INCOSE IS 2018 Reviewer EasyChair Instructions

28 INCOSE

Washington, DC, USA
July 7 - 12, 2018

Section 1: Review and Submit Reports

Stepl - Login to EasyChair
Access the online submission sites as follows:

* For Papers use https://easychair.org/conferences/?conf=is2018

¢ For Panels use https://easychair.org/conferences/?conf=is2018panel

e For Tutorials use https://easychair.org/conferences/?conf=is201 8tutorial

If you have an EasyChair account from anther conference, you can use that account for the
INCOSE IS 2018 reviews, please login as shown below. (In this example the relevant screen
display for IS2013 was used. In your browser this will show as IS 2018.)

EasyChair Login Page for INCOSE IS2013_Paper

| M EasyChair Login Page for INCOS... | + |
& https:/ /ww & | (*J~ incose IS 2013 easychair.com Q I
?X
INCOSE
Philadeiphia, PA

June 24-27, 2013

EasyChair Login Page for INCOSE 1S2013_Paper

Use your EasyChair account to sign in.

User .
name: dagb@chalmers.se EasyCha,r

Password: |esesee

Sign in

If you have no EasyChair account, sign up
for an account

If you have problems to sign in then click
this link

Figure 1 Login Page

If you do not have an account, click on the “sign up for an account” link (Figure 1), otherwise
proceed directly to the paper, panels, tutorial pages by signing in.
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INCOSE 1S12 Signing up for EasyChair: Step 1
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Signing up for EasyChair: Step 1

0 N N e e K N K

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

1. You should type the two 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.

3 0 0 ik e 3 K i N K K

Please enter the words you see in the box, in order and separated by a space. Doing so helps prevent
utomated programs from abusing this service. If you are not sure what the words are, either enter

your best guess or click the reload image Il next to the distorted words.

ACETON effect

’ Type the two words: [~}
- ‘ mo CAPTCHA

" Continue )

Figure 2 Signing up for EasyChair

Follow the instructions shown on the “Sign up for Easy chair: Step 1” page (figure 2). Fill in the
suggested text/words in the textbox to continue.

Signing up for EasyChair: Step 2
Please fill out the following form. The required fields are marked by (*)

Note that the most common reason for failing to sign up is an incorrect email address so please
pe your email address correctly.

e R R b b b b b b bt b

First name(™): Dag

Last name (*): Bergsjo

Email (*): dag.bergsjo@gmail.com
| Continue

I(') 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.

[You may also be interested about our policy for using personal information.

Figure 3 Signing up for EasyChair Step 2
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Please enter your name and email address in the given fields (Figure 3). After clicking continue you
will be directed to a web screen that says “Account Application Received”. Continue to your
mailbox and wait for the confirmation email. It should arrive within minutes.

EasyChair account confirmation | X Inbox | X e 3

EasyChair noreply@ea 12:19 PM (1 minute ago) Reply

Dear Dag Bergsjo,

We received a request to create an EasyChair account
for you. To create an EasyChair account, please click

this link:
hitps://www.easychair.org/account/create.cqgi?code=oxesnPDkrhnGLIBQEL3Pu
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.

Reply Forward

Figure 4 Confirmation e-mail

The confirmation email will look something like the email in Figure 4. Click on the link to
finalize your registration to EasyChair.
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H Account Application Received

Signing Up for EasyChair: Last Step

e # ) (Masasschaomy v ) O3 c o Q) e

(] | [] Gmail - EasyChair account conf. . €3 ] M Signing Up for EasyChair: Last o+ -

Signing Up for EasyChair: Last Step

JHello Dag Bergsjo! To complete the creation of your account please fill out the following form.

User name (*):

First name' '
Last name (*):

Company/organisation (*):

Phone (*):
Address, line 1 (*):

Post code (*):
State (US only) (*):
Country (*):
Password (*):
Retype the password (*):
_ Create nvy account

User names are case-insensitive

Dagh1213

User name Dagb1213 is available!

.D.lg

FBcrgs;o

Chalmers University of Technology

Homepage:

0046317721378

Horsalsvagen 7a

Address, line 2:
City (*):

GCothenburg

41295

-

Sweden

cesnnn

cennnn

(1) 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
IHglg article about names.

[You may also be interested about our policy for ysing personal information

Figure 5 Last step

A new web browser window will open as depicted in Figure 5. Fill in the information. Start by
providing EasyChair with a User Name. The user name must be unique; EasyChair will inform
you if your chosen username is already in use (so that you can choose another), or will confirm
that your chosen user name is available.

Proceed to fill in all required and optional information. Required information is marked with *.

ccount Created

our EasyChair account has been created.

Figure 6 Account created

After clicking on Create my account you will access the “Account Created” page (Figure 6). Now
you can proceed to the INCOSE IS submission page by clicking the provided link or:
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https.//easychair.org/conferences/? conf=is2018

https.//easychair.org/conferences/?conf=is2018panel
https.//easychair.org/conferences/?conf=is2018tutorial

Step 2 - Access Allocated Submissions for Review

In EasyChair (Papers, Panels and/or Tutorial site), please go to the Review tab and
select My Papers (EasyChair calls all submissions a “paper”), a list of submissions that
the Technical Review Committee has allocated to you for review will be listed as shown in
Figure 7. On the right-top corner you will find a list of options including the option to
download the pdf version of the submission(s) for oft-line reading.

g Fovwen oy (B Unih ol demitary [ A @ Lo 1T Mobplom fanae €. @ e S

8 PO I01) Peper bevamn of Subrmmnons ba L " B - v Pager ey Toenr @

_______
- -

INCOSE 1S2013_Paper (PC member) '-‘ ‘\\ e Sonout
INCOSE 1S2013 Pager i
Sulmamana ‘hsnn = Laaylha ,,’ Click here to \“
Reviews of Subnu{sons_Asssgned to Me ' ~ ~,Cannkoad these submsucas
Se e emmeemme—a—al ' download PDF 77 Puaalsian
Sao - e N ! Subimoswers
’ . S ol
.~ Click here to access e P .
! . | B e s §
\ allocated.submissions K JE L7 -
~ L B :

Sea -
......
-------

Click here to submit an

online review report

Figure 7. Access Submissions for Review

When you are ready to submit a review report, please click on the Green Cross Q@ shownin
Figure 7.

Step 3 — Submit a review report

After you clicked on the Green Cross ( o ) shown in Figure 7, you will find an online review form
similar to the one shown in Figure 8 below.
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Please provide substantive & constructive
feedback based on the review criteria that
will help the authors to improve their
submissions.
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( submission is more suitable for Novice or )
optonat AN Advanced attendees.

Figure 8. Sample View of the Online Review Form

All reviewers must use the IS2018 Evaluation Criteria as the basis for each review. It’s found at
https://www.incose.org/symp2018/contact/downloads and there have been changes since last year. Please
follow these criteria since the authors have been asked to use them as guidance and these criteria are what
INCOSE needs to compare all submissions to.

Apart from the numerical scores, please provide substantive and constructive comments to be provided to
authors such that they can further enhance their submissions. This can be provided in the “Review” text box.
Please indicate whether the submission is more suitable for SE Novice or Advanced. This will help the IS2018
Technical Program Committee in developing the conference program. Please provide this information in the
“Confidential remarks for the program committee” text box, as shown in Figure 8. You can also add any other
confidential remarks in this text; these will not be visible to authors.

Thank You!
IS 2018 Technical Review Committee
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