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CONFTOOL USER MANUAL 3: For Reviewers
In ConfTool, you need to have an account before you can review contributions (see
ConfTool User Manual 1: User Registration & Abstract Submission). Once you have a user
account, your status as “Reviewer” will be set by the ConfTool-Administrator.
STEP 1)

Go to https://www.conftool.pro/esa2017

STEP 2)

Log in with your username and password under 'Registered Users'. If you
have forgotten your password, a new one can be obtained through the
'Forgotten your password?' link.

When you are logged in and your status has been set to “Reviewer” (by the
Admin), this is how the interface of ConfTool will look like for you once the
reviewing phase has started:
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STEP 3)

Go to ‘Enter and Edit Reviews’. Then you will see the list of submissions
assigned to you for evaluation – see the following image:

STEP 4)

Choose the contribution (abstract) which you wish to review and click on
‘Enter Review’.
You will be asked about your “Overall Recommendation”. You only have to
choose between 3 evaluations: 0 (weak), 1 (OK) and 2 (very good). Each
contribution will receive at least two reviews and the decision about its
acceptance will be finalised by your RN/RS/SP coordinators (called “track
chairs” in ConfTool).
When entering your review, you can leave comments for the author, but
you are not obliged to! You can also leave internal comments for your
RN/RS/SP chair, but again, you are not obliged to!
Click on ‘Submit Review’.

See how the review form in ConfTool will look like on the following
page:
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STEP 5)

That’s it! The image on the following page shows you how the interface in
ConfTool will look like once you have clicked on ‘Submit Review’.
(If you would like to have more information about the Review Process,
please go to ConfTool’s general Instructions for Reviewers.)
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EXTRA)

Until the reviewing phase starts, it is possible to limit the number of
reviews you can or should be assigned for.
Under ‘Overview’, click on ‘Maximum Number of Reviews’. A new page will
open where you can easily limit the number of reviews you can or should
do. (The default setting is 70, which of course does not mean that you will
automatically receive this many contributions for reviewing!).
Note: Please make sure to talk to your RN/RS/SP coordinator so that there
are enough reviewers available during the reviewing phase!

More user manuals available!
- ConfTool User Manual 1: User Registration & Abstract Submission
- ConfTool User Manual 2: For RN-RS-SP Coordinators
- ConfTool User Manual 4: Conference Participant Registration [coming soon!]
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