EasyChair tutorial - paper reviews

1. Log in to conference system

Go to EasyChair MME2014 conference webpage:
https://www.easychair.org/conferences/?conf=mme20140

If you already have EasyChair account then use your User name and Password to log in.
PLEASE NOTE, that to be able to access the review that has been requested from you, you need to
have an EasyChair account registered under the e-mail that the request was delivered to. If the review
request was delivered to a different mail, you either need to register again (this time for the purpose
of the review) under the new e-mail, or ask the person that requested the review from you to send
the invitation to the e-mail you have wused while registering for the EasyChair.
If you do not have an EasyChair account for MME 2014 yet, click on sign up for an account
(Figure 1) to create one.

Log in to EasyChair for MME 2014

Use your EasyChair account to log in.

User name: |

Password: [ | EaSyChair

If wou have no EasyChair account, sign up for an account /

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

Figure 1: Log in to EasyChair for MME 2014

Write down the captcha code and click on continue (Figure 2).
Signing up for EasyChair: Step 1

To use EasyChair, one should first create an account. This is done to prevent misuse of the system. The procedure for obtaining an account is the following

1. You should type the words that you see in the image below and click on "Continue"
2. If you type the words 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 create an account

Please enter the words you see in the box, in order and separated by a space. Doing so helps prevent automated programs from abusing this service. if you
your hest guess or click the reload image next to the distorted words.
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Figure 2: Captcha code

Fill in your name and email address and click on continue (Figure 3). To be able to access the
review, you need to use the e-mail address the review invitation was delivered to!


https://www.easychair.org/conferences/?conf=mme20140

Signing up for EasyChair: Step 2

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

First name’ (4: [Tomas

Last name (4): [Talasek

Email address (*): |tnmas‘ta\asek@upol.cz

Retype email address (*): |tomas‘ta\asek@upol.cz

t Note: leave first name blank it 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 gur policy for using personal information

Figure 3: Enter basic information to set up an account
You will receive a confirmation email. Clink on the link in this e-mail to continue your

registration (Figure 4).

Dear your name f

We received a request to create an EasyChair account

for you. To create an EasyChair account, please click
this link:

https: fwww. easychair.org/account/create, cgl Peode=TtML]1 JATOKRxS 4k 27SHh

Best regards,
EasyChair.

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

Figure 4: Confirmation email

e Complete your registration (in your browser) with providing all required information and

click on create my account (Figure 5).

User names are case-insensitive

User name (*):

First name!™):
Last name (*):

Company/organisation
=)

Homepage:

Phone (*):

Address, line 1 (*):

Address, line 2:

City (*):

Post code (*):
State (US only) (*): hd

Country (*):

Password (*):

Retype the password
*):

Create my account

() 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.
ou may also be interested about our policy for using personal information.

Figure 5: Create your account

e Now you are successfully registered. To log in to the conference system go to the EasyChair
webpage for the MME2014 conference and use your user name and password. You can use
the following link: https://www.easychair.org/conferences/?conf=mme20140



https://www.easychair.org/conferences/?conf=mme20140

2. Accepting and writing a review

Go to the EasyChair webpage for the MME2014 conference and log in:
https://www.easychair.org/conferences/?conf=mme20140

Select the Alerts for new review assignments or notes. (Figure 6).

C

Submissions  Reviews = Evenis M

MME 2014 Login for Tomas Talasek

Tomast Talasekt, welcome to EasyChairl You are logged in as PC member.
This session will expire after two hours of inaction.
If you log in and cannot find information you are looking for, for example, you are a PC member but EasyChair d

Conference Information

Figure 6: Alerts in the main menu will get you to the new review assignments list.

