ICHSS 2018

EasyChair for Reviewers
A Detailed Guide

Submission and review of papers for the ICHSS 2018 University of Peradeniya will be
managed through an online conference paper management system known as
EasyChair. This system gives you, as a valued reviewer, complete control over your

review process for any conference that uses it.

By using EasyChair for ICHSS 2018 at Peradeniya, you may access online the
submission(s) you are requested review(s) on, add your comments and give ratings,
and if necessary, revise your decision(s) until the stipulated deadline for submitting

reviews.

This guide is intended to explain in detail the review process. It has six steps:

1. Set up an account with EasyChair (if you have not one already)
2. Log in to your EasyChair account

3. Access your review request(s)

4. Answer your review request(s)

5. Submit your review

6. Revise your decision, if necessary

While the procedure is quite simple and thus we do not anticipate our reviewers run
into trouble, we are happy to help if you encounter technical and non-technical
problems. In the event that you do need help, please contact the Conference
Secretariat at ichss2018.pdn@gmail.com. Easychair has its own page on how to create
an account, addressing some of the technical issues you might encounter and solutions

for them.


http://www.easychair.org/
mailto:ichss.pera@gmail.com
https://easychair.org/help/article.cgi?art=account_creation
https://easychair.org/help/article.cgi?art=account_creation
https://easychair.org/help/article.cgi?art=account_creation
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As a reviewer, you will receive from the ICHSS 2018 Secretariat a request email like
the following (Figure 1). It contains the submission number and title of the extended
abstract you are requested to review. The email also mentions the last date by which

we expect your valued review.

ICHSS 2018 submission review request Inbox X & B
EasyChair <noreply@easychair.org> 1:54 PM (53 minutes ago) 4 v
tome |~
Dear

| am a PC member of ICHSS 2018. Could you please write
a review for me on the following paper submitted to ICHSS 2018:

Number: 58
Title:

The instructions on how to answer this review request
can be found at the bottom of this letter.

| need to receive the review by

If you cannot review this paper, could you please suggest names and
email addresses of 2-3 possible reviewers?

Best regards,
Ichss Peradeniya <ichss pera@gmail com>

Figure 1: Review Request Email

The email ends as follows (Figure la) requesting you to log in to your EasyChair
account associated with the very email address to which you received this email. If you
already have an EasyChair account set up with a different email address, please use it

to access EasyChair.

This email was sent to you by the ICHSS 2018 PC member
Ichss Peradeniya in connection with a review request.

To answer this review request please log in to your EasyChair
account associated with address

and you will find the review request either under the Alert

menu tab, or by following links EasyChair -= My Conferences -»
ICHSS 2018.

Please do not reply to this email. This email
address is used only for sending email so you
will not receive a response.

Figure la: Review Request Email (Footer)
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If you do not have an EasyChair account, please create one now.

STEP 1 - Set up an account with EasyChair

The link https://easychair.org/conferences/?conf=ichss2018 brings up the login page for
the ICHSS 2018 (Figure 2). Select “create an account” to set up your account. If you

already have an account, log in now and go to step 3 here.

Help / Log out

EasyChair

' 4

Log in to EasyChair for ICHSS 2018

EasyChair uses cookies for user authentication. To use EasyChair, you should allow
your browser to save cookies from easychair.org.

User name:
Password:

If you have no EasyChair account, create an account

Forgot your password? click here
Problems to log in? click here

Figure 2: Log in Page of EasyChair for ICHSS 2018

You will then be directed to a new page (Figure 3). Please fill in the textbox with the
captcha, the text that appears directly above it, and click “Continue.”

CEasyChair

Create an EasyChair Account: Step 1

To use EasyChair, one should first create an account. The procedure for creating an account is the following.

1. You should type the text that you see in the image below and click on "Continue".
2. If you type the text correctly, you will be asked to fill out a simple form with your personal information.
3. After you filled out the form, EasyChair will send you an email with a link that you can use to complete the account

creation.

