
jacow.org. 
 
Communication with Authors/Speakers / 
Publishing Information pertaining to the 
Scientific Programme at the Conference 
Website 
 
Good communication with authors/participants is 
essential to coordinate all aspects of the conference 
organization. The SS/Administrator is often the person 
best placed to ensure this by regularly contacting authors 
from the time of acceptance of poster presentations.  
 
Gradually publish the following: 
 
At the time of acceptance of poster presentations (around 
3 to 4 months before the conference) write to all invited 
speakers, contributed speakers and poster presenters with 
important information. Annexes 4, 5 and 6 provide 
examples. These communications should in particular 
point to information published at this time at the 
conference website: 
 
The new information concerning the scientific 
programme that should be published at the conference 
website at this time should include: 
 
1. List of all oral presentations and speakers 
2. Synoptic Table of the Conference Schedule, or 

Overview 
 
Around one month later, just in advance of the deadline 
for cheap registration (2 months before the conference), 
send an e-mail to all contributors (see Examples in 
Annexes 7, 8 and 9), reminding of the deadline for early 
registration, and informing them that the following 
information has been published at the conference website: 
 
Guidelines for the Preparation of Contributions to the 
Proceedings (all contributors) 
Guidelines for Upload of Contributions to the 
Proceedings (all contributors) 
Guidelines for Speakers (only to speakers) 
 



Pursuing poster presenters to ensure that there is a 
registered primary author/presenter is a more diligent 
affair. Annex 10 is the succession of mails to poster 
presenters. While it is rare to withdraw any abstracts, the 
successive mails to poster presenters normally produce 
the reaction that almost all will have a registered presenter. 
 
Setting up for Upload of Contributions to the 
Proceedings 
 
While SPMS conference instances are created and used in 
the three regions, Asia, Europe and the US, conference 
organizers are strongly advised to organize the upload of 
contributions to the proceedings via the two upload 
servers: PSI (run by Jan Chrin (jan.chrin@psi.ch) and 
JLAB (run by Anthony Cuffe (cuffe@jlab.org)). 

 
Organizers should collaborate with Jan and Anthony to 

enter the specific information into the SPMS system 
parameters. Adequate time for setting up and testing 
should also be foreseen. The parameters to be set are: 
 
Overall Database Administration / System Parameters / 
Web Configuration 
[conference SPMS instance 
url]/params.show_cats?cat=WEB 
 

 
 

 
Conditions for Upload 
 
Several screens have default settings as follows: 
 
Editor/Proceedings Administration / Platform Codes 
[conference SPMS instance 
url]/maint.tab?tab_name=platform_codes&order_by=plat
form_descr 
 

 
 

Editor / Proceedings Administration / File Types 
[conference SPMS instance 
url]/maint.tab?tab_name=file_type_codes&order_by=file
_type_descr 
 

 
 
When editors begin processing, contributions are assigned 
automatically by SPMS according to a weighting. SPMS 
is delivered with a default set of file thresholds as 
follows: 
 
Editor/Proceedings Administration / Presentation File 
Combinations 
[conference SPMS instance url]/present_files.html 
 

 
 
and a default file upload threshold: 
 
System Parameters / User / File Upload Threshold 
[conference SPMS instance 
url]/params.show_cats?cat=USER 
 
The file upload threshold is set at 3 by default. Since 
authors are required to upload a pdf and a source file, plus 
figure files, a weight of 2 for pdf files, and a weight of 1 
for source files means that when an editor calls for a 
paper to be edited, SPMS will propose first those with a 
weight of 3 (a pdf and a source file). When there are no 
more contributions uploaded with a threshold of 3, the 
threshold should be reduced to 2 meaning contributions 
proposed for editing will be pdf files. When there are no 
more contributions with a threshold of 2, the threshold is 
reduced to 1, meaning there are only contributions 
remaining where only a source file was uploaded. 
 
When the above is in place, set to “yes” the parameter: 
 
System Parameters / Users / Accepting File Uploads 
[conference SPMS instance 
url]/params.show_cats?cat=USER 
 
How to Integrate SPMS Data to the Conference 
Website 
 
Around 2008 Ivan Andrian and Stefano Deiuri developed 
several apps to extract data from SPMS for publication 
directly at the conference website. These are the list of 
participants, the interface with booth space registration, 
and the scientific programme with all programme codes. 



This is an extremely useful feature. It is written up in 
detail on jacow.org. 
 
