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How to Create an Account 
This article explains, step by step, how to create an EasyChair account. 

Creating an EasyChair account is relatively straightforward. However, account creation may fail for various 

reasons. This article describes common problems and their solutions. 

Step 1 

To create an account, click here to access the account creation page and follow the procedure described on 

this page. Every login point to EasyChair contains links to the account creation page. You should end up in a 

page looking like this: 

https://easychair.org/account2/create
https://easychair.org/account2/create


 

Step 2: Email Address Verification 

Each EasyChair account has one or more email addresses associated with it, one of them is called your main 

email address. The email you enter in the form will be your main email address. This email address should 

accept emails from our domain easychair.org. The most common problem in creating an account is that the 

email address you specify cannot receive email from us, because of your mail server configuration, spam 

filters or other problems, described below. 

Verification Email: After you fill out the form, EasyChair will send a verification email to the email address 

you have indicated in the form. The verification email will contain instructions: 



We received a request to create an EasyChair account for you. To create an EasyChair 

account, please use this link: 

https://easychair.org/account/create.cgi?code=nyBEtP0xKy8T7jZRbTspAV  

In most cases you receive this email, follow the link, see the form like this, 

and complete your account creation. 

However, you can also end up having one of the following three problems: 

1. You do not receive the verification email 

2. Instead of the verification email you receive an email that you already have an account 

3. You follow the verification link but it does not work 

They are discussed in details below. 

Problem: You Do not Receive Emails from EasyChair 

Normally, EasyChair send you the verification email immediately. However, the fact that the email was sent 

immediately does not imply that you receive it immediately or you receive it at all. There may be several 

reasons for it, all of them are beyond our control. Some of the common reasons for not receiving an email 

are the following: 

1. Spam filters. The verification email was classified as spam by your mail server. If you have spam 

boxes that you can access, you should check whether it ended up in one of these boxes. 

2. Misspelled email address. Misspelling the email address is a common error. 

3. Mail box full or over quota. Your mail box can be full or over quota. 

4. Blocking or blacklisting. You mail server or system administrators may decide to block or blacklist 

the EasyChair mail server. While this is very rare, this happens. Some system administrators even 

use external services for blacklisting. If we discover that we are blacklisted, we sometimes try to 

contact your system administrators. Note that we never deal with services that ask to pay for 

whitelisting. 

5. Misconfigured mail server. Your mail server can be misconfigured and not accept emails at all. 

6. Forwarding emails. Quite often, users specify an email address which forwards all emails so that it 

eventually gets lost. 

7. Protection from robots. Some users use the following protection from automatic emails. When they 

receive an email from an unknown address, instead of delivering this email they send back an email 

asking to verify that the email was sent by a human. This is becoming increasingly rare, but it is still 

used. If you use such a protection, you will never receive verification emails. 

In general, when you do not receive the verification email, you can do the following: 

1. Check your spam folders 

2. Ask your system administrators to check why you did not receive the email 

3. Contact the conference organizers. If they have an EasyChair license including technical support and 

check with us, we should be able to trace what happened to the email on our side, whether it was 

accepted by your mail server, or whether we receive a failure notification from your server. 

https://easychair.org/account/create.cgi?code=nyBEtP0xKy8T7jZRbTspAV
https://easychair.org/utils2/definition_view_x


4. If nothing else works, use another email address that you own. 

Problem: You Receive an Email from EasyChair Saying that You Already Have an Account 

It is not uncommon that a user creates an account and then forgets that he or she had one. If this happens 

to you, your verification email will say that you already have an account. If you cannot find the user name 

and/or password for this account, you should click here to reset your password. EasyChair will first verify 

your email and then send you your new password. We cannot send you the old one because we do not 

store passwords as open text. 

Problem: Verification Link Does not Work 

In most cases this means that the link you followed in incorrect. You can check the following: 

You copied the link from the verification email correctly. You should follow this link, if your mail program 

shows you the link, or copy and paste it in your browser. Do not try to retype the link, since it is easy to 

make an error while typing. 

  

https://easychair.org/account2/password_reset


How to Submit 
This article explains to authors who wish to submit a paper or abstract though EasyChair. 