Enter the text you see in the box. Doing so helps us to prevent automated programs from abusing this service. If you cannot read

the text, click the reload image ﬂ next to the text.

ROSE

[~)
PR ( neCAPTCHA
o

Privacy & Terms

Figure 3: Creating an Account - STEP 1


https://easychair.org/conferences/?conf=ichss2018
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Please follow the on-screen instructions and complete the form (Figure 4), and click

“Continue.”
Help / Log out
EasyChair
i F
Create an EasyChair Account: Step 2 N

Please fill out the following form. The required fields are marked by (*)
Note that the most common reason for failing to create an account is an incorrect email
address so please type your email address correctly.

First name’ (*):
Last name (*):
Email address (*):

Retype email address (*):

* Note: leave first name blank if you do not have one. If you are not sure how to divide your name into the first and last name,

read the Help article about names.
You may also be interested about our policy for using personal information.

Figure 4: Creating an Account - STEP 2

You will see the following page (Figure 5). Now check your email account for what you

have received from EasyChair.

CEas yChair

Account Application Received

Help / Log out

' 1

We received your application. A mail with further instructions has been sent to the email address myemail@email.com.

If You Do not Receive the Instructions

If you do not receive our mail with instruction on how to create an account, please read the following information.

Our mail server normally sends all mail within a few seconds. The following is an incomplete list of possible reasons for the

problem.

Incorrectly typed email address
This is still the most likely cause of delays.

Slow mail processing
Some mail servers process mail for a long time. For example, you mail server may spend a lot of time checking incoming mail for spam.

"Reply-me" mail protection.
Some mailers, when receiving a mail from an unknown sender, ask the sender to send a mail with specific content to ensure that it has been sent by a human. Account-related emails in
EasyChair are sent by a computer program, so If your email address uses such a protection, you will never get our mail. If you have such a protection and it is configurable, configure it
to accept mail from the domain easychair.org.

Mail box problems and quotas
Some mail sent by EasyChair bounces back because the mail box of the receiver is over quota.

Anti-spam filters
It is possible that your spam filters will classify our mail as spam. Please check your spam mail boxes.

General connection problems
There might be general connection problems, for example your mail server may be unreachable for a long time.

Unfortunately, we have no resources to cope with all possible kinds of mail server (mis)behavior. If you believe you have a problem

related to your mail server and want to solve it quickly, try to get and use an email address from one of major mail hosts, such as
a Google Mail, Yahoo Mail, or Hotmail. You will be able to change your email adress in EasyChair or have muitiple email addresses

associated with your account later.
You can repeat your application at any time. Another email will be sent to you.

Figure 5: Check Your Email Now

An email from EasyChair should find its way to you instantly. Check the Junk / Spam

folder too, if you did not receive it to your inbox in a few minutes.
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Please click the link contained in the email from EasyChair to you, and complete your

profile (Figure 6) to create an account. Do not forget to tick the checkbox at top of the

form.

Help / Log out
EasyChair

‘ Create an EasyChair Account: Last Step

Hello Wwf Egvq! To complete the creation of your account please fill out the following form. You should create the account within
30 minutes, otherwise you will have to fill out this form from scratch.

To use EasyChair, you must agree to its Terms of Service (view terms), (download terms)

I agree to EasyChair Terms of Service

Enter your personal data.

First name’: Firstname
Last name (*): |Lastname
Organization (*):

Your personal Web page:

Enter your address.

Phone:
Address, line 1 (*):

Figure 6: Creating an Account — STEP 3

Congratulations! Now you have an account with EasyChair (Figure 7).

Help / Log out
EasyChair

Account Created

Your EasyChair account has been created.

If you want to submit to a conference hosted by EasyChair, you should find the conference Web
page and follow the link to the submission page of that conference.

For a general log in to EasyChair click this link.

Figure 7: Account Created!