Annexes 

 
1. Example of a Synoptic Table 
2. Example of an Invitation to make an invited oral 

presentation 
3. Example of an invitation to make a contributed oral 

presentation 
4. Example of acceptance of a contribution for poster 

presentation 

5. Example of Email to Invited Speakers following the 
acceptance of poster presentations 

6. Example of Email to Contributed Speakers following 
the acceptance of poster presentations 

7. Example of Email sent to Invited Speakers one month 
prior to the conference. 

8. Example of Email sent to Contributed Speakers one 
month prior to the conference. 

9. Example of Email sent to Poster Presenters at the time 
programme codes have been assigned, one month 
prior to the conference 

 
 
 

 
 



Annex 1: IPAC’12 Synoptic Table 
 

 

Time

09:00

09:10

09:20

09:30

09:40

09:50

10:00

10:10

10:20

10:30

11:00

11:10

11:20

11:30

11:40

11:50

12:00

12:10

12:20

12:30

14:00

14:10

14:20

14:30

14:40

14:50

15:00

15:10

15:20

15:30

15:40

15:50

16:00
Canal Decatur Poydras Royal Bourbon _ Canal Decatur Poydras Royal Bourbon _ Canal Decatur Poydras Royal Bourbon _ Canal Decatur Poydras Royal Bourbon _

Colliider   Hadron SR and FEL   Instrument Colliider _ Beam Dyn  Sources SR and FEL  Colliider Beam Dyn _   Tech   Tech  Sources Beam Dyn  Sources _  Tech   Tech   Hadron  Instrument   Hadron _

Beam Dyn _ _ _  Instrument _ _ _ _ _ SR and FEL _ _ _  Instrument _   Tech _ _ _ _ Applications Applications _

17:50
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   Tech _

MC7: Technology MC8: Applications

IEEE/NPSS PAST Student Thesis Award Winner Presentation,  Erdong Wang, BNL (20')                                                                                   
Presented by Ilan Ben-Zvi, BNL (5')

APS/DPB Outstanding Doctoral Thesis Research in Beam Physics Award (20')                                     
Presented by Stan Schriber, SOS/MSU (5')

IPAC'12 Student Poster Prizes                                                                                                                                     
presented by Jeff Corbett, SLAC, SPC Chair and Kay Wittenburg, DESY, SPC Member (10')

First Two Years of LHC Operation, Steve Myers, CERN

State of the Art and Future Prospects in RF Superconductivity, Kenji Saito, KEK

Design and Simulation of IOTA - a Novel Concept of Integrable Optics Test Accelerator, 
Sergei Nagaitsev, Fermilab

Overview of Asymmetric Hadron Electron 
Colliders,  Vadim Ptitsyn, BNL

Performance and Prospect of BEPCII, Qing Qin, 
IHEP Beijing

Accelerator Driven Systems, Dirk Vandeplassche, SCK-CEN

Research and Development Toward a Future Muon 
Collider, Katsuya Yonehara, Fermilab

Proton Beam Acceleration with Circular Polarized 
Laser Pulses, Xueqing Yan, PKU/IHIP

Manufacture and Testing of Optical-scale 
Accelerator Structures from Silicon and Silica, 
Joel England, SLAC

FFAG Experience and Future Prospects, 
Yoshiharu Mori, KURRI

Increasing the AGS Beam Polarization with 80 Tune 
Jumps, Vincent Schoefer, BNL

Overview of Present and Future Compton Photon 
Sources, Ying K. Wu, FEL/Duke University

Special Session for Industry                                               
Chair: Alan M.M. Todd, AES

Future Government-funded 
Accelerator Projects in Asia, 
Zhentang Zhao, SINAP

Future Medical Accelerators, 
Kiyoshi Yasuoka, University of 
Tsukuba

Hall BRoom 209 Room 209

Measurement of the Slice Energy 
Spread of Electron Beam at SDUV-
FEL using the CHG-based 
Method, Chao Feng, SINAP

First Results from the Electron 
Hose Instability Studies in 
FACET, Erik Adli, U. Oslo

Status and Plans for a 
Superconducting RF Accelerator 
Test Facility at Fermilab, 
Jerry Leibfritz, FNAL

Cornell ERL Photoinjector 
Progress, Bruce Dunham, 
Classe

Instrumentation and Diagnostics 
for High Repetition Rate Linac-
driven FELs, Stefano De Santis, 
LBNL

Fast Feedback Strategies for 
Longitudinal Beam 
Stabilization, Sven Pfeiffer, 
DESY

Thorium Energy Futures, 
Robert Cywinski, U. 
Huddersfield

Perspectives of the HIE-
ISOLDE Project at CERN, 
Yacine Kadi, CERN

H- and Proton Beam Loss 
Comparison at SNS 
Superconducting Linac, 
Andrei Shishlo, ORNL

Timing and Synchronization for 
the APS Short Pulse X-Ray 
Project, Frank Lenkszus, ANL 

Investigation of Silicon, Diamond 
and Liquid Helium Detectors for 
Beam Loss Measurements at 2 K, 
Christoph Kurfuerst, CERN

Five Years of Operation 
Experience at HIT, 
Andreas Peters, HIT 

A European Proposal for the 
Compton Gamma-ray Source of 
ELI-NP, Cristina Vaccarezza, 
INFN-LNF

Commissioning of the PLS-II, 
Seunghwan Shin, PAL

Status of the FERMI@Elettra 
Project, Michele Svandrlik, 
ELETTRA

High-power Coherent THz 
Sources and THz-TDS System, 
Masafumi Kumaki, RISE

A Proton-driven Plasma Wakefield 
Accelerator Experiment with 
CERN SPS Bunches, 
Patric Muggli, MPI