The workflow for creating a new submission in EasyChair is as follows: 

1. Create an EasyChair account (if you do not have one yet). 

2. Follow the submission link from the conference website. 

3. Log in to EasyChair. 

4. Click on “New submission”. 

5. Fill out the submission form and click “Submit”. 

1. Create an EasyChair Account 

To submit, you need an EasyChair account. If you do not have one, you should create it first. We have a help 

article explaining how to create an account. 

If you already have an EasyChair account, you can ignore this step. You do not need a separate account for 

each conference to which you submit. 

2. Follow the Submission Link 

To make a new submission in EasyChair, prospective authors need to follow the EasyChair submission link 

for this conference. This link is usually posted on a third-party site, such as the conference website or social 

media, and redirects authors to the conference page on EasyChair. If the conference CFP is published on the 

EasyChair Smart CFP, it will also have a submission link. 

For CIE 2026 the link is: https://easychair.org/conferences/?conf=cie202601 

If you do not know the submission link, you should check with the organizers, as only they know the correct 

link. If you find out that the provided an incorrect link please inform them, as you are probably not the only 

person who cannot find out how to submit. 

When you access the submission link, there are two possibilities, depending on whether you are already 

logged in to EasyChair or not. If not, read the following section. If you are logged in, there are two 

possibilities: 

1. EasyChair says that the page does not exist. In this case you should contact conference organizers 

and explain to them that the submission web page they specified is incorrect. 

2. Otherwise, skip the next session and go to Section 4. 

3. Log In 

If you have followed all the steps the steps above and you are not logged in to EasyChair, EasyChair will ask 

you to log in. You will see something like this: 

https://easychair.org/our2/article_redirect?article=48242c03-ae3d-4ebe-a515-42d91865b066
https://easychair.org/our2/article_redirect?article=48242c03-ae3d-4ebe-a515-42d91865b066
https://easychair.org/conferences/?conf=cie202601


 

If you reached a login page which does mention any conference, this again means that your reached a 

wrong page. In this case you should contact conference organizers and explain to them that the submission 

web page they specified is incorrect. 

If the page does mention a conference, please double check that the conference you reach is the one you 

need. You can do this by verifying the acronym and the conference name in the page (T1 and Test con in our 

example). 

4. Submission 

Once logged in to the conference, you should click on the “New submission” tab in the main menu. 

If the main menu does not have the “New submission” tab, new submissions have been disabled by 

conference chairs. If you believe this is an error, you should contact the organizers directly. 

Please note that EasyChair support cannot open or close the submission page or submit papers on behalf of 

authors: EasyChair only provides the platform and does not run the conferences hosted on it. 

When you click on “New submission”, you should fill out the submission form. If the conference is multi-

track and new submissions are enabled for more than one track, EasyChair will ask you to select a track first. 

5. Typical Problems 

https://easychair.org/utils2/definition_view_x
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If there are errors in the form submission, EasyChair will display you these errors. Please read them carefully 

and fix them. Based on the feedback from users, there are three main errors, which authors do not 

understand. 

1. You must be one of the authors. EasyChair does not accept submissions on behalf of others, so you 

should be one of the authors. Sometimes an author makes a mistake, when he or she enters 

himself/herself, but specifies an email address which does not belong to his/her EasyChair account. 

In this case EasyChair cannot identify that the entered email address is an author’s email address. 

2. Corresponding authors. EasyChair requires that there is at least one corresponding author and 

this author has an EasyChair account, otherwise emails sent by organizers to submission authors 

may reach nobody. We recommend ticking yourself as a corresponding author. 

3. Keywords. You should enter at least three keywords, one keyword per line. Sometimes authors enter 

keywords on the same line, separated by commas or semicolons, e.g. artificial intelligence, machine 

learning, LLMs, which EasyChair will consider as a single keyword. 

6. Submission Access and Updates 

When the submission is successful, you will see all conference submissions in your author menu under the 

menu tab “My submissions”. You can view each of these submissions. You would also normally be able to 

update it right after the submission, but not necessarily, if chairs disabled submission updates. 

https://easychair.org/utils2/definition_view_x
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