You may now log in to your account with EasyChair by clicking “Click this link”.
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STEP 2 - Log in to your EasyChair account

Once logged in, you will see the following screen (Figure 8). Please click “subreviewer”
to proceed as a reviewer. (Please do not get confused about your title as EasyChair

recognizes any reviewer outside the program committees as a subreviewer).

c My EasyChair

Conferences CFPs News Alerts EasyChair

ICHSS 2018 (International Conference on the Humanities and the Social
Sciences - 2018)

You can log in ICHSS 2018 using any of the following roles:
» subreviewer
This conference accepts new submissions. You can log in as an author to make a submission:

e enter as an author

Figure 8: Enter as a subreviewer for ICHSS 2018

You are reminded by EasyChair to abide by their terms of service (Figure 9). Please

tick the checkbox “I agree to these terms of service” and click “continue” to proceed.

c ICHSS 2018 (subreviewer)

Submission 58  ICHSS 2018 | News Alerts EasyChair

EasyChair Terms of Service

The EasyChair Terms of Service have changed. To continue using EasyChair you must agree to our new Terms of Service
as presented below. To agree to these terms, tick the box below and click on "Continue”.

You can download these Terms of Service by clicking on "Download".
If you disagree with these Terms click here to log out.

These Terms of Service are relatively new. We are collecting feedback from our
users that will be used to improve or clarify the terms. If you have questions or
remarks, please send them to us through the "Contact" link under the menu item
"Terms of Service".

I agree to these Terms of Service

EasyChair Terms of Service

Thank you for choosing EasyChair!

Figure 9: Agreeing with EasyChair Terms of Service
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You will see the following screen (Figure 10).

c ICHSS 2018 (subreviewer)

Submission 58 ' ICHSS 2018 News | Alerts EasyChair

EasyChair Terms of Service

Thank you! You can now continue to use EasyChair!

Figure 10: Agreed with EasyChair Terms of Service

STEP 3 - Access your review requests

To access the submission you are requested a review on, click “submission #” tab on

the left (Figure 11). You should see the review request listed on this page.

c ICHSS 2018 (subreviewer)

Submission 58 ICHSS 2018 News EasyChair

My Review Requests for ICHSS 2018

The table below shows all your review requests. To work with a request, click on a
submission number.

= title PC member
58 Ichss Peradeniya

Figure 11: Listing of Review Requests

If you have been requested to review more than one submission, you will see the
following screen (Figure 11a). Click “Review Requests” tab to access each submission
from the drop-down menu or simply click the submission numbers against which the

titles of the submissions appear.
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c ICHSS 2018 (subreviewer)

Review requests | ICHSS 2018 News | Alerts | EasyChair

Submission 58

Submission 6 |eW RequeStS fOI‘ ICHSS 2018

The table below shows all your review requests. To work with a req
submission number.

# title

Figure 11a: Listing of Review Requests

STEP 4 - Answer your review requests

Before examining a submission and submitting your review on it, you are requested to
declare whether or not you agree to review the submission assigned to you. You may
also postpone your decision and contact the secretary of ICHSS 2018 for further

information.

Please make sure that you are comfortable with the area(s) of scholarship, genre(s) or
discipline(s) under which the content of the submission falls. The keywords submitted
by the authors and the subtheme(s) the submission has been made under may help
you have a general idea but you may also wish to download and read the submission

before agreeing or disagreeing to write a review on it.

To download the submission in MS WORD (.doc/ .docx) format to your computer, click
the icon [ against “Submission (Click to Download)” (Figure 12).
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c ICHSS 2018 (subreviewer)

Submission 58 | ICHSS 2018 News Alerts EasyChair

Review Request

Ichss Peradeniya (ichss.pera@gmail.com) requested you to review the following submission for ICHSS 2018.
To accept or decline this request or to communicate with Ichss Peradeniya click on "Answer request”.

Even if your review is ready, to submit this review you should answer the request first.

