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EasyChair Instructions for Track Chairs/Reviewers

The review of papers submitted to I3M 2021 will be managed through EasyChair. This system
gives you, the track chair/reviewer, complete control over the submissions assigned to you.
The Scientific Committee will review all draft papers with the help of track chairs and two or
more anonymous referees and notify the results to authors.

This guide is intended to support track chairs and reviewers during the review process. It has
four parts:

e (Create an account

e Access the assioned submissions

e Track chairs: managing/reviewing the assigned submissions

e Reviewers: reviewing the assigned submissions

While the procedure is quite simple and thus we do not anticipate users running into trouble,
we are happy to help if you encounter problems. In the event that you do need help, please
contact the technical chair at flongo@unical.it.



Create an account as an author

First, you will need to set up an account (username and password). Go to
https://easvchair.org/conferences/?conf=i3m2021. You will then be automatically directed
to the page shown in Figure 1. Click on “Create an account” to start the process. Follow then
the on-screen procedure displayed in Figure 2. Fill out the form displayed in Figure 3. After
registering, you will receive an email to confirm your email address. Click on the link provided

in the email to continue the account registration process.

‘Eﬂrb‘hk

Log in to EasyChair for I3M 2021 1 s

Usar rama:

Fassword:

Submission of new papers for 134 2021 is open.

Figure 1. Log-in/Create an account
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Create an EasyChair Account: Step 1 [ ﬁ

Figure 2. Start the registration process
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Create an EasyChair Account: Step 2 { H

mast commen reasan for falling 1o create an account is an incorrect email address = pleass fyoe yo

Lt mama: *

Emai: *

Ratype amall address: *

Figure 3. Fill in the form


https://easychair.org/conferences/?conf=i3m2021

In the last step to create your account, you are asked to complete the form shown in Figure 4
with the information about your Organization, your Country, the username and the password.
To finalize the account registration process, click on “Create my account”. Now, you can go
back to https://easychair.org/conferences/?conf=i13m2021 and log in with your credentials.
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Create an EasyChair Account: Last Step

Hello Mohaiad Elbasheer! To complete the creation of your account please fill out the following form. You should create the account
within 30 minutes, otherwise you will have to fill out this form from scratch.

To use EasyChair, you must agree to its Terms of Service (yiew ter

1 agres to EasyChair Terms of Service

Enter your personal data,
First name™: *
Last name: *
Organization:
Country/region: v
The Wieh page is s

a5 an suthor in a pu
organization here: if you fill this out,

syChair nages, for example when you sre mentioned
al, Please do not use the Web page of your
hould only be your personal Web page.

Your personal Web page

Enter your sccount information, Note that user names are case-insensitive

User name: *

Password; *

Retype the password: *

Create my account

Figure 4. Create an account

Note: If your username appears taken, it is possible that you have signed up for EasyChair in
the past for another conference. In this case, you simply need to ask the system to remind you
of your password based on your username.


https://easychair.org/conferences/?conf=i3m2021

Access the assigned submissions

In order to access the assigned submissions, enter the I3M 2021 paper management system
from https://easychair.org/conferences/?conf=i3m2021.. After logging in with your account,
you may click on your role “PC member” link located in correspondence of the I3M 2021
Conference. Please note that you may be a PC member in more than one I3M
conference/workshop, therefore you have to select the specific conference/workshop to
access the papers submitted to them (as shown in Figure 5).

- Help [ Log out
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-, Welcome to EasyChair! Al oles

To view all your roles, click on "All roles”.

o access any other EasyChair feature, use the main menu.

Your recent EasyChair roles are shown in the table below. Click on a role to access it

Conference Rola
13M 2021 PC member (33rd Eyuropean Medeling & Simulation Symposium - EMSS 2021)
h
EMSS 2021 TR
chair

Figure 5. The main page for track chairs/reviewers

Once you access the system as PC member, the list of submissions assigned to you will be
shown (see Figure 0).
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I3M 2021 List of Submissions

This table contains hidden fields: 48 click hare to select which fieids should be visible

The tirme in the table is the last modification time.

