Reviewer Instructions for 2018 CCT Conference
Technical Issues
Some reviewers may experience difficulties with EasyChair. This document contains
instructions that, we hope, will help you find solutions to these difficulties.
First, please note that EasyChair uses cookies for user authentication. To use EasyChair, you
should allow your browser to save cookies from EasyChair. Additionally, EasyChair requires
JavaScript. You can only use EasyChair with a browser that supports JavaScript. If your
browser does not support Javascript, or has Javascript support disabled, you should upgrade
your browser or enable Javascript support. There are very rare source of difficulty, so if you
were able to access EasyChair, there is no need for you to check your browser settings.
Second, some reviewers do not find the papers assigned them for review on EasyChair. If
this is your case, it is very likely that your account is associated with one or more email
addresses. When we sent you a review request, we might have specified as your email
address an address A that is not associated to your EasyChair account. If this happens,
EasyChair does not understand that A is also one of your email addresses and creates a new
user for that address. As a result, when you log on to EasyChair with an email address
associated to other email accounts, you will not find the papers we assigned to you.
To check whether this is the reason why you cannot find your assigned papers, please follow
EasyChairMy Account (i.e., go to EasyChair on the main menu tab and select My
Account). From this page, you will find your main email address, as well as alternative email
addresses (if any). If the email address to which your review request was sent is not listed
here, please use this page to add it as a new alternative email.
A similar problem happens when you have several accounts. As a result, if you log in using
one of the accounts, you will not see data from another account. Again, please follow
EasyChair  My Account to see what is the email address associated to your account and, if
necessary, log out and log in again using the username and password associated to the email
address to which we sent your review request. As an alternative, you can merge two
accounts into a single one. To do so, follow EasyChair  My Account  Merge Accounts
and indicate usernames and passwords for both accounts. As a result of the merger, the
second account will disappear and all data from it will be added to the first account
(including your review requests).
Finally, another reason why you do not find assigned papers even if you successfully logged
in with a username associated to the email address to which we sent your review request is
that the role displayed is different from subreviewer. If this is the case, you should follow the
menu tabs CCT2016  Change Role. This will show you all the roles you have for this
conference (for example, you might also be an author). If you now select subreviewer, you
should be able to see the papers we assigned you to review.
We hope these preliminary notes will be sufficient to solve any problems you might
encounter in accessing your EasyChair account and finding your review request(s). What
follows is a step-by-step guide with further information in case you need it.
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Step-by-Step Guide for Reviewing
1. Log on to EasyChair
At the bottom of the email message through which we invited you to serve as reviewer for
CCTC 2018, you will find the following message:
To answer this review request please log in to your EasyChair account associated with address
Reviewer.Name@School.EDU and you will find the review request either under the Alert menu tab, or by following
links EasyChair -> My Conferences -> CCT 2018.

Unfortunately, EasyChair does not provide a direct link to the paper(s) to review. So the first
thing to do is to log in to EasyChair at https://www.EasyChair.org/account/signin.cgi
If you don’t have an EasyChair account, you will need to create one. You can do so from the
link above.
When you log in (or sign up), please use the same email address at which we contacted you.
If you sign up with another email address, you will not be able to find our review request
(see preliminary notes above).
If you do not remember your password, following instruction from the EasyChair log in page,
from which you can be guided to a procedure to change your password.
2. Access your review requests
Depending on your past history with EasyChair, your first page might look different. If it
looks like this (see below), click on Alerts on the menu bar.

A page like the one below will appear. Click on View and then follow the instructions to
accept to review the paper (see below).
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In other cases, if EasyChair recognizes you as a reviewer (subreviewer, in EasyChair
terminology), the initial EasyChair page might look like the following. If so, please click on
‘Review Request’ in the menu bar to access the submission(s) that require your attention.

If the system does not recognize you as subreviewer, the initial page will probably give you
possibility to switch role. If this does not happen, you will be able to do it yourself by
following the menu tabs CCT2018  Change Role.
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3. Access your review requests, check the submission abstract, and download the
submission
You should now be in a page that looks like the one below. From this page, you can visualize
the abstract of the submission and download the document. It is important that, in this stage,
you click on Answer Review Request to let us know if you accept or decline to review this
paper.

Click here to download the submission

4. Accept your review request(s)
Once you click on Answer request, a page like the one below will open.
From this page, you can agree to review the submission and, if you want, send a message to
us.
If you decide not to review the submission, we would be grateful if you could suggest us the
names of two-three potential reviewers with expertise on the topic.
At the end of the process, please click on Select and/or Send Message.
In case you have more than one submission to review, repeat the procedure.
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5. Reviewing the paper: Accessing the review form
Once you accept your review request, a confirmation page appears, reporting again the
submission abstract with the possibility to download the full submission document (see
below). This same page will appear every time you log in again to access your assigned
papers and submit your review.
When you are ready to submit your review, access this page and click on submit review.
A new page will appear, which will give you the possibility to fill out the review form.
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5. Reviewing the paper: Filling out the review form
Please use the online review form provided by EasyChair to provide your review. The form
includes some initial multiple-choice questions followed by an open-ended field where you
will be able to include your review.
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Please fill out all fields, and provide feedback to the authors on how they can improve on
their work. Having in mind first-time and junior reviewers who asked us for advice, we
provide some general guidelines – however, please consider that every submission is
unique, so feel free to disregard these guidelines and use your own reviewing style,
particularly if you are an experienced reviewer.
- General evaluation of the paper, highlighting its major strengths and weaknesses.
- Constructive criticism on key areas of improvement. Here, you can discuss the key
points previously assessed with multiple-choice questions (i.e., importance of the
topic, theoretical contribution, theoretical originality, conceptual rigor,
methodological rigor, overall readability, etc.) by providing helpful suggestions on
how to improve on the work in view of a possible journal submission. You can of
course find your own way of organizing your comments.
- Please be aware that everything you write in the ‘Review’ field will be shown to
author. This field has a dual goal: helping track chairs making their decisions, but also
helping authors improve on their work. If you have confidential comments that you
do not want the authors to see, please use the ‘Confidential remarks for the program
committee’ field.
- First-time reviewers often ask us how long a conference review should be. We would
not prefer to provide strict guidelines on this, but often, conference reviews are
shorter than journal reviews and are in the half to one Word page range. On average,
problematic papers with several weaknesses receive significantly longer reviews
than strong papers. That said, feel free to write as much or as little as you feel
appropriate.
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Finally, we recommend you to write your review using your word processor first, and
then copy and paste your review in the online form. Particularly if writing your
review takes an extended amount of time, something may happen – for example, your
browser might refresh the online form page. In these cases, there is nothing we can
do to retrieve your work and we would hate to have you start all over again. Even if
you have your review in a word document, however, we kindly ask you to submit
your work through EasyChair (i.e., do not send your review as a word document to
the track chairs). This will make our work easier. Thank you very much in advance.

Once you are done, click on Submit review. The following confirmation page will appear,
and you will also receive a confirmation email. If you have other submissions to review, you
can start the process again.
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