
 

 

IEEE CEE Conference Content Intake Platform (CCI) 
Click here to access! 

Step 1: 

Log in with your IEEE Web Account credentials 

 

 

https://ieeebpa.ieee.org/suite/sites/conference-content-intake
https://ieeebpa.ieee.org/suite/sites/conference-content-intake


 

You’ll see a list of the conferences that you are affiliated with as a Conference Chair, 
Technical Program Chair, or Publication chair, based on your IEEE Web Account log in! 

Step 2: 

Select the conference that you’re ready to work on 

 

 

Step 3: 

Review your conference’s details to ensure accuracy 

 

 



  



Step 4: 
Upload your PDFs 

 

 

Step 5: 

You can either drag & drop your PDFs in the box, or navigate to your PDFs by clicking 
“Upload” 

 

 

  



Step 6: 
Validate for duplicate papers. CCI will not only check for duplicated filenames, but 
duplicated PDF contents as well! 

 

 

Step 7: 
Click “Upload” 

 

 



Step 8: 

AI will work to extract the titles and authors from the PDFs. AI can now help you assign the 
eCF IDs & transfer complete statuses. Click refresh after about 30 seconds to see the 
results!  

 

 

Step 9 (if applicable): 
Upload supplemental (multi-media) zip files and/or distributed media zip files 

 

 

 

 



Step 10: 

Spot check the AI extracted details & indicate any non-presented/out-of-scope papers by 
clicking “Capture File Metadata” 

 

 

Step 11: 
Capture the file metadata. You will have the same capabilities as in the IEEE Packing List 
Generator, but in a more user-friendly, intuitive interface.  

You can adjust the: 

• sequence order (this is the order in which these documents will be displayed in IEEE 
Xplore) 

• content type (please ensure that any front matter documents are adjusted 
appropriately) 

• non-presented or out of scope papers 
• eCF Paper IDs (if needed) 
• match up any supplemental material files (if applicable) 



 

 

Once the content type field is updated for any front/back matter documentation (ToC; 
Author Index, Welcome Message, etc.); the eCF transfer complete column will update to 
“N/A” appropriately. Then click “Next”. 

 

 

Step 11: 
You may need to adjust some of the AI extracted document titles & authors. Please note 
that a title is required, but authors are not.  



 

 

 

 

Step 12 (if applicable): 

Provide pertinent information regarding your supplemental materials (multi-media) files. 
Let us know what platform each file needs to run & a brief description of the supplement. 
These details were previously provided on the readme.txt file that was included in each 
supplement .zip.  

Click “Next” 



 

 

If you’ve included any copies of media distributed at your event (CD, DVD, USB), you’ll be 
able to provide us with details here. 

Click “Save & Close” 

 

 

Step 13: 
Review your Key Performance Indicators (KPIs) & submit! If you’ve completed all of your 
metadata capture and are ready to submit, click the … button & select “Submit All 
Proceedings” 



 

 

Step 14: 
Let us know important peer review details in order to submit. 

How many papers were submitted to your conference during the Call for Papers? 
How many of those papers were reviewed? 
How many papers were rejected? 

 

 

  

Here are your KPIs 



Step 15: 

You can request to reopen the conference if you’ve forgotten any PDFs/supplements, or 
would like to adjust any metadata. Your conference publication’s progress will be identified 
on the left side milestones.  

 

 

Once your publication has reached the milestone “Proceedings Submitted to Xplore”, you 
should get a notification within the next 30 days indicating that your proceedings are 
available online! 

 

 