FACET First Beam 
Commissioning, Steven Yocky, 
SLAC

Transverse-to-longitudinal 
Emittance-exchange with an 
Energy Chirped Beam, 
Jayakar Thangaraj, FNAL

Laser-induced CSR: Toward a 
Probe to Explore Wakefields in 
Storage Rings, Serge Bielawski, 
PhLAM/CERCLA

An Alternative 1D Model for CSR 
with Chamber Shielding, 
Demin Zhou, KEK

The European XFEL LLRF 
System, Julien Branlard, DESY

3-Dimensional Modeling of 
Electron Clouds in Non-uniform 
Magnetic Fields, Seth Veitzer, Tech-
X

Focusing Charged Particle Beams 
using Multipole Magnets in a 
Beam Transport Line, Yosuke Yuri, 
JAEA/TARRI

Tests of Low EmittanceTuning 
Techniques for SuperB at SLS and 
DAFNE, Simone Liuzzo, 
INFN/LNF

Summary of Fermilab’s Recycler 
Electron Cooler Operation and 
Studies, Lionel Prost, FNAL

Superconducting Resonators 
Development for the FRIB and 
ReA Linacs at MSU, 
Alberto Facco, INFN/LNL

MC4: Hadron
Opening, Closing and Special

Future Accelerator-based Material 
Processing, Wendy Ruth Flavell, 
UMAN

Future Accelerator-based 
Instruments, Jens Stadlmann, GSI

Accelerator R&D: Research to 
Support Science - Science to 
Benefit Society, 
Norbert Holtkamp, SLAC  

Closing Remarks: Jeff Corbett, SLAC, IPAC'12 SPC Chair,                                                                         
Zhentang Zhao, SINAP, IPAC'13 OC Chair

Lunch Break 12:30 - 2:00

Chairman's Recption Industrial Reception Women in Science and Engineering Reception Banquet

Chair: Vadim Ptitsyn, 
BNL/Shoji Nagamiya, JAEA/J-

PARC

Chair: Steve Gourlay, 
LBNL/Anke-Susanne Müller, 

FZK
Awards Session                                                                                                                                                         

Chair: Stan Schriber, Schriber Consulting (SOS),  Michigan State University
Chair: Montse Pont, CELLS 
ALB, Caterina Biscari, INFN 

Frascati
Chair: Won Namkung, 

PAL/Paul Schmor, TRIUMF
Chair: David Sutter, U. 

Maryland/Alex Chao, SLAC

Room 218 Room 221

Special Invited Presentation                                                                                                                                   
Chair: Vincent Suller, LSU                                                                                                                                        

LIGO, the Laser Interferometer Gravity-wave Observatory (30')                                                                     
Rainer Weiss, MIT

Refraction Contrast Imaging via 
Laser-Compton X-ray using 
Optical Storage Cavity, 
Kazuyuki Sakaue, RISE

Hall B     Chair: Jeff Corbett, SLACChair: Stuart Henderson, FNAL Chair: Oliver Brüning, CERN Chair: Georg Hoffstaetter, U. Cornell Chair: Katsunobu Oide, KEK Chair: Mark Boland, ASCo Chair: Akira Noda, U. Kyoto

Physics Results at the LHC and Implications for Future HEP Programmes, Rolf Heuer, CERN

CLIC Design and R&D Status, Steinar Stapnes, 
CERN

Studies of Electron Cloud Beam Dynamics for 
Future Damping Rings at CesrTA, Gerald Dugan, 
CLASSE

Overview of Super B Factories,  
Maria Enrica Biagini, INFN/LNF

High Field Magnet Development, 
Tatsushi Nakamoto, KEK, Ibaraki

Ultracompact Accelerator Technology for a Next-
generation X-ray Source, Roark Marsh, LLNL

Critical Technologies and Future Directions in High 
Intensity ISOL RIB Production, 
Pierre Gerard Bricault, TRIUMF   

Overview of Recent Progress on High Repetition 
Rate, High Brightness Electron Guns, 
Fernando Sannibale, LBNL    

Beam and Spin Dynamics in an All-electric Ring for 
Proton EDM, Richard Michael Talman, CLASSE

Accelerator Physics and Technology for FRIB, 
Michael James Syphers, MSU

Protecting Accelerator Control Systems in the Face 
of Sophisticated Cyber Attacks, Steven M. Hartman, 
ORNL

Suppression of Head-tail Instability using a 
Broadband Feedback, Yong Ho Chin, KEK

Recent Advances and New Techniques in 
Visualization of Ultra-short Relativistic Electron 
Beam Bunches, Dao Xiang, SLAC

Recent Developments in Lasers for use in 
Accelerators, Andreas Tünnermann, Friedrich 
Schiller Universität, Jena

Symplectic Tracking and Compensation of Dynamic 
Field Integrals in Complex Undulator Structures, 
Johannes Bahrd, HZB

Femtosecond Electron Guns for Ultrafast Electron 
Diffraction, Jinfeng Yang, Osaka University