No files will be uploaded with this submission.

Submission Information

Paper 58
Title:
Submission (Click to Download): EEQ

Author keywords:

Topics: Arts and Media
Time: Feb 17, 08:18 GMT
Your Status Professional

Figure 12: Submission Information

To inform the ICHSS secretary whether or not you agree to review or postpone your
decision, click “Answer request” in the top right corner of the page (Figure 13). Please

note that you will not be able to “submit” your review before “answering” the request.

Help / Log out

Answer request

Figure 13: Click to Answer Review Request

Please follow on-screen instructions on how to answer the review request (Figure 14).
As already mentioned, you may agree or disagree to act as a reviewer, or even
postpone your response until you glean more information on the review process from
the ICHSS 2018 secretariat. If you choose to postpone your response, please send us a

message.



c ICHSS 2018 (subreviewer)

Submission 58 ICHSS 2018 News Alerts EasyChair

Review Request

To answer the review request you should choose the appropriate action and edit a m
message will be sent by email to Ichss Peradeniya with a copy to you. Only Ichss Per
text of the message. If you choose not to send the message, Ichss Peradeniya will re

You can choose one of the following actions.
Agree to review

In this case you should select "I agree"”. The message is optional.

Not agree to review
In this case you should select "I do not agree". The message is optional, however,

Postpone your decision
Select "I will decide later". The message is then required. You can, e.g., ask Ichss

Subject: Your review request for ICHSS 2018 submission 58

Figure 14: How to Answer Review Request: Instructions

Subject: Your review request for ICHSS 2018 submission 58

Message:

I agree to review this submission
I do not agree to review it
I will decide later

Figure 14a: How to Answer Review Request: Decisions

10
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After selecting a decision, click “Select and/ or Send Message”. Your response will be

registered and the ICHSS 2018 secretary notified about it (Figure 15).

c ICHSS 2018 (subreviewer)

Submission 58 | ICHSS 2018 News EasyChair

Request Accepted

The review request has been registered as accepted. Ichss Peradeniya will be notified about your decision by email.

Figure 15: Review Request Answered

STEP 5 - Submit your review

Now you may proceed to the review process by clicking “submission #” or “Review
Requests” on the menu bar to access the requests. The submission information page

will appear (Figure 16). Please download the submission and review it following the

review guidelines specified.

c ICHSS 2018 (subreviewer)

Help / Log out

Submission 58 ICHSS 2018 News EasyChair

1 Submit i
Review Request ubmit review

Ichss Peradeniya (ichss.pera@gmail.com) requested you to review the following submission for ICHSS 2018. You accepted
the request.

To submit your review use "Submit review" in the upper right corner.
Submission Information

Paper 58
Title:

Submission (Click to Download): [j—@

Author keywords:

Topics: Arts and Media
Time: Feb 17, 08:18 GMT
Your Status Professional
Emails

Below you will find the email exchange between you and Ichss Peradeniya concerning this paper. All times are GMT.

Time: Feb 17, 10:23

Figure 16: Submission Information

11
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Once you have evaluated the submission and prepared your review, please click

“submit review” in the top right corner to submit it (Figure 16).

Help / Log out

Submit review

Figure 17: Link to Submit Review

On the following screen (Figure 18), you are requested to provide your overall

evaluation and write a detailed comment in the space given.

You may directly key in your review here or work on it by using any text editing/ word

processing application and then copy-paste the text onto this space.

Please note that you cannot attach any file to this review submission form.

c IICHSS 2018 (subreviewer)

Submission 58 ICHSS 2018 | News EasyChair

Add New Review on ICHSS 2018 Submission 58

Fill out the following form and click "Submit Review"
When you submit your review, Ichss Peradeniya will receive a notification by email.

You cannot add attachments to your review using this form. To attach a document to your review, you should email it to
Ichss Peradeniya.