At the Alerts page, you can see all the reviews assigned to you (review requests). You can
select the View option (clicking the magnifying glass icon) to access more information on the
review that is requested from you. If you click at the dismiss cross icon, the review
assignment will no longer show on the Alerts page. The assignment will still be accessible
through an item in the main menu, you just need to change your role to subreviewer (see
below) to access it. (Figure 7)

Events  MME 2014

Alerts

Alerts are used in EasyChair to attract your attention to something that requires your response. They are normally created as a result of actions of
other people. For example, when somebody asks you to make a review, a subreviewer alert will appear amongst your alerts

For nearly each of these alerts, you can remove them either by making your response to the alert or simple dismissing the alerts without a response

You alerts are shown and explained below. Follow the "view" link to view or respond to them. If you do not want to a particular alert at all, click on its
“dismiss” column

Conference Alert

View
%X Dismiss

MME 2014  Review request by Tomas Talasek <tomas.talasek@upal.cz> for submission Investment decision making using fuzzy scorecards - mutual funds selec’ plel

Figure 7: Alerts page with new review requests — you can view information on the paper.

Once you access the information on the review assignment (either through the View option
or through the main menu when you change your role to subreviewer), you can now answer
to the review request by clicking the Answer request in the right menu (Figure 8). You need
to accept the review request in order to write the review. You can also decline the review
request here. Please answer the request as soon as possible to let the person who
requested your assistance with the review know, whether you are willing to review the paper
or not.


https://www.easychair.org/conferences/?conf=mme20140

c Help Sign out

Alerts

Submission1  MME 2014 EasyChair

Download submission
Download attachment
Answer request

Review Request

Tomas Talasek (tomas talasek@upol.c2) requested you to review the following submission for MME 2014. You can use the menu on the right for
further actions. To agree or not to Agree to review the paper or to communicate with Tomas Talasek click on "Answer request”

Submission Information

Paper 1

Title Investment dcision making using fuzzy scorecards - mutual funds selection
Category: P students competition paper

Investment dcision making
Author WMultiple criteria decision making
keywords Fuzzy scorecards

Fuzzy similarity
EasyChair

Y investment decision making (63)

Keyphrases

In this paper we compare two families of muttiple criteria decision making methods for investment decision making and provide practical examples.

Figure 8: Answering the review request.

When you answer the review request, you need to choose whether you accept the review
assignment or not. You can also add a message to the person who requested the review from
you, suggesting other possible reviewers or adding any information you deem necessary. This
message (along with your decision) will be sent to the person who requested the review from
you when you click the Select and/or send message button. (Figure 9).

Submissionl = MME 2014 © Alerts * EasyChair

Review Request

To answer the review request you should choose the appropriate action and edit a message to Tomas Talasek. The message will be sent by email to
Tomas Talasek with a copy to you. Only Tomas Talasek and you will have access to the text of the message . If you choose not to send the
message, Tomas Talasek will receive a notification about your decision

You can choose one of the following actions

Agree to review

In this case you should select " agree”. The message is optional.
Not agree to review

In this case you should select " do not agree”. The message is optional, however, you may think of suggesting names of other potential reviewers.
Postpone your decision

Select "I will decide later". The message is then required. You can, e.g., ask Tomas Talasek for further information in the message

Subject: |Your review request for MME 2014 submission 1

Message:

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

#| Send message

Select and/or Send Message

Figure 9: Selecting the answer to a review request and sending a message to the person
who requested the review.

When you accept a review request, you need to change your role from “author” to
“subreviewer” to be able to access the paper and submit your review. To do so, go to MME
2014 - change role (Figure 10).



License

Y¥ou are now logged in as author.

Figure 10: Changing a role in EasyChair.
Select Subreviewer (Figure 11).
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Change the Role

If you have more than one role associated with this conference (for example yo
switch to any of these roles.

If you want to switch to a role in a different conference, click here.

FPlease select the role from the list below:

« Author

¢ Subreviewer &

Figure 11: Selecting subreviewer role.

Now you can access the submissions you have agreed to review (and also answer review
requests for submissions you have not answered yet) through the Submission # items in the

main menu (# indicates the number of the submission).