Operation and Patient Treatments at CNAO Facility, 
Erminia Bressi, CNAO Foundation

Accelerator Systems for Heavy-Ion Inertial Fusion, 
Steven Lidia, LBNL

Review of Microwave Schottky Beam Diagnostics, 
Ralph James Pasquinelli, FNAL

Experimental Demonstration of Suppressing 
Coherent Synchrotron Radiation, Vitaly Yakimenko, 
BNL

Marrying Lasers and Beams,  Luca  Serafini, INFN 
Milano

Project X: Research, Design, Development and 
Collaboration Efforts for an Ultra High Power 
Superconducting RF Linac, Bob Tschirhart, 
Fermilab

Backgrounder: Producing Medical Isotopes using X-
rays, Mark Sybe de Jong, CLS

Diagnostics for High Power Targets and Dumps, 
Edda Gschwendtner, CERN

Development of Electron Coolers in Novosibirsk, 
Vasily Parkhomchuk, BINP 

IPAC12 Conference Synoptic Table: May 21-25, 2012

Monday, May 21 2012 Tuesday, May 22, 2012 Wednesday, May 23, 2012 Thursday, May 24, 2012 Friday, May 25, 2012

Room 218 Room 209 Room 218

Chair: Lia Merminga, TRIUMF Chair: Andrew Hutton, Jlab

Welcome from the Chairs

High Average Power UV Free Electron Lasers 
Experiments at JLAB, David Douglas, JLAB

The Future of X-ray FELs, Hans-Heinrich Braun, PSI

Accelerators for Intensity Frontier Research, Paul Derwent, FNAL

 Hall B Room 209 Room 218 Room 209 Room 218 Room 209

Review of ERL Projects at KEK and Around the 
World, Norio Nakamura, KEK

Chair: Victor Suller, CAMD, LSU Chair: Thomas Roser, BNL Chair: Bob Hettel, SLAC Chair: Vladimir Shiltsev, FNAL Chair: Kevin Jones, ORNL Chair: Yu-Juian Chen, LLNL Chair: Vladimir Litvinenko, BNL

Status of the J-Parc Facility, Shoji Nagamiya, 
JAEA/J-PARC

The Upgrade Plans for the LHC Injector Complex, 
Roland Garoby, CERN

The Future of X-ray Science, Joachim Stohr, SLAC

Progress Towards Ultimate Storage Ring Light 
Sources, Michael Borland, ANL

MC5: Dynamics

MC1: Circular/Linear

          Coffee Break 10:30-11:00                

MC6: Instrumentation

Room 218 Room 221

Chair: Susan Smith, 
STFC/Joseph Bisognano, U. 

Wisconsin-Madison
Chair: Paolo Pierini, INFN 
Milan/Håkan Danared, ESS

IEEE/NPSS Particle Accelerator Science Awards                                                                                           
Hasan Padamsee, Cornell and Vitaly Yakimenko, BNL                                                                                                                                             

Presented by Ilan Ben-Zvi, BNL (10')

The SPring-8 Angstrom Compact Free Electron 
Laser (SACLA), Hitoshi Tanaka, RIKEN SPring-8 
Centre

Hard X-ray Self-Seeding at the LCLS FEL, 
Paul J. Emma, SLAC

Chair: Valeri Lebedev, FNAL

Beam-beam Effects in Hadron Colliders: Theory 
and Experiment, Kazuhito Ohmi, KEK

Influence of e-beam Parameters on Coherent 
Electron Cooling, Gang Wang, BNL

Collective Effects in the LHC and its Injector 
Complex, Elias Métral, CERN

Future Advanced Accelerator 
Applications, Wim Leemans, 
LBNL

Chair: Kay Wittenburg, 
DESY/Chuang Zhang, IHEP 

Beijing

Room 209 Room 218 Room 221

New Results from the EMMA 
Experiment, Bruno Muratori, 
STFC/DL/ASTeC

MC2: SR and FEL MC3: Sources/Alternative

Electron Linac Photo-fission 
Driver for the Rare Isotope 
Program at TRIUMF, Yu-
Chiu Chao, TRIUMF

Status of Main Linac 
Cryomodule Development for 
Compact ERL Project, 
Kensei Umemori, KEK

A Multi-purpose X Band 
Accelerating Structure, 
Micha Dehler, PSI

Characterization of Undulator 
Radiation in Phase Space using 
the Wigner Distribution Function, 
Ivan Bazarov, CLASSE

Challenges of the FAIR Vacuum 
System, Andreas Kraemer, GSI

Development of HTS Magnets, 
Kichiji Hatanaka, RCNP

Develop. and Test of a Single-
Aperture 11T Nb3Sn 
Demonstrator Dipole for LHC 
Upgrades, Alexander Zlobin, 
FNAL

Experimental Verification of the 
CLIC Two-beam Scheme, Status 
and Outlook, Roberto Corsini, 
CERN