This conference permits subreviewers to submit reviews and participate in the discussion of submissions. This
means that your review will not need approval of Ichss Peradeniya and you will be permitted to view other reviews on this
paper and discuss the paper when the chairs permit so.

Paper information

Title:
Authors: (anonymous)
PC member: Ichss Peradeniya

Figure 18: Adding a Review
12



Paper information

Title:
Authors: (anonymous)
PC member: Ichss Peradeniya

Evaluation

Overall evaluation (*). Please provide a detailed review, including a justification for your scores: both the score and
the detailed comments.

3: Accept
2: Accept with minor revisions
1: Accept with major revisions
0: Reject

Figure 18a: Adding a Review

If you would like to send us any confidential remarks on the submission you have
reviewed please use the space given for that purpose (Figure 19). Your confidential
remarks will never be seen by the author(s) but help the editorial committee make a

final decision on it. To submit your review click “submit”.

Confidential remarks for the program committee. If you wish to add any remarks intended only for Program
Committee members please write them below. These remarks will only be seen by the PC members having access to
reviews for this submission. They will not be sent to the authors. This field is optional.

Figure 19: Submitting a Review

Thank you. Your review has now been submitted (Figure 20).

c ICHSS 2018 (subreviewer)

Submission 58 ICHSS 2018 News EasyChair

Review Submitted

Your review has been submitted. Ichss Peradeniya will be notified about the review submission by email.

Figure 20: Review Submitted
13
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If you have also made a submission as an author you may click “ICHSS 2018” to

change your role to “author” and learn more about the conference (Figure 21).

c ICHSS 2018 (subreviewer)

Submission 58 | ICHSS 2018 | News EasyChair

ICHSS 2017 information
Reviey Change role

License

Your review has been submitted. Ichss Peradeniya will be notified about the review submission by email.

Figure 21: ICHSS 2018 Information Etc.

To change your password, update your contact information etc. please click “my

account” from the drop-down menu of the “EasyChair” tab (Figure 22).

c ICHSS 2018 (subreviewer)

Submission 58 ICHSS 2018 News EasyChair

Publish with us

Review Su bmltted Donate to EasyChair

News

Your review has been submitted. |_Smart cFP

My conferences

e review submission by email.

My recent roles

Terms of Service

Apply for a new conference installation

EasyChair home page

Log out

Figure 22: My Account with EasyChair

14



STEP 6 - Revise your decision, if necessary

Should you wish to revise your decision on any of the reviewed submissions you may
do so by revisiting the submissions assigned to you on the left of the menu bar until

the final date by which you are requested to submit your reviews. Then click “revise”

to proceed (Figure 23). At this stage you may attach a file to your revised review

(Figure 24).

The reviewers are allowed to see the review(s) by other reviewer(s) if more than one
reviewer has been requested to review a particular submission. To access all reviews

on the submission you worked on, click review # (Figure 23).

Please note that all of your revisions will be recorded and will not be replaced by the
latest. You may also leave and revisit your EasyChair account any time but EasyChair
does not save your reviews if you chose to leave in the middle of writing a review.

Click “Submit Revised Review” to submit it (Figure 24).

c ICHSS 2018 (subreviewer)

Review requests = ICHSS 2018 News | Alerts EasyChair

Reviews and Comments on Submission 58

Submission
Submission: (anonymous)
File: @
Current decision: (no decision)

Summary of Received Reviews and Comments

Reviews superseded by other reviews are shown in the grey color in the table. All times are GMT.

Total
score

date PC member subreviewer

W  Overall evaluation

Review 1 Feb 17 Ichss Peradeniya - 3 (revise)

Figure 23: Revise Your Review
15



Attachment. If your review is in a non-text format, for example, a PDF file, upload it here:
Choose File | No file chosen

Submit revised review

Figure 24: Attach a File to Your Revised Review

We look forward to having you on board as a valued reviewer for

ICHSS 2018.

Thank you.
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