28th August – 1st September 2022

How to use the EasyChair Management
System to manage reviews in Regular
or Special Session submissions
Instructions for PC members
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I.

Understanding your role and responsibilities

As a member of the Technical Program Committee of ESREL 2022, you will be responsible for the
review process of a number of papers and extended abstracts. In case you are promoting a special
session, you will be responsible for the review of the submissions. This document applies in both
cases and will support you in the task.
The review process entails that every paper and abstract requires two reviews. Experience shows
that the process is quicker and smoother if you act as one of the reviewers (we have tried to
distribute the assignments to avoid overloads). Of course, you are free to request both reviews from
others (EasyChair calls requested reviewers “subreviewers”).
Note that if you are promoting a special session, the papers/abstracts assigned to you are all
papers/abstracts submitted for the session. In case the special session is co-organized, the papers are
not distributed among the organisers. In other words, all papers submitted for the special session are
assigned to all the special session promoters. Please coordinate among yourselves to manage the
review.
Generally, the papers you have been assigned belong to the same thematic area. If you choose
subreviewers among the authors of other papers assigned to you, you have better chances that your
reviewers will be competent and motivated. Please avoid assigning more than five full papers to the
same subreviewer.
As PC member, you are responsible for the review process and you need to guarantee that at least
two quality reviews are present for each submission.
Once the review process is completed, you don’t need to communicate any final decision to the
authors. This will be done centrally by the ESREL 2022 organizers. You just notify that the review
process has completed (see instructions under “Final Decision” below).

II.

Connect you on EasyChair

If you are receiving this document is because you
have agreed to act as PC member for the
ESREL2022 conference on EasyChair.
If this is a mistake, please email us at
committee@esrel2022.com
Go on
https://easychair.org/conferences/?conf=esrel2022
and log in with the Username and Password as
shown in Figure.
If you don’t have an account on EasyChair, you
must create it.
Click on Create an account and follow the instructions.
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III. See the contributions of your
session
You will have this page where you can select
the status of PC member.

On the upper menu, under Reviews/Assigned to
me, you will see all the submissions assigned to
you for review management as shown in Figure.

To manage a review (do it yourself or request), you
must select the icon
paper.

associated with the relevant

Then, the details about the selected submission are
visible as shown in Figure.
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IV.

The review process

At this point you can either enter your own review
(“Add review” on the top right) or you can request
the review by clicking on Request review on the top
right of the page (as shown in Figure). This allows
asking a review in your subreviewers list to review
the selected submission.
Select a reviewer by clicking on Add associate or
add from reviewer’s-pool. The associate provides a
list of potential reviewers that are associated with
your account (e.g. your co-authors or previously
added associated reviewers). The reviewers pool
contains the name of all the reviewers identified for
ESREL2022.
If a reviewer is not on the pool, you can create it by
adding:
Subreviewer’s first name
Subreviewer’s last name
Subreviewer’s email address
Tick the box □ also add the reviewer to the pool.
Complete the message for requesting a review and
click on Send request.

A confirmation page will open to check if the
email is ok for you, if so, click on Send Request.
You can customise the email if required but
specify the review deadline.
NOTE: The review must be completed by 1 June
2022.
Repeat this procedure for each submission of your
session.
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After that, you can follow the reviewing of the
full-paper contributions of your session by using
the link from Review -> Subreviewers
By clicking on the links on the status column you
can see the review information and the history of
emails exchanged for that submission:

From the details of the review status, you
can see each subreviewers’review by
clicking on Submission information at the
top right of the page.

You can also access all the reviews
assigned to you from the menu Reviews
-> Assigned to me.
This will present a list of all the reviews
assigned to you. To see the review
associated with individual submission click
on the icon

.
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You can see which reviewers made the review
and their evaluations. You can also revise a
decision of a subreviewer if necessary.
You can also add a revision yourself by clicking
on the

icon.

Finally, add your comments about each
individual submission in particular if the reviews
from the subreviewers are in disagreement.

V.

Report the end of the review process to the technical committee

As PC member, you are responsible for the review process and you need to guarantee that at least
two quality reviews are present for each submission. Once the minimum required reviews have
been obtained, please notify the completion to the review process using the following form (you
don’t need to communicate the final decision to the authors, just notify that the review process has
completed):
https://forms.gle/TpCwQCUsoLgbNqgAA

VI.

Contact and support

If you encounter any problems or you need support on the review process, contact us at:
committee@esrel2022.com
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