Small-Beta Collimation at 
SuperKEKB to Stop Beam-Gas 
Scattered Particles and Avoid 
Transverse Mode Coupling 
Instability, Hiroyuki Nakayama, 
KEK
Exp. Measurements of e-Cloud 
Mitigation using Clearing 
Electrodes in the DAFNE 
Collider, David Alesini, 
INFN/LNF

Injected Beam Imaging at SPEAR 
3 with a Digital Optic Mask, 
Hao Zhang, UMD

Inorganic Scintillators for Particle 
Beam Profile Diagnostics of 
Highly Brilliant and Highly 
Energetic Electron Beams, 
Gero Kube, DESY

Development of the Beam Halo 
Monitor in J-PARC 3-GeV RCS, 
Masahiro Yoshimoto, JAEA/J-
PARC

Construction Progress of the 
RHIC Electron Lenses, 
Wolfram Fischer, BNL

Tevatron End-of-Run Beam-beam 
Experiments, Alexander Valishev, 
FNAL

Beam Tests of a High Pressure 
Gas-filled Cavity for a Muon 
Collider, Thomas Schwarz, FNAL

Photocathode R&D at Cornell 
University, Luca Cultrera, 
CLASSE

An Update on a Superconducting 
Photonic Band Gap Structure 
Resonator Experiment, 
Evgenya Simakov, LANL

Beam Commissioning and 
Operation of New Linac Injector 
for RIKEN RI-beam Factory, 
Kazunari Yamada, RIKEN



Annex 2: Example of Standard Letter Invitation to make an Invited Oral Presentation 

 

 
THE SEVENTH INTERNATIONAL PARTICLE 

ACCELERATOR CONFERENCE 
Busan, Korea, 8-13 May, 2016 

 

Scientific Secretariat 
Christine Petit-Jean-Genaz 
CERN-BE 
CH – 1211 Geneva 23 
Mobile:  +33 789 503786 
E-mail: Christine.Petit-Jean-Genaz@cern.ch 

SPC Chairman 
In Soo Ko 
Pohang University of Science and Technology 
Physics Dept. 
KOR – Pohang, Kyungbuk 790-784 
E-mail: isko@postech.ac.kr 

 

 

 Dr. «First» «Last» 
«Affiliation» 
«Address_1» 
«Address_2» 
«Address_3» 
«PO_Box» «Mail_Stop» 
«Country_Code» - «Postal_Code» «Town» 
«Zip_Code» 

 

 Geneva, 3 July, 2015 
Dear Dr. «Last», 

The seventh International Particle Accelerator Conference (IPAC’16) will take place in Busan, 
Korea from 8 to 13 May, 2016. It is expected that it will attract over 1000 participants worldwide for a 
lively scientific programme including more than 40 hours of oral presentations, and over 1400 poster 
presentations. 

 Following proposals from the Scientific Advisory Board and the Scientific Programme Committee, 
and on behalf of the Organizing Committee of IPAC'16, I have pleasure in inviting you to make a 
«Duration»-minute invited oral presentation (including 5 minutes for questions) entitled «Title», tentatively 
scheduled on «Date» within the Session on «Main_Classification». 

 «Abstract» 

 If you have any questions concerning the title or scope of the presentation, or the organization of the 
session, please do not hesitate to contact «Coordinator» («Coordinator_Email») and «Deputy_Coordinator» 
(«Deputy_Coordinator_email») who are the Coordinators for this Session. You may of course also contact 
me directly (isko@postech.ac.kr). 

 We do hope you can accept this invitation to participate at the Conference, and thereby personally 
contribute to the success of IPAC’16.  I would very much appreciate a formal reply addressed to me care of 
our Scientific Secretariat at the address given below, or by e-mail (christine.petit-jean-genaz@cern.ch), if 
possible by 17 July.  We will publish the full list of invited presentations and speakers at the conference 
website, in conjunction with the general announcement of the conference and the call for papers. 

Yours sincerely, 

 
In Soo Ko 

Pohang University of Science and Technology 
IPAC'16 Scientific Programme Committee Chair 



Annex 3 
Example of an Invitation to Make a Contributed Oral Presentation sent via SPMS 
 
Dear [[Recipient's Name]],  
 
This mail is addressed to you via the [Conference Title]  instance of the SPMS, as the primary submitting author 
indicated on a contribution submitted for presentation at this conference.  
 
On behalf of the IPAC'16 Scientific Programme Committee, which met on 12 and 13 January, we are happy to inform 
you that the submission (Contribution ID[[Contribution ID]]) entitled  
 
[[Paper Title]]  
 
was selected for contributed oral presentation (20 minutes including 5 minutes for questions), tentatively scheduled on 
[[Session Date]].  
 
Please let us know whether you are able to accept this invitation, and also confirm the speaker/presenter entered in the 
abstract, by return mail, but in any case before  
 
***Thursday, 28 January***  
 
Very best regards on behalf of the [Conference Title]  Organizing Committees under the Chairmanship of [OC/SPC 
Chairs] 
Name of SS/Conference Administrator 
[Conference Title]  Scientific Secretariat 
 
 

 



Annex 4 
 
Example of Mail Accepting Poster Presentations sent via SPMS Email Utility (3 to 4 months 
prior to the conference) 
 
Dear [[Recipient's Name]],  
 
This mail is addressed to you as the Submitting (Primary) Author of the contribution submitted to [Conference Title], 
entitled  
 
[[Paper Title]] (Contribution ID [[Contribution ID]]).  
 
