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1. Create and Maintain a Personal Profile

Who Needs a User Profile and Why?

Every user who interacts with the system in any capacity needs to create and maintain a current profile of
personal data in the system. The system is entirely web-based and database driven, therefore it is necessary to
have the latest contact data (in particular the e-mail address) of all users of the system. The same information is
used by administrators to contact users, editorial board to locate eligible reviewers, authors to identify their co-
authors, etc.

What Information is Stored in the System and Who Has Access to it?
The system stores the following information:

e Full name

e Contact address

e E-mail, phone and fax. Phone and fax are optional

e PIN (numerical identification number assigned to you when you set up a profile) and password
e Research interest profile

This information is requested from you at the time you open the account on the system.

Your society’s or organization’s conference administrators have access to your personal data and can dispatch
your password to the email addresses specified in your account. Note also that Editors and Associate Editors can
access the data (but not the password) and edit some of the fields, in particular update the e-mail address. This
data is not shared by any third part mailing list managers or marketers.

How Do I Locate, Update or Create a User Profile?

Before you create a new profile, make sure that owing to some earlier interaction with the system, you do not
already have a user profile.

e To check whether you already have a profile

e If you located your profile, but need to recover your password
e To create a new Profile

e To update your Profile data

follow these steps:
Step 1: Go the Start page of the submission site — always in the format: http://subdomain.papercept.net.

This is the starting point for all conference related activities and has valuable information about all active
conferences. This page serves to let the users manage their accounts as well as submit papers.
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%) Start Page of the Conference Management System - Mazilla Firefox
Ele Edk View Hstory Bockmirks Spit Took Hed

Hem @m BéfToxt Befies Esschack About E=N

Welcoma to PaperCept Backstage

* To submit a paper, sesslon proposal, or other contribution to tha conferance of your cholca please fallow tha link *Submit a
contnbution” for the meetay in tha lis1 of conlferencas

¢ Ta submit a review or to see the reviews of your own paper, and ta submit the final version of your paper you reed to log in
Confarenca offcials need to log in 10 access thair workspace. Follow the Snk Log in

® Donnload Gt Started manuals for authors and pedepers

* Please glick herg to se% impertant information about PINs, pdf compliance, browser settings. sener security and spam filters at the bottam

o the page
- Journals, Canlfe
Journal IEEE T on A lc Control  Log in 10 submit 3 papar and to = Login

access your werkspace fyou do
not hawe 2 PIN then ragister ong frst

ROBN0 2000 | /2008 IEEE Intermational February 22 -25, 2009, Bangkok. ® Subost 3 confbesion to ROEID 2003
Lenference on Robotics  Thailand ® My Pregram fe RSN 2003
‘and Biomimeatics = Login
March 21, 2006.
Breaking Hews: ROEQ 2008 has been postpanad to Feb 22-25. 2009
Types of Mo
Corderence A | 45th IEEE Conferenca on  December 13-15, 2005, Manchester  ® Subnwt a contnbution ty Cocferance &
Decision and Control Grand Hyatt Hotel, San Disgo, CA. ® Regisler for Confarsnce &4
usa » My Pregram
< -
Larch 5 2007, Login

451h IEEE COC submessons information

2007 ACC | /2007 American Contral July 11.13, 2007, Marrictt Marquis ® Submit 3 contnketian ta 2007 ACC
Conferance Hoted at Timas Square, New York ® Register for 2007 ACC @

Step 2: If you do not already have your PIN and password, you need to retrieve the same. Follow the PIN link to
get to the PIN wizard.

I PINWizard = Mozilla Firefox
Ble Edt Yew Go Gookmarks Taos Hep

PIN Wizard
Hame Start PIM VWizard Refresh

To submit a paper for the a Personal ification Numker (PIN)} is needed for each author,
To gee the reviews and to subm i the final version of 1he acoepied paper you also need a password

Use this wizard to

Find your own orsemeane else's PIN —

Retrieve your p PIN related options

It you previoushy obtained a PIN but mislaid the password

If you mru:t:g:;;::;;g -
Updale your persenal infermation 7
Choice 1: To check if you or a colleague have a PIN on the system, click on the Next button next to the option:
“Find your own or someone else’s PIN.” You are presented with an input field to enter the “Surname” as shown in

P /-

the next screen capture. Note that for privacy you need to enter the full surname. If you wish to find someone
called Johnson you need to type exactly that.
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S PINWizard = Mozilla Firefox

Ele Edit Yew Go Gookmarks Tods Help

PIN Wizard
Hame Stat PIMVyizard Refresh

Find your own or someene else’s PIN

Enler the full surname and click on Submit

Surname [Misra

Upon clicking Submit, you are presented with a listing of the PINs corresponding to the surname that was entered.
If you find the PIN of the person you were looking for (including your own), note it down and click on “Back”.

