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Click on the Sign In link to login to 
your Reviewer Account. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In the spaces above, enter the Username and the 
Password you created to set up your Reviewer account. 
If you can’t remember them, click on the Forgot 
Username or Forgot Password link(s) and follow the 
instructions to retrieve your username/password. 



 
 
 
 

After successfully logging into your Reviewer account, you will see this homepage. When logged in, you can access 
this screen by clicking on the Member Home link at the top. 
An overview of the Reviewer features/functions are below: 

Submissions to Review (section): This is where the bulk of your work as a Reviewer will be completed. In this 
section, it provides a quick glance of all the submissions that have been assigned to you by your Track Chair(s) for 
the tracks you signed up to review for. It also displays those reviews completed and those not completed by you. 
Below is a description of the columns/links: 
• Title: Lists the Submission ID number and title of the submission. Clicking on the title link will pull up the 

Reviewer form. 
• Abstract: Click on the icon in the column to read the submission's abstract. 
• Type: Indicates if the submission is a 1) Traditional Paper, 2) Symposium, or 3) PDW (Professional 

Development Workshop). 
• File: Click on the icon in the column to read or download the submission manuscript. Note: If you click on the 

ZIP icon, it will download a zip folder of all the manuscripts on your reviewer list. 
• Blank Review Form: Click on this link to display a blank version of the review form, which you can also print. 

This is helpful if you want to work offline and if you plan to type your review in a word-processing document 
before actually submitting it in the system. 

 
Tips: A reviewer can receive up to 3 reviews per track that they signed up to review for. When you first receive email 
notifications that review assignments have been made, it is strongly recommended that you read the short abstracts 
for all the submissions assigned to you. If, after reading the abstract and/or manuscript, you don’t feel that you 
have the expertise to provide a quality review of the submission, or you will not be able to conduct the review by the 
deadline, please notify the Track Chair of that paper as soon as possible so that the submission can be reassigned. 



 
 
 
 
 

Review Form (part 1) 
 

After you have read the manuscript and are ready to submit your review, you must click on the submission title to pull 
up the reviewer form as shown here. At the top, verify that the paper's name and the submission ID of the paper you 
are reviewing is correct. 

 
The email address of the Track Chair (Advocate) responsible for that paper can be accessed by clicking on the link at 
the top of the page. Since you might be reviewing for multiple tracks, you may have different track chairs, since each 
paper is assigned to one track chair. To ensure that you are contacting the right person, click on this link only to 
contact the track chair for this particular submission. 

 
To submit your review, you need to provide 3 pieces of information 
1. Recommendation: You can choose only 1 option. 
2. Comments for the Authors: This is where you provide constructive feedback that the authors can see later on. 

The authors will not know the identity of the reviewer. 
3. Comments for the Program Committee: This is where you can provide additional information that only the Track 

Chairs/Program Chair will be able to see to make a decision on the submission. 
 

If you want an email copy of your review for your records, check the Email me a copy of this review box. 
 

To submit, you have to check the box at the bottom indicating that you have completed the review before clicking the 
Submit Review button. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Review Form (part 2) 
 
The OpenConf system will display this confirmation page that your 
review has been submitted (see arrow above). If you checked the 
Email me a copy of this review box from the previous screen, you 
will also receive an email that will contain your completed review. 

 
At this point, you can either click on the Return to Review link (if 
you need to make some edits/changes to your review) or click on 
the Return to Member home page. This will take you back to the 
Reviewer homepage. 



 
 
 
 
 
 
 
 
 

After submitting your review and returning to 
the Reviewer homepage, you will notice that 
the review has been marked as completed, as 
indicated by the legend. If you need to make 
changes to your review, you can do so until the 
deadline simply by clicking on the submission 
link title to pull up the reviewer form. 
 
Tip: We strongly recommend that all 
reviewers save their review comments offline 
in a word-processing document. 
 