On behalf of the [Conference Title]  Scientific Programme Committee, which met on [Date of Meeting], we are pleased 
to inform you that this contribution has been accepted for poster presentation.  
 
Please note:  
 
- Authors of contributions selected for contributed oral presentation have been contacted separately  
 
- Students shortlisted for the [Student Prize] have been contacted separately  
 
- Students whose application for a student grant was successful have been contacted separately.  
 
We regret very much to inform those students who applied to be considered for the [Student Prize], or for a student 
grant, and who have heard nothing from us, that their applications were unsuccessful. We encourage them to search 
alternative funding sources via their laboratories, universities or other funding agencies.  
 
All contributions to the conference may be viewed by logging in via your JACoW SPMS account:  
 
[SPMS Conference url]  
 
 
or simply via  
 
[SPMS Conference url] /search.html  
 
Searching by - type of presentation - will return the 30-minute Invited Oral presentations, the 20-minute Contributed 
Oral presentations, or the Poster presentations.  
 
The programme and overview of all oral presentations will be available very shortly at the Conference Website  
 
[Conference Website]  
 
Authors are reminded that no contributions are accepted for publication only. Any work that is not presented at the 
conference will be excluded from publication in the proceedings.  
 
Furthermore, the SPC reserves the right to refuse for publication, any work not properly presented in the poster sessions 
(manuscripts of contributions to the proceedings do not qualify as posters).  
 
Over 1800 abstracts have been submitted for presentation at [Conference Title] , and the job of scheduling them into the 
conference programme will begin in the coming weeks.  
 
IMPORTANT:  
 
1. If for any reason you know that you, or a co-author, will NOT be able to present the poster at the conference, please 
be so kind as to withdraw the entry in SPMS at your earliest convenience, either by logging into your profile/account 
and clicking the link to withdraw, or by notifying the Scientific Secretariat by return mail.  
 



2. Please note that only contributions where an author is a registered delegate will be scheduled for presentation at the 
conference.  
 
Information concerning the scientific programme schedule, poster preparation, templates and guidelines for the 
preparation and upload of papers for publication in the proceedings will be published shortly under Author Information 
at the Conference Website.  
 
On behalf of the Local Organizing Committee, may we remind you to register (with the exception of students with 
grants) and book your accommodation as soon as possible.  
 
***Please note that the registration fee will increase after [Deadline] .***  
 
Participants requiring an invitation letter for visa purposes are advised to check out the information published at the 
conference website and to undertake the formalities as soon as possible.  
 
We will contact all authors regularly as preparations for the scientific programme progress.  
 
Looking forward to greeting you in [Conference city] at [Conference title]   
 
Names 
Scientific Secretariat 
 
on behalf of  
 
Names of OC/SPC Chairs 
 



Annex 5 
 
Example of Mail to Invited Speakers sent via SPMS Email Utility at the time of acceptance of 
poster presentations (3 to 4 months prior to the conference) 
 
Dear [[Recipient's Name]]  
 
This mail is addressed to all invited speakers via the [Conference Title] Scientific Programme Management System 
(SPMS).  
 
We first of all thank you again for accepting our invitation to make an invited oral presentation at [Conference Title]. 
We are convinced this will contribute to a really exciting scientific programme. For reference, the 30-minute 
presentation entitled [[Paper Title]] is scheduled on [[Session Date]] at [[Presentation Start]].  
 
Over 1800 contributions were submitted in response to the call for papers in December. Fifty-one were selected for 
contributed oral presentation, and the remainder will be scheduled for poster presentation.  
 
All contributions to the conference may be viewed by logging in via your JACoW SPMS account:  
 
[SPMS Conference url]  
 
or simply via  
 
[Conference url] /search.html  
 
Searching by - type of presentation - will return the 30-minute Invited Oral presentations, the 20-minute Invited Oral 
Presentations in the Session on Engagement with Industry, the 20-minute Contributed Oral presentations, and Poster 
presentations.  
 
The programme of all oral presentations will be available very shortly at the conference website under Scientific 
Program.  
 
The Local Organizing Committee is now actively concentrating on all aspects of the organization to make this 
[Conference Title] as huge a success as the previous events.  
 
Please take careful note of, and act on, the following:  
 
- please check the title and abstract of your contribution entered in SPMS; they will appear in the programme booklet, 
abstracts brochure and proceedings as entered in SPMS: login to SPMS using your JACoW username and password at:  
 
[SPMS Conference url] 
 
Click on the edit link to modify the title and/or abstract. Click on the link to authors to add co-authors as necessary.  
 
