ABSTRACTS REVIEW: INSTRUCTIONS FOR SECTION, WORKING GROUP OR
JOINT SESSION COORDINATORS

IAMCR Section (S), Working Group (WG), and Joint Session (JS) Coordinators will be
able to access the abstracts sent via the Open Conference System (OCS) on the
Braga 2010 website at
http://www.lasics.uminho.pt/ocs/index.php/iamcr/2010portugal/schedConf/cfp.

Each chair and co-chair has an account on OCS and can login and read the abstracts.
They will also be able to approve, review and/or reject the submitted abstracts in
different ways.

There are three options available for processing abstracts and each S, WG and JS
must first choose its preferred option:

Option A is the simplest method. It is a manual process that involves a minimum of
interaction with OCS. Using this method S, WG and JS Coordinators will operate in
more or less the same way they always have whether or not they use external
reviewers.

Option B is for those who want to use the OCS and do not use external reviewers,
e.g. the review process is conducted by S, WG and JS Coordinators themselves.

Option C is the most complex option and is for those who want to use the OCS and
will use external reviewers.

Once you have selected the option that will be used by your S, WG or JS, follow the
instructions below. Important — each section or Working Group can choose one
option only. All chairs, vice-chairs or co-chairs of a S or WG must use the same
option.

OPTION A

As mentioned previously, this is the simplest option and involves little or no interaction
with the OCS system.

Coordinators whose Section or Working Group opt for this system will receive the
abstracts by e-mail within one week of the submission deadline (and can process these
as they normally do.

Once you have decided if the abstracts are accepted or rejected, send your final
decisions to the support team (Alberto Sa from the Braga local organising committee
<albertosa@ics.uminho.pt> and Alvaro Mailhos from IAMCR
<amailhos@iamcr.org> no later than 15 March 2010. The support team will record
these decisions in the database.

Coordinators will be responsible for communicating their decision to the abstract
submitters and requesting the full paper.

If you would like to use this option, please send an e-mail indicating your name, your S,
WG or JS and a valid e-mail address with the subject “BRAGA 2010 — OPTION A” to
the support team.

Even if you choose Option A you will be able to login to the OCS system and see the
list of abstracts that have been submitted at anytime, with the username and password
sent by email by the support team. If you do not have your username and password,
contact Alberto Sa <albertosa@ics.uminho.pt> and Alvaro Mailhos
<amailhos@iamcr.org>.




OPTION B

1. Login to the OCS at
http://www.lasics.uminho.pt/ocs/index.php/iamcr/2010portugal

2. Click on the role 'Section Coordinator' (“A”) (see image below) to go to your own
submissions area. (OCS does not distinguish between Section, Working Group or Joint
Session Coordinators).
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3. As shown in the example in the image below, a submission is available at the In
Review area and is awaiting review.

Click on the abstract title (“B”) to see the abstract and other information about it.
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4. When you click on the linked title a respective submission record page appears —
this page displays all the information recorded by the ‘Author’ during the submission
process and also presents the commands to record a decision (see image below).
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5. After analysing the abstract, go to the Coordinator Decision area (“C”) and select
either Invite Presentation or Decline Submission (the option ‘Revisions Required’
is not used by the Braga 2010 conference. Please do not select it):

1- Invite Presentation — the ‘Section Coordinator’ approves the abstract and
gives permission to the ‘Author’ to submit a full paper (or presentation) to the
Conference. When this decision is recorded (by pressing the button ‘Record
Decision’), the decision is communicated to the conference organisers.

2- Decline Submission — the submission is rejected. The file is moved to the
archive area.

In all cases, you must press the “Record Decision” button to save your decision
in the conference database.

To notify the author of the decision, click on the envelope icon and type an email
message

Further instructions on how to process full papers submissions will be sent in a
separate document that you will receive before the end of January.



OPTION C

If you choose this option, you will need to send a list of your reviewers, including their
name and e-mail address, to Alberto Sa <albertosa@ics.uminho.pt> and Alvaro
Mailhos <amailhos@iamcr.org> prior to requesting an online review.

1. Log in to the OCS at http://www.lasics.uminho.pt/ocs/index.php/iamcr/2010portugal

2. Click on the role 'Section Coordinator' (“A”) (see image below) to go to your own
submissions area. (OCS does not distinguish between Section, Working Group or Joint
Session Coordinators).
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3. As shown in the example in the image below, a submission is available at the In
Review area and is awaiting review.

Click on the abstract title (“B”) to see the submission record.
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4. When you click on the linked title a respective submission record page appears —
this page displays all the information recorded by the ‘Author’ during the submission
process and also presents the commands to record a decision (see image below).
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5. If the Coordinator wants to send an abstract to a reviewer a ‘Reviewer’ must be
selected (“C”) (see image above).

6. Select the desired reviewer from the list (“D”) and then click on ‘Assign’ (“E”):
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7. Now, the name of the Reviewer to which the abstract was assigned is shown next to
the abstract title at the “# Abstract Review” page. IMPORTANT: To complete the
process, you must give notice to the reviewer: click on the envelope icon (“F”) to
send an email with all information needed for the reviewer’s decision task. The text can
be edited before sent. Also a due date for the reviewer can be set (“G”).
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8. After sending the e-mail to the Reviewer, the “# Abstract Review” page is expecting
a confirmation acceptance from the ‘Reviewer’: “Will do the review” or “Unable to do
the review”. (The ‘Reviewer’ will receive by email a link in order to directly access the
reviewing form at the OCS platform — no ‘log in’ is needed. All the considerations will
be recorded on the OCS platform and a recommendation must be set in order to
complete the review process.) The Coordinator can assume this step (“H” and “I”).
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9. Back to the “# Abstract Review” page, the Coordinator must save the abstract review
by following the ‘Reviewer’ recommendation. In order to do this, click on
‘Recommendation’ (“J”) and select ‘Accept submission’ or ‘Decline submission’ (“K”).
All other options are not in use for the Braga 2010 Conference.
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10. Once the decision has been made, go to the Coordinator Decision area (‘L") (see
image below) and select either Invite Presentation or Decline Submission (the
option ‘Revisions Required’ is not used by the Braga 2010 conference. Please do not
select it):

1- Invite Presentation — the ‘Section Coordinator’ approves the abstract and
gives permission to the ‘Author’ to submit a full paper (or presentation) to the
Conference. When this decision is recorded (by pressing the button ‘Record
Decision’), the decision is communicated to the conference organisers.

2- Decline Submission — the submission is rejected. The file is moved to the
archive area.

In all cases, you must press the “Record Decision” button to save your decision
in the conference database.

To notify the author of the decision, click on the envelope icon and type an emalil
message:
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Further instructions on how to process full papers submissions will be sent to you in
March.



