13th Conference of the
European Sociological Association
(Un)Making Europe: Capitalism, Solidarities, Subjectivities
Athens, Greece, 29 Aug. – 01 Sept. 2017
CONFTOOL USER MANUAL 2: For RN/RS/SP Coordinators
In ConfTool, you need to have an account first (see ConfTool User Manual 1: User
Registration & Abstract Submission). Once you have a user account, your status as “Track
Chair” ( = RN / RS / SP Coordinator) and “Reviewer” will be set by the ConfToolAdministrator.
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 “Chair”, this is how the
interface of ConfTool will look like for you:
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(For all functions related to your status as “Reviewer”, please see ConfTool User Manual
3: For Reviewers.)
STEP 3)

Click on ‘Manage Submissions and Reviews’.
As chair, your task is to “keep an eye” on what is going on in ConfTool
within your RN/RS/SP. You also have possibilities that other users don’t
have.
You can:
1. manage all contributions in your RN/RS/SP (‘List of Submissions’).
2. manage all reviewers in your RN/RS/SP (‘Programme Committee and
Reviewers’).
3. manage the reviewing process and set the acceptance status of your
contributions (‘Results of the Reviewing Procedure & Decision About
Acceptance’).
See the following, corresponding image:
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STEP 4)

After the submission deadline, the system will automatically assign the
contributions submitted to your RN/RS/SP to your reviewers (each
contribution will get two reviewers).
ESA strongly recommends that you let the system do this for you.

STEP 4b)

Alternatively, if you wish to assign particular contributions to particular
reviewers of your RN/RS/SP before the automatic assignment done by
the system, click on ‘List of Submissions’.
You will see the list of submissions for your RN/RS/SP in the following
way:

STEP 4c)

Choose a contribution from the list and click on ‘Assign Reviewers’.
Assign the chosen contribution to a reviewer that is available in your list
by checking the box ‘Assign’ and then click on ‘Save New Assignment’.
See how this will look like in ConfTool on the following page:
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(If you would like to have more information about assigning reviews,
please go to ConfTool’s general documentation of How to Assign
Reviews.)
EXTRA)

Until the reviewing phase starts, it is possible to limit the number of
reviews one specific reviewer can or should be assigned for.
Click on ‘Manage Submissions and Reviews’, then on ‘Programme
Committee and Reviewers’. Look for the reviewer who can or should do
only a limited number of reviews. Under ‘User Status/Role’, click on ‘max.
70’ (this is the default setting). A new page will open where you can easily
limit the number of reviews this specific reviewer can or should do.
Note: Please make sure that there are enough reviewers in your
RN/RS/SP so that all contributions will receive two reviews each!

STEP 5)

After the reviewing process will be completed in mid-March 2017, the
decision about acceptance of each contribution will be made by RN/RS/SP
Coordinators.
In order to do so, you will have to go to ‘Manage Submissions and Reviews’
and then to ‘Results of the Reviewing Procedure & Decision About
Acceptance’.
There are three statuses which you can choose from:
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1. Accepted
2. On Hold
3. Rejected
(4. Accepted – NO REG. is a special status for contributions which were
accepted but whose author did not register as conference participant. We
will need this status in early summer 2017, so do not worry about it for
now.)
NOTE:

ESA and ConfTool will need your decision about the acceptance status of
each contribution by the end of March. Your decision will not be
automatically sent to authors. This will be done by ESA using the bulk email function in ConfTool. It is planned and announced that this will
happen on 1st April 2017. Therefore it is important that the reviewing
process as well as the coordinators’ final decisions will be completed
before this date.
See how this will look like in ConfTool:

(If you would like to have more information about setting the acceptance
status, please go to ConfTool’s general instructions for Evaluating the
Review Results.)

5

STEP 6)

The Session Building Process: Go to ‘Manage Submissions and Reviews’
and then to ‘Results of the Reviewing Procedure & Decision About
Acceptance’. Here, you will be able to assign accepted contributions to
sessions.
(These sessions first will have to be created for you by the Administrator
of ConfTool. Please also note: The right session time and location will show
in due time.)
By adding contributions to a specific session, a number will appear,
indicating how many contributions you have already put in that session
([1], [2] etc.). There should be 4 contributions per session.
You can edit the sessions under ‘Manage Submissions and Reviews’ and
‘Edit Session Parameters’. By clicking on a session, you can enter and
change its title and assign session chairs (moderators). Please do not
enter any other information in the empty fields – that would inflate the
abstract and programme book. The abstracts of the selected contributions
will be displayed anyway – you do not have to enter them!
See the following, corresponding image:

By clicking on ‘Edit Session Parameters’, the following page will show:
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By choosing a session and clicking on ‘Edit Session’, the following page will show:

More user manuals available!
- ConfTool User Manual 1: User Registration & Abstract Submission
- ConfTool User Manual 3: For Reviewers
- ConfTool User Manual 4: Conference Participant Registration [coming soon!]
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