- if you have not already done so, please register to attend the conference by logging into the SPMS (url above) and 
clicking on the link to Delegate Registration; please note that the deadline for early (reduced fee) registration is 
Wednesday, March 2; please note that fees are due for all speakers since all available funds are directed to the student 
grant programme;  
 
- if you need a visa to enter [Country of conference], please read the information published at the conference website, at 
[Conference Website url]; it is wise to begin early;  
 
- please provide us ***if possible by return mail***, but at least by [deadline 2 months prior to the conference], with a 
brief description of your current professional activities which we will pass to the Session Chair to facilitate the 
introduction of your talk.  
 
Guidelines for speakers and upload of transparencies will be published at the conference website in due course.  
 



We will also shortly be publishing guidelines for the preparation and upload of contributions to the proceedings. It is 
understood that all speakers will submit a paper for publication in the proceedings. The deadline for upload is:  
 
[Deadline for paper upload for IPAC midnight the Wednesday before the conference] 
 
The JACoW Editorial Team will begin processing contributions immediately on this deadline with the aim to publish 
the pre-press version of the proceedings by the last day of the conference. The Team relies on the cooperation of all 
authors to submit on deadline to achieve this ambitious goal.  
 
Please do not hesitate to contact us with any questions you may have.  
 
Best regards,  
 
SS/Administrator  
Scientific Secretariat  
 
On behalf of the Organizing and Scientific Programme Committees of  
 
Names of OC and SPC Chairs 



Annex 6 
 
Example of Mail to Contributed Speakers sent via SPMS Email Utility at the time of 
acceptance of poster presentations (3 to 4 months prior to the conference) 
 
Dear [[Recipient's Name]],  
 
This mail is addressed via the [Conference Title]  Scientific Programme Management System (SPMS) instance to 
primary authors with contributions accepted for contributed oral presentation at the conference.  
 
We first of all thank you again for accepting our invitation to make a 20-minute contributed oral presentation at [SPMS 
Conference title] entitled:  
 
[[Paper Title]]  
 
scheduled on [[Session Date]]. We are convinced this will contribute to a really exciting scientific programme.  
 
All contributions to the conference may be viewed by logging in via your JACoW SPMS account:  
 
[SPMS Conference url]  
 
or simply via  
 
[SPMS Conference url] /search.html  
 
Searching by - type of presentation - will return the 30-minute Invited Oral presentations, the 20-minute Invited Oral 
presentations scheduled in the Session on Engagement with Industry, the 20-minute Contributed Oral presentations, or 
the Poster presentations. You may also search by Session (towards the bottom of the search page).  
 
The programme overview of all oral presentations will be available shortly at the conference website:  
 
[Conference Website]  
 
under Scientific Program.  
 
IMPORTANT: Please take careful note of, and act on, the following:  
 
- please check the title and abstract of your contribution entered in SPMS; they will appear in the programme booklet, 
abstracts brochure and proceedings as entered in SPMS: login to SPMS (url above) using your JACoW username and 
password; clicking on the links to edit, or authors, will allow you to update the data;  
 
- if you have not already done so, please register to attend the conference by logging into the SPMS (url above) and 
clicking on the link to Delegate Registration; please note that the deadline for early (and reduced fee) registration is 
[Deadline] ; this does not apply to students with grants who will be informed how to register in due course;  
 
- if you need a visa to enter [Country of conference], please request the invitation for visa purposes at your very earliest 
convenience; see the conference website for information on obtaining a visa;  
 
- please provide us ***if possible by return mail***, but at least by [Deadline around 2 months before the conference], 
with a brief description of your current professional activities which we will pass to the Session Chair to facilitate the 
introduction of your talk.  
 
Guidelines for speakers and upload of transparencies will be published at the conference website in due course.  
 
We will also shortly be publishing guidelines for the preparation and upload of contributions to the conference 
proceedings.  
 
It is understood that all speakers will submit a paper for publication in the proceedings. The deadline for upload is:  



 
[Deadline for upload for IPAC is the Wednesday midnight before the start of the conference]  
 
The JACoW Editorial Team will begin processing the contributions immediately on the deadline, aiming to publish a 
pre-press version of the proceedings by the end of the conference. Respect of the submission deadline is crucial for the 
Team to achieve this goal and we thank you in advance for your understanding.  
 
Please do not hesitate to contact us with any questions you may have on the above. We will be in touch regularly as we 
get closer to the conference.  
 
Thanking you again for your willingness to contribute to the scientific programme and success of IPAC'16.  
 
Best regards,  
 
Name of SS 
[Conference Title] Scientific Secretariat  
 
On behalf of the [Conference Title] Organizing and Scientific Programme Committee Chairs  
Names 



Annex 10 
 
Example of the Last Mail to Poster Presenters sent via SPMS Email Utility just prior to 
assignment programme codes to posters. The Conference took place from 8 to 13 May 
 
Mail dated 31 March, 2016 
 
Dear [[Recipient's Name]],  
 
This mail is addressed to all primary/submitting authors of contributions accepted for poster presentation at [Conference 
Title] where on March 30 ***there was no registered co-author/Presenter***.  
 
