
Paper Review Process



• Login to your account

• Click on “Organizer Tools”



• Click on “Program Statistics” to view the overall conference stats or to view topic stats.

• Click on “List Abstracts” to view the submissions.
• This will be changed to List Paper in the coming weeks.



• Filter by track (symposium) and session 
(topic)

• Statistics will refresh based on your
selections.



• List Abstracts will take you to the paper review management screen.

• Search: Enter any text that will may be displayed in one of the columns

• Column Sorting: Click on the arrows next to the column to sort in ascending or descending 
order.



• Filter by
• Track (symposium)
• Topic/Session
• Submission Status
• Review Status

• Filtering will remain in place as you navigate 
through multiple pages.

Filtering



• View
• Opens a new window to view submission 

details (abstract, authors, draft paper 
submission, revised draft paper submission).

• Click on the navigation links to view desired 
page.

• Manage
• Assign Reviewers
• Make Decision on Papers
• Click on Paper Title to view submission details.

• View Comments
• View Reviewer Inputs

Paper Actions



Assigning Reviewers

• Click on “Add Reviewer” to search the reviewer database.



Assigning Reviewers
• Search by 

• First or last name
• Email address
• Keywords
• Company

• Click “Assign” to add the
reviewer

• Reviewers will receive
an email notification for
each assignment.

• Coming Soon
• The number of papers

assigned to the review
will be displayed.



Can’t Find Your Reviewer

• Go back to the previous screen and click on the “Invite 
Reviewers” button.

• This will copy the URL below to your computer. Paste this 
into an email to your new reviewer.

https://omae.secure-
platform.com:443/a/judgeSolicitationProfiles/create?soli
citationId=139

https://omae.secure-platform.com/a/judgeSolicitationProfiles/create?solicitationId=139


Reviewer Opt-In Guidance
• Make sure your reviewer completes the opt-in process.

• Some new users to ASME stop the process after creating their ASME account.
• THEY HAVE NOT COMPLETED THE PROCESS!!

• Reviewers will see the text below when they have successfully opted-in.

• Reviewers will become available for assignment approximately 30 minutes 
after seeing the above text.

Reviewer Opt-in Step-by-Step Process: http://asmetraining.wpengine.com/reviewer-database-opt-in/



View Reviewer Comments

• Go to Actions > View Comments

• A new window will open displaying all reviewer
inputs

• Go to Reviewer Reports > Reviewer Comments

• This will download a comma separated file (csv) 
with all reviewer inputs that can be imported 
into Excel.



Make a Decision on the Paper

• Go to Actions > Manage

• This will take you to the paper management 
screen.



Make a Decision on the Paper

• Click on the “Decision” tab



Make a Decision on the Paper

• Make your decision selection
• Selecting “accept” will display 

the honors and journal 
recommendation options.

• Topic Organizers can enter optional 
comments for the Track Organizers 
(SCs).

• Fill in the required comments for the 
authors.


	Paper Review Process
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Assigning Reviewers
	Assigning Reviewers
	Can’t Find Your Reviewer
	Reviewer Opt-In Guidance
	View Reviewer Comments
	Make a Decision on the Paper
	Make a Decision on the Paper
	Make a Decision on the Paper