Choice 2: If you already have an account on the system, but have forgotten your password, you may retrieve it by
following the link “Retrieve your password.” If your email address is current, you may request the password to be
sent to that address. If your email address has changed you may follow the link “Email Address Update Request,”
encircled in the next figure.

X PIN'Wizard - Mozilla Firefox

Gle Edit YWew Go Gookmadks Toos Help

PIN Wizard
Home Stat PIM Wizard Refresh
Retrieve your password

Enler your PIN and click on Submit—

PIN [12345

[ Back | (T Submit |y Send | s

Click on the Send bullon lo e=mail the PIN and password to SR
al

Passward infarmation is sent by e-mail only

IT you do nat hawe your password and the e
is no longer valid then please submil 2

The e-mail addmess will e updated wilkin ome business day il nol sooner and
yau will mcene a notification by e-mail

Done demolpaperceptiet 2 5 .

Choice 3: If you do not have a PIN on the system, please create a new one by following the link “Register a new
PIN” from the PIN Wizard menu. You will be presented a form where all fields are required.
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" - e e S [=]
i _ illa Fi - - = g
@) Personal Information Update Form - Mozilla Firefox - - -
File Edit Miew History Bookmarks Tools Help
@ - c ﬁ | W:EUEieg A=Y hitps://demol.papercept.net/conferences/scripts/pinwizard.pl ﬁff - |:T" Google p|

2 Most Visited i Getting Started = Latest Headlines | | Workspace || Is19mynkbbauen shop 5 Enter

| || Start Page of the Conference Mana... | || Personal Information Update Form x | +

Personal Information Form

' Home Login PIN Support Pdf Test Senice interruptions Refresh Feedback About

(| Cancel the page

Complete the fields and press the Submit button at the bottom of the form
| All fields are required

Upon first login the PIN owner will be requested to complete several additional fields
PIN 19834

Surname (Family name, Last name)*

Given name(s)*

Affiliation (University, Organization, Company)*

E-mail address®
You may provide several e-mail addresses, separated by commas

Note: Institutional spam prevention policy may prevent email from our server to be delivered
Consider using a private or web-based email address in addition to your institutional address

_ An e-mail message with the PIN and password will be sent to the PIN owner
e

| Done @

After you complete the four fields and click on “Submit” the system will send an e-mail message to the designated

e-mail address or addresses that includes the password.

Verification of the Personal Data at Log In

Each time you log in, the system checks if your personal data are incomplete or if anyone modified them since you
last approved them. If the system detects that this is the case then your Personal Information page appears with
the request to check and approve the personal information. In particular, when you never logged in before the
following screen appears. After completing a few additional required fields and clicking on “Submit” you will be

able to continue to log in by following the log in link.

Getting Started Manual: Reviewers




PaperPlaza and PaperCept Conference Manuscript Management and Registration Systems

@ Personal Informaticn Upﬁe Form - Meozilla Firefox E@ﬁ
File Edit View History Bookmarks Tools Help

4 https://demol.papercept.net/conferences/scripts/login.pl719834 &e610d8alel0a86 5 7 '| |-"' Google P|

Pc @y

2 Most Visited ® Getting Started &, Latest Headlines || Workspace || Is19mynkbbauen shop Fp Enter

| . Manage the PINs b4 ‘ || Personal Information Update Form x IT| |v

Personal Information Form of John Tester

Home Login PIM Support Pdf Test Semice interruptions Refresh Feedback About m

Please read this
This page is displayed because this is your first log in and you never approved your personal information
You will not be able to log in before you completed the following steps

1. Check all the entries below and complete or correct them as necessary
2. Click on the Submit button at the bottom of the form

m

When finished continue to log in by following the link Log in

Important note: If someone else created this account for you then it is strongly recommended that you change the password

Inspect all logged changes Cancel the page

Update the personal information of John Tester

Change or complete the fields that need correction and press the Submit button at the bottom of the form
Required fields are marked with an asterisk®
Enter a single dash - if the field does not apply

Created December 21, 2003, 04:30
Last modified December 21, 2009, 04:30
Last approved by user

PIN 19834

Login alias

“You may log in to the system with this alias instead of your PIN. An alias may contain
lower and upper case characters, digits, spaces. underscores. hyphens, periods and the
character @. An alias may not consist of digits only and is case insensitive. The alias is
for logging in only and even if you set up an alias you will still need your PIN to submit a
contribution to the conference

PIM active ¥ Click on the image to de-activate the PIN

De-activate a PIN only when the PIN needs to be deleted but the system does
not allow the PIN to be deleted.

