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Logging in

• https://submissions.ewtec.org

• TDs should already have 
accounts

• usernames consist of lowercase 
letters, numbers, hyphens/ 
underscores

• Issues? info@ewtec.org
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Role

• A Track Director (TD) is responsible, within their assigned 
submissions, for:
• Checking abstracts and inviting full paper upload* 

• Requesting full paper reviews

• Requesting revisions from authors

• Making the final decision on acceptance for presentation at EWTEC

*The abstract stage may be handled in-house by Local Committee
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Process overview

Abstract

•Author submits abstract
•TD/Local Committee (LC) checks abstract is in scope and sends to review (“round 1”)

•TD/LC invites full paper upload*

Full paper

•Author uploads full paper by deadline (otherwise submission may be declined)
•TD initiates full paper review round (“round 2”) 

•TD checks paper and requests reviews from minimum 2 reviewers.

Revisions

•TD sends reviewers’ comments to author
•Author uploads revised version and response to reviewers

•TD checks authors’ response and accepts full paper*

Proceedings

•EWTEC secretariat may request source files and minor copyediting changes
•Paper assigned DOI and published on platform. Content available to registered participants

*Rarely, an author may be asked to revise an abstract. Similarly after full paper revisions are submitted, further revisions can be 
requested if necessary.  
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Contents

• Pages 6-21 Abstract review stage

• Pages 23-38 Full paper review stage

• Pages 40-43 Changing TD or track (only where needed)

• Page 44 FAQ

Key: 

  Click here

  Note this
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Viewing the submissions in your queue

6

Filters are useful to 
narrow down queue



Viewing the submissions in your queue
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List papers not yet in 
review stage

Can filter by track (type 
name or press space 
bar to see all)

If you right-click and 
open the submission in 
a new tab, filters will 
remain active on this 
tab



View abstract text
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Go to publication tab



View abstract text
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Submission should 
have a title, abstract 
and contributors



Abstract review process

There are two steps in approving an abstract:

1. Go/no-go: either start the review process or desk-reject the 
submission

2. Invite the authors to upload a full paper.
• Optionally suggesting improvements to abstract
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Submission Go/No-go

1. Is there an abstract text?
• Compulsory: abstract included in text box under publication tab
• Optional: additional supporting pdf

2. Is the abstract in English?

3. Does it look like an abstract?
• e.g. not ‘Lorem ipsum’ or ‘abstract to be uploaded later’
• Not an advertisement/spam

If all are YES → Enter into review process

If any are NO → Decline (desk reject)
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‘Desk reject’ submission
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Workflow tab
If submission fails checks, decline



‘Desk reject’ submission
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Can edit reasons for 
declining



Enter submission to review process
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If NOT ‘desk reject’, enter the 
submission into the review process



Enter submission to review process
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Enter submission to review process
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If author has uploaded 
an optional pdf 
abstract, you can select 
it here



Abstract checks overview

1. Is it in the right track & no conflict of interest?
• No → change to another track, assign to another TD and remove yourself 

from submission (p.36 and/or contact info@ewtec.org)

• Yes → go to (2)

2. Is the abstract in scope for the conference?
• Yes → Invite full paper

• Maybe → Invite full paper, optionally suggest abstract improvements to 
abstract

• No → Decline 
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View submissions in review
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In this case we want 
papers in review stage 
(can use filter to 
select)

Indicates that action is needed



Invite full paper
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Abstract passes checks, request 
full paper

No need to 
add reviewers 
at abstract 
stage



Invite full paper
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Leave as default



Invite full paper
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If you want to add any 
comments, can edit the 
pre-prepared e-mail 
(optional)



Full paper review stage
(After author has uploaded their full paper)



Start new review round
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When author submits 
their full paper, this is 
indicated in the list 
(also an e-mail is sent 
to you)



Start new review round (IMPORTANT!)
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Uploaded files listed 
under ‘Revisions’

IMPORTANT: need to 
start a new review round 
for  the full paper review



Start new review round
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Normally just tick the 
‘full paper’. If author 
has uploaded multiple 
versions, can choose 
here which version to 
send to review



Request reviews
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Request reviews
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Search and filters 
can be used to find 
reviewers by 
interests, active 
reviews assigned 
etc.



Request reviews
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Default review dates 
should be OK, but you 
can adjust e.g. if close 
to deadlines



Receive/check reviews
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When reviewers 
submit their reviews, 
this is indicated in the 
list (also an e-mail is 
sent to you)



Receive/check reviews
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Read review



Receive/check reviews
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Check that the 
recommendation matches 
the comments

Rating the review can help 
the overall process



Thank reviewers
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Can thank reviewer if 
appropriate



Request revisions
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Most common option 
for full paper is to 
request revisions



Request revisions
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IMPORTANT: add reviews to e-mail 
(can redact if needed)

✓

✓

Leave default

If there are 
marked-up 
reviewer files, 
select them here



Accept paper
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If revisions are 
satisfactory, 
accept the paper



Accept paper
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Leave default



Accept paper
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Select files to pass 
to copyediting 
stage. Usually just 
the revised paper, 
but potentially also 
source files. If in 
doubt , select all.



Job done
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Accepted papers 
will be now be in 
copyediting stage



Change or add TD or track
(only where needed)



Change/add TD (only if needed)
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In almost all cases a TD 
will already have been 
assigned, but if not, or 
need to change:



Change/add TD (only if needed)
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Refer to separate 
spreadsheet to check 
track/load of different 
TDs



Change/add TD (only if needed)

✓
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Leave default



Change paper Track (only if needed)
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TD can change paper track if 
they feel the current one is 
inappropriate. Also need to 
assign a TD from that track (p15).

Go to publication tab

“Issue”

Save changes



FAQ

• Can authors update their submission metadata? 
(abstract/title/authors etc.)
• yes, through the publication tab of their submission

• Can authors change a submission file after submitting?
• not usually, unfortunately.  A TD can do this via the workflow tab of the 

submission.

• Is it possible to check what e-mails have been sent to author?
• yes, via the activity log button in the top right of the submission screen

• How to contact author?
• add a discussion on the workflow tab of the submission, adding the author as 

a participant
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