L Titta Track or Invited Session Tirrse:

Regular Paper May 03, 09:00

© information

ﬁ Copyright © 200

2021 EasyChair

Figure 6. List of assigned submissions
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Track chairs: managing/reviewing the assigned submissions

Click now on the “Reviews” tab in the menu on top to access your Reviews (Figure 7).
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Reviews

Select one of the following options.
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Figure 7. Your reviews

If you select the option “My Review”, as track chair, you will be able to:

e add your own review;

e send one or more review requests to subreviewers

for every paper assigned to you.

17th imternational @ HDs ME)S IMAACA Helo / Log.out
c 13M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021) Multidisciplinary Modelling
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Show abstracts
Subreviewsrs

Reviews of Submissions Assigned to Me

To add a new review click on the "add” icon ™ in the table.
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Figure 7. List of papers assigned to you

To add your own review, click on the “add” (+) icon in the table. The review form for the
submission will be displayed. Please complete the form, then click on “Submit review”.



17t Intermational @ 1Ds m@s maaca
c 3M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021) Muttidisciptinary Modelling
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Add Review on I3M 2021 Submission 86

To ensure independent and unbiased reviews, EasyChair does not shaw reviews of other PC members to a PC member who 15
assigned this submission but did not enter her or his review yet. As a consequence of this palicy, if you enter a review and then
ravise it 5o that the score changes, EasyChair will show both the ariginal and the revised reviews

his reason, please make sure that the first review you enter for the submissi s & valid review and not a draft and
that the Scones you give to the submission are the intended Scores. I you revice a review and change the Scones, we recommind
to add a note for PC members explaining the reason for changing the scores.

Submissien and Reviewer Information

Title:
Authars: (anonymous)

PC member: (D

Enter subreviewer informaticn. Leave these flelds empty If reviewsd by yourself
Click on “Add associate™ in the context menu to add your associate s a reviewer,
First name: *
Last name: *

Emad: *

Evaluation

Overall Evaluation and Comments to The Authors. * Please provide a detaded revies, including & jusfication far your
scores, Both the score and the review lext are required.

O 3: strong accept
O 2: accent

O 1: weak accopt
O 02 barderling paper
O 1: weak reject
O -2: reject

O -3: strong tepect

Reviewer's confidence. * Mease spocify your level of confidence in the topic of the paper.

O 5 (expert)
O 4 (hiph)
O 3: (aediam)
O 2w
O 1: (rone)

Confidential Remarks for the Program Chairs. If you wish to add any remarks Intended only for the conferenca Program
Chairs please wiite them below. These remarks will only be saen by the Program Chairs having access Lo reviews for this
subemission. They will not be sent to the authors. This field is opticnal.

Attachment. If your review s in a non-text farmat, for axampla, @ PDF fia, upload it hara:

Sfogha Nessin fils sekenonatn

Help / Log out

View submissicn
Add assocate

Figure 8. Review form

If you are a track chair and wish to assign the reviews to other experts, click on the “person”
Y g R

icon in the table in Figure 7. To make a new review request, you must:

e fill out the information about the subreviewer;



e configure the default email template if needed;

e and, press “Send Request”.

As a general consideration, we do not recommend to change the email template, but you can

do it if you are familiar with EasyChair. If the review request has been completed successfully,
the message “The review request has been sent!” will appear (Figure 10).

ATth Internationsl HES M 5 IMAACA
uro| mulat | Muttidiaciplinary Modalling. e o ?\4{
New Review Request £ Mapd
To maike & mew review regquest for submission 86 (Test Aaper), fill out the information about the subreviewsr and press ‘Send
Reguest’
You can salect & subnnsswer from your previous associstes using thi menu in the upper right cornar.
Subreviewer Information and Message
Your emad exchange with subreviewers will not be visible to the chairs. However, the chairs will see the list of your subreviewers
and the status of all requests,
EasyChair will append to this letter detalled instructions for the subreviewer on how to answer it and how to accept or dedline the
o rocust,
You can personalize the subject and body by using variables like [*FIRST-NAME®] and [*LAST-NAME®]. Click here: L] to wiew all
variablea that can ba used in this template.
The subject and body of the emal below contain the review request text recommanded by this conference.
Subreviewer's first nama”: *
Subraviewss's last nama: *
Subrevewer's email oddress: *
Subject: * [ [*ACRONYM®] ] Review request for submission [ *PAPER-ID*]
= A
Message: * : o
Figure 9. Send review request
17th International
c 13M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021) Multidisciplinary Modelling
& Simulation Multiconferen|

Submissions Reviews Events 1I3M 2021 Premium Cc:nferer'tce‘j News EasyChair

My Review Requests

Using this page you can monitor your work with subreviewers.
To make a new review request, click on "New request”.
To view all review requests for a submission click on the submission number.