If a PIMN is inactive then the PIN owner may still lo
owner is involved in. Inactive PI

E-mail address*

Jtestengnosucn eau

You may provide several e-mail addresses, separated by commas

MNote: Institutional spam prevention policy may prevent email from our server to be delivered.
Consider using a private or web-based email address in addition to your institutional address

Password™  qumme

If you leave this field blank then you will automatically receive a five-character password.

Send an e-mail message Uncheck this box if no e-mail message should be sent
with the PIMN and password
to the PIN owner

“You may delete the PIN only if the PIM is not in use by any active database.
If the system does not allow you to delete the PIN but you do not want to use it
any more then please de-activate the PIN by clicking on the ¥ above |

This screen also appears, with a different message, if some of the fields were modified and the system wants you
to check and approve these modifications.

Getting Started Manual: Reviewers



PaperPlaza and PaperCept Conference Manuscript Management and Registration Systems

2. Review Process

I Received an Invitation to Review a Paper. How Should I Accept or Decline the Invitation?

The review requests are initiated by an Associate Editor for the conference. A typical e-mail contains the following
instructions:

Submission information and review deadline
Authors and title:

Pradeep Misra*, (I

Test submission

Type of submission: Regular Paper
Conference: PaperCept Conferences - Demo A
Submission number: 7

Review deadline: January 28, 2618

Abstract:

This is the abstract of the paper

The file of 1 manuscript is attached.

To accept or to decline this request please follow the quick link
https://demol.papercept.net/conferences/scripts/confirm. pl ? EGG—

If this link is broken across lines then you may need to copy the
entire link and paste it into your browser address window

To accept or to decline the request you may also log in as a reviewer
for Demo A at https://demol.papercept.net/conferences/scripts/start.pl
using your PIN @@ and password and follow the link "Confirm or
decline” for the request.

To submit the review log in as a reviewer for Demo A at
https://demol.papercept.net/conferences/scripts/start.pl using your PIN
@ and password, and follow the link "Review" for the request. You
may type in or paste in your comments to the editorial staff and the
author.

Thank you for submitting your review on time.

If you do not have your password then please follow the link
https://demol.papercept.net/conferences/scripts/pinwizard.pl to
retrieve it.

The fact that you are receiving an invitation through the system means that you already have an account on the
peer review system. You may accept or decline the review request in one of the two ways listed below:

e (Recommended.) By following the “quick link” (a URL of the type shown in first link above). Note that the

code in the link is not your password but a special code created specifically to facilitate accepting or
declining the invitation to review.
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w Confirm or decline a review request - Mozilla Firefox - — —— R—— E@ﬂ

File Edit Yiew History Bookmarks Tools Help

pr—

- c Q ! JsEliaan A=y https://demol papercept.net/conferences/scripts/confirm.pl72807685Busvy 17 - I'rT" Google P|

| | Paperinformation = | . Manage the reviews * | || Confirm or decline a review requ... X | + | |v

Confirm or Decline a Review Request for Demo A
Home Login PIN Support PdfTest Senvice interruptions Refresh Feedback About 57:28

Reviewer John Tester

Thank you for responding. Please check the Accept or Decline button below to indicate whether
you accept or decline to review the Demo A submission by the review deadline. Optionally you

[ may enter a cover message. Click on the Submit button at the bottom of the page to send your [
decision
I o : |
Submission information  |5,bmission number 7
| Authors Pradeep Misra™, GHR
Title Test submission
Under review as Regular Paper
Review deadline January 20, 2010
Review requested by L
Abstract This is the abstract of the paper =
Click on the link to download the file in a separate  |Manuscript (0.29 MB)
window. On many systems and with many
browsers you may right-click the link to choose
from different download options

@ laccept © |decline

Cover note (optional)

If you decline to review and
you know a competent person
who is willing to review the
paper then please send this
person’s name and e-mail
address. To prevent confusion
of identity please do not
I transfer the review request I
directly

_ [ Submit ] [ Cancel ]

Done Py 'f rﬂ—-—-ﬁ - |

e (Alternatively.) By recovering your password (if you do not recall it) as shown in Section 1, and then using
your PIN and password to log in to your Reviewer workspace as described below.

