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HOW TO LOGIN?

Paper administration is done via the Converia backend access. You username and password were sent to you.
Since the access is separate from author and reviewer (frontend) access, an independent username and
password are given for your activities as Subcommittee Chair. Feel free to share this account with your co-
chair.

Access the backend login page at:

https://euma.converia.de/admin/login

Note: If needed, please select “English” as “Sprache”.

The start screen shows the total number of papers and open reviews of this year's EUMW. Don't panic — these
are the total numbers, not the number of papers in your Subcommittee.

* Thereis a button forwarding you to an online manual.

* Ifyou need support, please send an email to us at papermanagement@eumwa.org instead of using

the “Support” button on this page (which will contact Converia, but we agreed that we will do user-
level support for you).

¢+ Click on “Management” on the menu list on top of the screen to start.

& Cc 0O @ euma.converia.de/admin/core/dashboard
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HOW DO | MANAGE THE PAPERS ASSIGNED TO MY
SUBCOMMITTEE?

The page “Paper submission”/”Papers” lists all papers that you can access.

*  You can apply filters to the papers shown by topic, form of presentation etc, through the selection
fields on the left hand side. Press “search” on the bottom of the page to apply the filter criteria.

Delete the criteria and press “search” again for the complete list.

*  Youcan download an Excel summary table as displayed on the site through clicking the “Excel export”
button.

S"T. Management European Microwave Week 2017 Q © | Hello Jmmm e o ]
-

. : Jump to details of
Person administration Papers/. a spcific paper
Paper submission .
I Download Excel list

Selection

Papers Add abstract Excel export
Sessions
Paper statistics Reset search
ID ~¥  Contribution title ¥ Topic area Form of presentation First name Lastname ¥ Institute A
Paper reviewin
= 2 Free text & 982 T E04 oral [
Click on pen symbol
i for paper details
Limit topic P ‘%o/—. o pap £07 Oral - |
- e JEVICES and £
950 Ty Ty = = EO01 Poster
) Form of presentation s o ,3 SRS - = 2 .
search & display Seurand Sm— -
criteria
& 937 C#e1opmeTt of a straun se @uites.  EO04 Oral Akl 3 [ |

Bt SerSiive grapriene Daser==s
- =
& 934 = = s “or EO04 Oral —onagna.. <o [ |
D. " Ontin =
2 Application
The search button is All
down there!! & 928 T fighe DR - EOL Oral daina .
Limit abstract state b . Y e
Draft - Invited, atthe & o4 L st==ianath Characterization E04 Oral - [ |
Author, ... S-VEVIS o m——
Contains presentation & 909 = =T E04 oral .
Final review fors MGaTETe
X & 903 = = — EO1 Oral YEP .

) Abstained from review



European
U Microwave
Association

HOW CAN | SEE THE REVIEWERS OF A PAPER?

On the page “Paper submission”/”Papers”, enter the paper number in the field “Contribution number” and
click on the button “selection”, or click on the pencil symbol next to the paper. This will open the paper

details.

The “basic information” tab opens, giving details on the submitters. Although it is possible to change the
entries in the fields, e.g. from “Oral” to “Poster” or send an email to the author, please don't do so...
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Select the “Review” tab.

It will list all reviewers assigned to this paper.
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HOW TO DOWNLOAD THE PAPERS ASSIGNED TO MY SUBCOMMITTEE?

The page “paper submission”/”paper export” allows to download a ZIP file containing the PDFs according to
the filters you apply. Please use the export format option “Files”.

After creating the ZIP file you can download this file from the tab “Available exports”. Please select the file
based on the date/time (usually it will be the top most and latest file, which has just been created).

Note that you can also download the PDFs using your reviewer account.
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HOW TO MONITOR THE REVIEW PROCESS?

HOW TO SEE IF REVIEWERS ARE ACTIVE?

On the page “Paper reviewing”/”reviewers”, you see the columns:
¢ “papers”: Number of papers assigned to the reviewer.

¢ “reviewed”: Number of reviews entered. Reviewers have the possibility to change reviews until the

review site closes. The numbers show complete but possibly preliminary review results.

¢ “abstained”: Number of abstained reviews.

The system wills start by showing all reviewers for the whole conference (note, this page can take some time
to load). Please limit the view by selecting a relevant topic in the field “Limit topic areas” and click Search.

Note that this list shows all reviewers assigned to certain topics. It does however not necessarily mean that each
reviewer has also received papers from that topic or is active in your subcommittee.

Also note that the topic list will also contain your subcommittee name, but no papers are assigned to the
subcommittee topic, only to the topics in the Call for Papers.

You can export the table shown in this list into Excel by clicking on the respective button.
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HOW DO | ACCESS REVIEW DETAILS?

The menu “Paper reviewing” -> ”Final review” will be used to enter your accept/reject decisions at the TPC
meeting. But it also allows to download the review details as an Excel file.

When first opening this page the list with papers might be empty. In that case, please click the “Filter” button.
Now you can use the “Excel export” to download a list with papers and the current review scores.

Depending on the selection you made, you will get a comprehensive list of all papers and review results
available at the moment.
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