We regret to inform you that all contributions without a registered Presenter, and where primary authors did not contact 
us with a valid reason to schedule the work, will be withdrawn on March 31. Individual notifications will be sent to the 
primary authors concerned.  
 
Names 
[Conference Title]  Scientific Secretariat  
 
 
 
Last Reminder, March 28, 2016  
 
Dear [[Recipient's Name]],  
 
This mail is addressed to all primary/submitting authors of contributions accepted for poster presentation at [Conference 
Title], ***without a co-author/Presenter who has registered to attend the conference. ***  
 
Further to our earlier mails of 29 February, 11 and 21 March, reproduced below, we are now proceeding to schedule 
posters in the conference program by assigning the program codes.  
 
Since there is no registered Presenter for your poster:  
 
[[Paper Title]]  
Contribution ID: [[Contribution ID]]  
 
and with no reaction or justification* from you by  
 
***Wednesday, March 30***,  
 
we must regrettably withdraw this contribution from the list of poster presentations, and it will not appear in the 
conference schedule.  
 
Thank you for your understanding.  
 
Names 
[Conference Title]  Scientific Secretariat  
 
P.S. Contact us urgently by hitting %22return%22 if you/a co-author/Presenter will definitely be attending the 
conference but are awaiting a visa, or confirmation of funding, or other valid reason. Only these can be considered for 
presentation.  
 
 
 
*****  
 
Mail of 21 March  
 



Dear [[Recipient's Name]],  
 
This mail is addressed to all primary authors of contributions accepted for poster presentation at [Conference Title], 
without a registered co-author.  
 
Further to our earlier mails of 29 February and 11 March, reproduced below, we are now preparing to schedule posters 
in the conference programme by assigning the programme codes.  
 
IMPORTANT: As we wrote previously, we can only schedule posters where a co-author is a registered participant who 
can present the work in the poster sessions. The absence of Presenter means we cannot schedule the work for 
presentation.  
 
To date, neither you, nor any co-author is registered. If the work will not be presented, we invite you to login to  
 
[SPMS url] 
 
and click on WITHDRAW to remove the contribution from SPMS.  
 
IMPORTANT: If you do not react to this mail, our third mail to authors of contributions where no Presenter is 
registered, we will regrettably have to withdraw the contribution for you.  
 
Thank you in advance for your understanding.  
 
Best regards,  
 
 
Names 
[Conference Title] Scientific Secretariat  
 
 
Mail of 11 March  
 
Dear [[Recipient's Name]],  
 
This mail is addressed to all primary authors of contributions accepted for poster presentation at [Conference Title].  
 
Further to our earlier mail dated February 29, 2016 reproduced below, the March 2 deadline for early registration is 
now past and we are proceeding to schedule poster presentations into the schedule of the week of the conference.  
 
As we wrote previously, only contributions where an author is registered will be scheduled into the conference 
programme. All contributions without a registered participant must be withdrawn. By only scheduling contributions 
where an author is registered we aim to avoid the up to 20% of 'no shows' encountered at previous events. No shows are 
ugly empty poster panels, the rental of which represents a significant cost for the conference budget.  
 
To date none of the authors on your contribution entitled:  
 
[[Paper Title]] (Contribution ID [[Contribution ID]])  
 
is registered to attend the conference.  
 
If you, or a co-author, are unable to attend and present the work, we would be most grateful if you could login to SPMS 
at  
 
[SPMS url] 
and withdraw the contribution.  
 
We thank you for your understanding and prompt reaction.  
 
Best regards,  



 
Names 
[Conference Title] Scientific Secretariat 
 
*****  
 
Mail of 29 February  
 
Dear [[Recipient's Name]],  
 
This mail is addressed to all primary authors of contributions accepted for poster presentation at [Conference Title].  
 
With the exception of students with grants, who should already have registered via a special form, we take this 
opportunity to remind you all other contributors that the deadline for delegate registration, with the early, reduced, 
registration fee, is this coming  
 
Wednesday, March 2, 2016.  
 
After this date the registration fee will increase. Information about delegate registration is published at the conference 
website ([Conference Website]). The link to Delegate Registration is via SPMS ([SPMS url]).  
 
We should like to remind you that only work where at least one author is a registered participant will be scheduled for 
presentation in the conference programme. If neither you, nor a co-author, can attend the conference and present the 
work, please login to SPMS and withdraw the contribution.  
 
All work properly presented at the conference can be published in the conference proceedings at the Joint Accelerator 
Conferences Website (JACoW.org). JACoW has recently revised its Templates, with in particular clear and precise 
guidelines for the formatting of references and citations. Please take a few minutes to download and check out the new 
Templates (http://www.ipac16.org/author-information/proceedings.html) before embarking on the preparation of your 
contribution(s) to the proceedings.  
 
We will be in touch regularly in the coming weeks with more information about the conference and the scientific 
programme. In the meantime, please do not hesitate to contact us with questions, or if anything is unclear.  
 
Best regards,  
 
Names 
[Conference Title]Scientific Secretariat  
 
on behalf of the Chairs of the Local, Scientific Programme, and International Organizing Committees  
 