If you log in to the system then you will also have an opportunity to update your personal information.

How Should I Download the Paper to Review?

Normally the paper that you are asked to review is attached to the invitation e-mail message. If it is not you may
download the paper using the link for this purpose on the Confirm/Decline screen. Finally, you may log in to your
Reviewer workspace as described below.
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How Do I Log in to My Reviewer Workspace?

To log in to your Reviewer workspace first recover your PIN and password (if you do not recall it) as explained in
Section 1, and log in. Note that if you are actively taking part in several conferences being run by your society,
upon logging in you will see all possible “active” roles in which you can enter the system. To enter your Reviewer
workspace follow the link “Enter” next to “Reviewer of ...” for the pertinent conference.

@A&CESS page - Mozilla Firefox ’ = | [B] ||
File Edit View History Bookmarks Tools Help

- c Q papercept.net https://demol.papercept.net/conferences/scripts/login.pl7198348tb2af9241eb 7.7 - -‘l' Google P

. Manage the PINs # | | Access page X |t -

John Tester's Access Page (PIN 19834)

Home Access PIN Support Refresh Log out Feedback 59:17

Click on any of the links Enter below to access the workspace you want to visit
You may return to this page to access a different workspace without needing to log in again by following the link Access

Review and update your personal information Follow this link to define your Login alias or to change your passwaord

—Warnings

Session time out. After 60 minutes of inactivity your session is terminated for reasons of security and you will need to log in again. Any t
work that you did not save or submit will be lost. Watch the small gray rectangle near the top right comer of most pages to see in how
many minutes the session will expire. You may use the Refresh link available on most pages or any other suitable link or button to prevent
the session from expiring. Do not use the Reload button of your browser to this end or at any other time because this may result in

I duplicate database entries or other unexpected effects

m

Do not use the browser Back button. Avoid using the Back button and other navigational tools of your browser to navigate this site. If
you do then you may lose the connection and also data. Use the links provided on every page to navigate the site

Allow each page to load completely. Clicking on a link or button before the page has been fully loaded may result in an error message
requiring you to log in all over again

Check here if you do not see the links to some of your papers

—Access a workspace

Demo A Enter  Author or proposer of submission 8, 9

Enter  Reviewer of submission 7

Done
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How Should I Prepare and Submit my Review?

When you log in as a “Reviewer” you will see your Reviewer workspace as shown below. There will a separate row
for each manuscript that you have been asked to review.

r v
@ Reviewer's Workspace - Mozilla Firefox = | ] )
File Edit View History Bookmarks Tools Help
g - c Q ! sElal=i==unyi=d https://demol.papercept.net/conferences/scripts/login.pl T -‘l - G P
| Manage the PINs # | || Reviewer's Workspace X |+ -

Reviewer John Tester's Workspace for Demo A

Home Access Workspace Refresh Log out Feedback m

Download the Get started guide

Click on Download Senice to download the files of all the submissions that you have been asked to review

s Workload

The table lists the reviews that you have been asked to prepare

s Click on Confirm or decline to confirm or to decline a review request
* Click on Review
o to prepare and submit a review of the submission, or
@ to complete a review that you saved previously, or
l o to see all the reviews and the acceptance decision of this submission (only after you submitted your own review)
* Click on Download to download the files for the paper

Submission | Type of Associate | Code | Review |Reviewer | Authors or Title Status
number | submission |Editor ID number | proposers
Confirm or decline T Regular Pradeep 6 1 Pradeep Misra, Test Due on
i Review Paper Misra Sy | submission | January 20,
Download 2010
l

e C(Click on “Confirm or decline” to accept or decline the review, if you have not already done so.

o C(Click on “Download” to save a copy of the manuscript on your computer for off line review.

e To enter the review, click on the link “Review” next to the appropriate paper to fill out the web-based
review form.

