Instructions for Submission of Contributions and Annex Lists

Register as Author and Upload Information for the Annex of the Report:

· Please, at first register as contributing author by clickling on ‘Registration’ in the grey box at the left side.  A form will open, where you can fill in your data.
· At the end of the form is also a field where you can upload a file. This gives you the possibility to provide material for the Annex of the report, where Publications, Conference Contributions (talks on international Conferences and Workshops, a list of the most important is given at the end of these instructions*) and Theses in High Energy Density Physics in your department completed during the time span covered by the report, should be listed. This enables it to present also a comprehensive overview of the activities and progress done in this research field.  
· Please read also the information on the registration page for attaching such a file under ‘Further information’ and ‘Upload of Annex Lists’. Combine all lists in one file, because by uploading more than one file, the older ones will be overwritten. – Uploading the material for the annex here and not together with the contributions makes it easier for us to edit the report.
Writing and Submitting your Contributions:

Writing and Preparing a Contribution:

· In the grey box on the left side of the INDICO-page with the ‘Call for Contributions’ to this report you find templates which you have to use for writing your contribution, so that all contributions will have a uniform lay-out. You have the possibility to choose between Word or LaTeX. If you use LaTeX, you have to download also the file with the document-class JACoW-GSI.cls and save it in your folder with the LaTeX-file, too.
· The contributions should be single-page papers. If you want to submit a contribution with more than one page, the exception should have well specified reasons, like reflecting complex results from a project finished during the reporting time span or summarizing the results of an important completed thesis, where the all results could not be described on a single page.  Before extending your contribution to more than one page keep in mind that you have the possibility to submit more than one contribution and you may distribute the results, you want to report about, into several single-page papers. 
· If you have the possibility to create a PDF from you contribution please submit it together with your contribution.
· Word-Users: Please Upload your Word-file with the contribution and if possible also a PDF of it. 

· LATeX-Users: Please upload at least the ps-File with your contribution and if possible also a PDF of it, preferred is if you upload the Latex-document with your contribution together with the pictures it includes, the ps-file and a PDF for example in one zip-file.  

Uploading Contributions:

· For uploading your files containing the contributions click on ‘Submit a new Contribution’ in the box on the left. At first a field will appear asking you to log in. People who have a GSI-Web account can log in with its username and password. For all others a local INDICO Account can be created  under ‘If you don't have a GSI Weblogin account, you can create an Indico local account here’. A form will appear with some mandatory fields, most important is the field with your Email address. You choose a login name and password by yourself, which you have to confirm with the ‘Confirm button’ below.  After that a mail will be sent to your E-mail address with a link, by clicking onto this link, you can activate your INDICO account. If you have already once registered to a conference or workshop at GSIvia an INDICO web-page, where Login-name and password were necessary, you can use these also for login here.  
· Afterwards you can upload one or more contributions. If you scroll down the page that opens, you find a field ‘Attach a file’, where you can upload your contribution, after having done this, you will be asked if you want to ‘attach another file’.  You could so create a list of files uploaded together with the parameters you name in the mandatory fields above. - Please be not surprised by this fields you have to fill in. These INDICO pages originally were created for organizing conferences and this section usually is for uploading abstracts for talks, but we use it here for uploading the contributions for the report. 
· Please write in the field ‘Title’ the title of your contribution. In the field ‘Content’  enter the names of all authors and the affiliation of the authors, we will be using this information as metadata for deriving the ‘List of Authors’, ‘Table of Contents’ and ‘List of Institutes’ from.

· For the submitter who is logged in is not necessarily the main author, please note in the field ‘Primary authors’ the first author of the contribution.  For this pages where originally made for submitting abstracts for conference talks, you have to mark that this one will also be the ‘speaker’ in the square that will appear, otherwise you will get an error message.
· It is strongly recommended to upload via ‘Submit a New Contribution’ each contribution separately, even if you can upload a list of files at once! - Make use of this possibility to assign several files to one title and list of authors only to upload a word-file together with its PDF or for submitting a latex-file together with its ps- and pdf-file plus the picture-files, instead of submitting them in a ZIP-file load them up all together as a list of attached files. 

If this sound very complicated now, do not be afraid, if you follow it step by step in front of the  screen it is easy to handle. 
----------------------------------------------
*Important Conferences for the HED Physics Research Field for which you should submit a list of your oral contributions there for the Annex:
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