To view the history of a request or edit information on it click on the status of the request.

The review request has been sent!

" Status
e Pission Subreviewer Requested Status Date
4 4 4 4 4

g D G Moy 03 submission not accessed May 03

H Copyright © 2002 - 2021 EasyChair

Figure 10. Review request has been sent



Once you sent the review request to the subreviewer, you can monitor the status of the review
from the list of reviews. For example, a question mark (?) is shown next to the subreviewer’s
name if the request is pending the subreviewer’s decision (see Figure 11). If further details are
needed, click on the “information” (i) icon in the table. From this view (Figure 12), you can
access all the requests associated to the submission and, if needed, re-send the request or send

other requests.

17th International

c I3M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021 ]I Multidisciplinary Modelling
& Simulation Multiconferem

Submissions Reviews Events 13M 2021 Premium Conference  News EasyChair

Reviews of Submissions Assigned to Me

To add a new review click on the "add" icon ™ in the table.

Explanation of annotations:

(7} = the request is pending subreviewer's decision

# Submission Track or Invited Session Subreviewers

Details
Add new review
% Contact subreviawar

86 Iy 0 Regular Paper (AP

‘a Copyright © 2002 - 2021 EasyChair

Figure 11. List of papers assigned to you (with subreviewer)
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Review Request History for Submission 86

G cid not respond to your request.

To send a letter to the subreviewer or enter her or his response click "Send email”.

Information About the Request
Request made: May 3 2021, 10:11

Request accessed by subreviewer: never

Submission downloaded by subreviewer: never

Previous Letters
All times shown in the headers are GMT

Time: May 03, 10:11 send email and quote this letter
Who: you-> (D re-send to another subreviewer
Subject: [ I3M 2021 ] Review request for submission @
Dear-,

we have received the following manuscript(s) to be considered for publication in the Proceedings of the 33rd European Modeling & Simulation Symposium - EMSS 2021 and kindl
its/their suitability and quality:

Paper id: 86
Title:!

Figure 12. Info about the review request



Reviewers: reviewing the assigned submissions

Click now on the “Reviews” tab in the menu on top to access the menu (Figure 7) from which

you can open your review form.

17th International @ HDs MQH IMAACA Help / Log out
c 13M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021) Multidisciplinary Modelling

& Simulation Multiconference DHED (b sw I0mI

Reviews

Select one of the following options.

B Copyright © 2002 - 2021 EasyChair

Figure 13. Access your assigned papers

Select the option “My Review” to access the list of reviews that you have been asked to do.
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Show abstracts

Reviews of Submissions Assigned to Me Subceviewers

To add a new review click on the “add” icon ™ in the table,

# Submission Track or Invited Sassion

Datails
Add new raview
¥ Contact subreviewar

5 GEEEEER ) Regular Paper
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Figure 14. List of reviews assigned to you

To add your own review, click on the “add” (+) icon in the table. The review form for the
submission will be displayed. Please complete the form, then click on “Submit review”.



17th International @ H@s MES IMAACA Help / Lo
c 3M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021) Muttidisciptinary Modelling

& Simulation Multicenterence DHSE (hw s 1 L

Add Review on I3M 2021 Submission 86 View subemisscn

Add assocate

To ensure independent and unbiased reviews, EasyChair does not shaw reviews of other PC members to a PC member who 15
assigned this submission but did not enter her or his review yet. As a consequence of this palicy, if you enter a review and then
ravise it 5o that the score changes, EasyChair will show both the ariginal and the revised reviews

For this reason, please make sure that the first review you enter Tor e submission is a valid review and not a draft and
that the Scones you give to the submission are the intended Scores. I you revice a review and change the Scones, we recommind
to add a note for PC members explaining the reason for changing the scores.

Submissien and Reviewer Information

Title:
Authars: (anonymous)

PC member: (D

Enter subreviewer informaticn. Leave these flelds empty If reviewsd by yourself
Click on “Add associate™ in the context menu to add your associate s a reviewer,

First name: *
Last pame: *

Emad: *

Evaluation

Overall Evaluation and Comments to The Authors. * Please provide a detaded revies, including & jusfication far your
scores, Both the score and the review lext are required.