The review form is customizable and is unique to conferences; a couple of screenshots are tagged below. You can
fill out the form and either submit it or save it for later completion. If you elect to save it for later completion,
your review is not yet complete, you must return and submit it even if you make no changes to the saved review.
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@) Review form - Morilla Firefox . ’ (= E

File Edit View History Bookmarks Tools Help

r Q _ https://demol.papercept.net/conferences/scripts/revspace.pl o P

| Manage the PINs % | | | Review form X |t -

Review Report Form for Demo A Submission 7

Home Access Workspace Refresh Logout Feedback m

m

WARNING: Session time out_ If the browser does not communicate with the server for 60 minutes the session is terminated for reasons
of security and you will need to log in again. Any work that you did not save or submit will be lost. Watch the countdown timer to see
when the session will expire. Use the Save button near the bottom of the page to save your work without submitting it to prevent the
session from expiring _

You may submit the review immediately or save it to finish it later. After having submitted the review you will receive a copy of the review
report by e-mail

*Required fields

r Referee information Paper information
Name John Tester (19834) Authors Pradeep Misra, D |
Reviewer number 1 Title Test submission
E-mail address {umamiaeae» Under review as Regular Paper, Presentation |

r Contribution®

Please assess the contribution of this submission

Theoretical contribution -

Technological contribution -

Educational contribution -

I Survey/tutorial contribution -

Done

-
@) Review form - Mozilla Firefox . E@g

File Edit View History Bookmarks Tools Help

f c ﬁ https://demol. papercept.net/conferences/scripts/revspace.pl P
| Manage the PINs * | _| Review form x|k -
commands ex&ept perhapsifor a few -

unavoidable mathematical expressions

Fit to size m

Attachment

“You may optionally upload an
attachment to your comments to the
authors in the form of a file. Be sure to
summarize your review in the textbox
above because the Program
Committee may not always have
access to the attachment.

Single file with the extension pdf

The maximum file size is 1 MB

Pdf version between 1.3 and 1.6

Warning: All pdf annotations, comments and markup are removed

Important: Please make sure that the name of any file that you try to upload,
as well as the names of all directories in the file path, only contain standard ASCIl characters
Otherwise you run the risk of receiving a security violation error message

 Save

You may optionally save your
incomplete review to submit it later.
Any attachment is not saved. If you

Save the report to finish and submit it later

fl save the review report then do not =
fl forget to return to finish and submit it
|

 Submit =

Please check the review carefully
before submitting it. After submitting

| the review you will receive a copy by

| e-mail but you cannot revise the review

Submit the referee report Cancel the page

Getting Started Manual: Reviewers



PaperPlaza and PaperCept Conference Manuscript Management and Registration Systems

After you submitted the review you will receive an acknowledgement by e-mail, including a full copy of the
review. Moreover, you will be able to inspect your review later at any time by following the link “Review” for the
paper. You will also be able to see any other reviews that were submitted (anonymized, of course) and,
eventually, the publication decision about the submission.

@ Reviewer's Workspace - Mozilla Firefox =

File Edit View History Bookmarks Tools Help

@ - c @ papercept.net https://demol.papercept.net/conferences/scripts/reviewform.pl T -‘l' G

| Manage the PINs =

| Reviewer's Workspace x|+ -

Reviewer John Tester's Workspace for Demo A

Home Access Workspace Refresh Logout Feedback

Download the Get started guide

Click on Download Serice to download the files of all the submissions that you have been asked to review

The review was successfully entered into the database
An e-mail acknowledgement was sent to the reviewer at (NI
An e-mail notification was sent to the Associate Editor

|| | The table lists the reviews that you have been asked to prepare

m

* Click on Confirm or decline to confirm or to decline a review request
s Click on Review

o to prepare and submit a review of the submission, or

o to complete a review that you saved previously, or

o to see all the reviews and the acceptance decision of this submission (only after you submitted your own review)
* Click on Download to download the files for the paper

Submission
number

Type of
submission

Associate
Editor

Code

Review
1D

Reviewer
number

Authors or
Proposers

Title

Status

Review

Download

7

Regular
Paper

Pradeep
Misra

6

1

Pradeep Misra,

Test
submission

Submitted on
December 29,

2009

Done

A -

LI

I Missed the Review Deadline and Can No Longer Submit My Review. Why?

When the evaluation of a submission is finalized all reviews that have not been received are canceled. Normally
the reviewer is notified that the review has been canceled. Remember that the preparation of a conference
usually is on a tight time schedule.

I Should Like to Change My Review. How Can I Do That?

Once you have submitted the form, you will not be able to update your review. If you must cancel the review or
need to modify it urgently, please contact the Associate Editor who asked you to do the review with the request
to ask ou to revise the review. There is a link to contact the Associate Editor in your reviewer workspace.
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