C

Submission 1 MME 2014

Role Change

You are now logged in as author,

Figure 12: Accessing a submission as a subreviewer.

e Once you select a submission, you can download the paper (clicking the “download
submission” in the right menu), submit you review (clicking the “submit review” in the right



menu) or answer the submission request if you have not done so yet (clicking the “answer
request” in the right menu). (Figure 13)

c Help Sign out

Submission 1 MME 2014

EasyChair

Download submission
Download aftachment
Submit review

Download review form

Review Request

Tomas Talasek (tomas talaseki@upol cz) requested you to review the following submission for MIME 2014 Y ou can use the menu on the right for
further actions.

There are two ways to submit a review

-

. Use "Submit review" in the top right corner. This way Is easier and generally preferred.

2. Use "Download review form" in the upper right corner. It will give you a review form that you can fill out and email to the PC member who sent
the request to you. MNote that every review form is individual and cannot be reused for another review. This is not recommended and error-
prone. If you decide to use this way, download the review form, fill it out and send it by email to Tomas Talasek <tomas talasek@upol.cz>.

Submission Information

Paper1

Title Investment decision making using fuzzy scorecards - mutual funds selection

Figure 13: Downloading a paper for review and submitting the review menu.

e Once you are ready to submit your review, click the “submit review”. A review form appears,
where you need to evaluate several aspects of the paper and provide final decision (figure 14).
Please DO NOT use the “no decision” option! At least for the evaluations marked with an
asterisk, please provide some comments for the authors of the paper or the reason for rejecting
the paper. You can also provide a confidential message to the programme committee, that will
not be visible to the authors of the paper (Figure 15).

Do not forget to click the Submit review button when you are finished with the review.

We thank you for your cooperation and help reviewing the papers for MME 2014!



‘ Help Zianeut

Add New Review on MME 2014 Submission 1

Fil out the following ferm and click "Submit Review
WHON you submit your review, ] KWl T0eNs O notication by emai
ou cannot add attachmants to youl review using this form. To sttuch o documunt Lo your review, you should email it to Tomas Tulasek

This contarance permite subraviewars to submit reviews and participate In the discossion of submissions This means it your rsiew will
not need approval of Tomua Taluaek and you will be permittad to view other reviews on this paper and discuss the paper when the chairs parmit so

Paper information

Tiie: Inwvestmunt ducision making using fuzey scorveurds - mutual funds selvction
yory: D students comp Papal
Authors, Tomas Talasex

PC membern Tomas Talasek

Evaluation

Overall avaluntion
2/ nceapt
L0 Minor fevisions *
0 no ancision

4 reject *

Hoviewer's confidence
5 (expert)
A (ighy
3 (medium)
2. (low)
L (none)

Additional scores

Orniginality of the work
5 wxcullent
45 good
3t
2! poor *
1/ very poor *

Relovance of the topic to the conferance
6 excellant
4 good
3t
2! poor*
1 very poor *

Slgnincance of the work
5. uxcullent

good

fair

poor *

very poor *

e

n b hodology and treatment

6 axcoliant
4 good
31l

2. paor*

1

Vely poor *

Figure 14: Evaluation form — first part.



Clarity in writing, tables and figures
5. excellent
4: good
3: fair
2: poor*

1:very poor *

Organization of the manuscript
5. excellent
4: good
3: fair
2: poor*

1:very poor *

Citations and references to other works
5. excellent
4: good
3: fair
2: poor*

1:very poor *

Compliance with prescribed form
5: excellent
4: good
3: fair
2: poor*

1:very poor *

Review

Review
Please provide a detailed review, including justification for your scores. This review will be sent to the authors unless the PC chairs decide
not to do so. This field is required unless you have an attachment

Confidential remarks for the program commitiee
If you wish to add any remarks intended only for PC 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 15: Evaluation form — part 2, comments to the authors (review) and confidential
remarks for the programme committee.




