REGISTRATION PROCESS

CREATING A PERSONAL ACCOUNT
To register for the Congress, you must first create or access your personal account.
If you already have an account in the Penta system (e.g. if you have previously participated in or submitted abstracts for a congress organized by PENTA PCO), please enter the required information under “Existing User”. If you have forgotten your password, click on “Forgot your password?” to reset it.
If you do not yet have an account, you will need to create one by entering the required information under “Create an account”. A registration confirmation will be sent to your email address. Please complete the registration process by clicking on the link provided in the email, which will redirect you back to the registration page to finalize your details.
Once your personal account has been created, you can use your username and password to register not only for this congress, but also for future congresses organized by PENTA PCO.

REGISTRATION PROCESS
There are two types of registration:
Individual registration – for one participant
Registration process: Click on “REGISTER NOW,” enter the required information, and generate a payment offer.
Group registration – for two or more participants (known names)
Registration process: Click on “GROUP REGISTRATION,” then enter the required information for each participant individually by selecting “Add new participant”.
For group registration, the process must be completed only after all participants have been entered, by clicking “Complete group registration”. After entering each participant, click “Close”.
If you click “Complete group registration” before entering all participants, only the already entered participants will be saved, and the registration process will need to be repeated.
NOTE: Blank registration (individual or group) – If participant names are not yet known, please enter “PERSON” in the “First Name” field and a sequential number in the “Last Name” field (e.g. PERSON 1, PERSON 2, PERSON 3, etc.), according to the total number of participants.
A complete list of names (corresponding to “PERSON 1, 2, …”) must be submitted as soon as possible, and no later than November 10, 2026, to: jana.vlasic@penta-zagreb.hr
Before completing the registration process, please carefully review all entered information, as the generated offer cannot be modified and the form would need to be completed again.
After completing the registration process, a proforma invoice will be generated, and upon payment, a payment confirmation will be issued. Both documents will be addressed to the payer you specified.

ENTERING PAYER DETAILS FOR SELECTED SERVICES
Payer details (one or more) must be entered by selecting “Add new payer”. Selecting a payer is a mandatory part of the registration process, and a payer must be assigned for each selected service.
If you have already generated a proforma invoice but need to change the payer, you must delete the existing proforma invoice (by clicking “Delete”) and repeat the registration process from the beginning.

SELECTING A PAYMENT METHOD
After completing the registration process, you must choose between two payment options:
· Bank transfer (please include the proforma invoice number as reference) 
· Credit card payment (MasterCard and Visa) 
All bank charges are the responsibility of the payer, who must cover any associated fees.

CHANGES TO SERVICES, NAMES, AND INVOICES
Please carefully review the issued offer/invoice. Any changes to names, services, or dates in the registration (i.e. in the offer/invoice for the Professional Meeting) can be made free of charge within 5 working days of receipt.
After this period, each change will be charged €10.00 per modification due to additional administrative procedures. Therefore, we kindly ask for your full attention and accuracy when entering your data.

ABSTRACT SUBMISSION
After logging into your account, click on “Create new abstract” and complete the process by following these guidelines:
· write the summary in English
· title – in English- in capital letters
· write the name and surname of the author and co-author without titles
· it is necessary to underline the name and surname of the author who will present the work
· state the official name and address of the institution and the e-mail address of the author and co-author in English (institution, street, city, e-mail)
· numerically connect the author and the institution
· the summary should be structured (with the exception of invited lectures), with highlighted subtitles, printed in bold;
· abstract structure for e-poster and oral presentation: Introduction of the paper, Purpose of the paper, Methods, Results, Conclusion
· structure of the summary for the workshop: Introduction, Objective, Method of execution, Learning outcomes
· summary of sponsored lectures should not be structured
· reference the literature at the end of the text, according to the Vancouver rules
· references do not need to be listed numerically in the summary text
· use Times New Roman font, size 12
· summary scope: max 400 words
· keywords: 3 to 6 words or phrases, separated

Abstracts will not be proofread – authors are responsible for linguistic and content accuracy.
It is possible to submit an abstract without registering for the congress by clicking the “Create new abstract” button.
SAVING E-POSTERS IN .JPG / .PNG FORMAT:
· e-poster dimensions must be 1920×1080 pixels (landscape format).
· please do not use fonts smaller than 10pt.
· file size must be less than 20 MB.
SAVING AN E-POSTER CREATED IN POWERPOINT FORMAT (SAVE AS .JPG / .PNG):
· The e-poster must contain ONLY ONE slide on which the entire content of the poster is shown.
· please do not use fonts smaller than 10pt.
· file size must be less than 20 MB.
· only one e-poster per abstract is allowed
· e-posters may not contain audio / video or moving images.
If you have difficulty submitting your abstract online, please send an email to ana.zunic@penta-zagreb.hr together with all the information.