O 3: strong accept
O 2: accent

O 1: weak accopt
O 02 barderling paper
O 1: weak reject
O -2: reject

O -3: strong tepect

Reviewer's confidence. * Meas

O 5 (expert)
O 4 (hiph)
O 3: (aediam)
O 2w
O 1: (rone)

Confidential Remarks for the Program Chairs. If you wish to add any remarks Intended only for the conferenca Program
Chairs please wiite them below. These remarks will only be saen by the Program Chairs having access Lo reviews for this
subemission. They will not be sent to the authors. This field is opticnal.

pocy your level of confidence in the topic of the paper.

Attachment. If your review s in a non-text farmat, for axampla, @ PDF fia, upload it hara:

Sfogha Nessin fils sekenonatn

Figure 15. Review form

If you cannot complete the review and wish to assign the reviews to other subreviewers, click
on the “person” icon in the table in Figure 14. To make a new review request, you must:

e fill out the information about the subreviewer;



e configure the default email template if needed;

e and, press “Send Request”.

As a general consideration, we do not recommend to change the email template, but you can

do it if you are familiar with EasyChair. If the review request has been completed successfully,
the message “The review request has been sent!” will appear (Figure 17).
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New Review Request £ Mapd
To maike & mew review regquest for submission 86 (Test Aaper), fill out the information about the subreviewsr and press ‘Send
Reguest’
You can salect & subnnsswer from your previous associstes using thi menu in the upper right cornar.
Subreviewer Information and Message
Your emad exchange with subreviewers will not be visible to the chairs. However, the chairs will see the list of your subreviewers
and the status of all requests,
EasyChair will append to this letter detalled instructions for the subreviewer on how to answer it and how to accept or dedline the
o rocust,
You can personalize the subject and body by using variables like [*FIRST-NAME®] and [*LAST-NAME®]. Click here: L] to wiew all
variablea that can ba used in this template.
The subject and body of the emal below contain the review request text recommanded by this conference.
Subreviewer's first nama”: *
Subraviewss's last nama: *
Subrevewer's email oddress: *
Subject: * [ [*ACRONYM®] ] Review request for submission [ *PAPER-ID*]
= A
Message: * : o
Figure 16. Send review request
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& Simulation Multiconferen|
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My Review Requests

Using this page you can monitor your work with subreviewers.
To make a new review request, click on "New request”.
To view all review requests for a submission click on the submission number.

To view the history of a request or edit information on it click on the status of the request.

The review request has been sent!

" Status
e Pission Subreviewer Requested Status Date
4 4 4 4 4

g D G Moy 03 submission not accessed May 03

H Copyright © 2002 - 2021 EasyChair

Figure 17. Review request has been sent



Once you sent the review request to the subreviewer, you can monitor the status of the review
from the list of reviews. For example, a question mark (?) is shown next to the subreviewer’s
name if the request is pending the subreviewer’s decision (see Figure 18). If further details are
needed, click on the “information” (i) icon in the table. From this view (Figure 19), you can
access all the requests associated to the submission and, if needed, re-send the request or send

other requests.

17th International

c I3M 2021 (PC member of 33rd European Modeling & Simulation Symposium - EMSS 2021 ]I Multidisciplinary Modelling
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Reviews of Submissions Assigned to Me

To add a new review click on the "add" icon ™ in the table.

Explanation of annotations:

(7} = the request is pending subreviewer's decision

# Submission Track or Invited Session Subreviewers

Details
Add new review
% Contact subreviawar
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Figure 18. List of papers assigned to you (with subreviewer)
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Review Request History for Submission 86

G cid not respond to your request.

To send a letter to the subreviewer or enter her or his response click "Send email”.

Information About the Request
Request made: May 3 2021, 10:11

Request accessed by subreviewer: never

Submission downloaded by subreviewer: never

Previous Letters
All times shown in the headers are GMT

Time: May 03, 10:11 send email and quote this letter
Who: you-> (D re-send to another subreviewer
Subject: [ I3M 2021 ] Review request for submission @
Dear-,

we have received the following manuscript(s) to be considered for publication in the Proceedings of the 33rd European Modeling & Simulation Symposium - EMSS 2021 and kindl
its/their suitability and quality:

Paper id: 86
Title:!

Figure 19. Info about the review request
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