Easy Chair Instructions
(to submit project papers and review other students’ papers)

Set up an Account
First, you will need to set up an account (username and password). Go

to [http://www.easychair.org/conferences/?conf=gsrcece2014.

This link will bring up a login page for the course (Figure 1). Select on the link at the
bottom to set up an account.

B Loo in te CaswChair for GSRC >
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= 17487537 .51DOOjUxrniHujMinx

casychair .org/account/signin.cgi?k
Log inmn to EasyChair for GSRC-ECE-2015

EaswChair uses cookics For usScor authentication. 10 UsSce EasyChair, you
Shodld allow your Browsar to save cooklas frorm easychalr.org

Sk P o

If you have nNo Easychalr account, create an account
Forgot vour passwordy click hors
FProblems to loa in? click here

Copwright 5 2002—201=2 CasyChair

Figure 1. The login page of Easy Chair for GSRC-ECE-2015

This will take you to a new page (Figure 2). Select the link to obtain an account.

How to log in to EasyChair

Using Your EasyChair account

To log in to EasyChair, you must have an EasyChair acg#flnt. If you used EasyChair after the 9th of January 2007, then you have such an account, If you do not
have an EasycChair account, click here to obtain one.

If you have an EasyChair account but forgot your user name or password, click here to retrieve them.

Login problems
1f clicking on EasyChair links repeatedly brings you to the login page please read the following.

1. To use EasyChair you must enable cookies on your browser. Please check that you have cookies enabled.

2. EasyChair will automatically terminate your session after two hours of inactivity, so it is normal that you are asked to log in again if you did not work with it for
more than two hours. Another possible reason for this problem is the use of two different browsers or two different computers to access your EasyChair
account. For security reasons, EasyChair does not allow for a simultaneous access of the same account from more than one browser or computer,

3. If you have any other problems which prevent you from logging in, please contact the main EasyChair dewveloper.

Figure 2. Obtain an account

You will then be directed to a page where you will enter in your information (Figure 3).
You will need to do an image recognition test and enter your name, secret word and

email address.
Obtaining an EasyChair Account

One cannot use EasyChair without first creating an account. This is done ta prevent misuse of the system. To create an account, you should do the fallawing steps

1. Type in your email address and a secret word in the form below. The email address must be your email address. The secret word can be any combination of
letters having at least five letters. You should remember the secret word, you will need it to create an account.

2. After that, EasyChair will send you further instructions on obtaining the account by email to the email address you specified. You have to remember the secret
waord, it will not be included in the email.

When you have an account, you will no mare need to remember the secret word,
MNote that the most common reason for failing to obtain an account is an incorrect email address so please type your email address correctly

Please enter the words you see in the box, in order and separated by a space. Doing so helps prevent automated programs from abusing this service. If you are not
sure what the words are, either enter your best guess or click the reload button next to the distorted words,

drenches AT\
| GNFTFH

also, fill out the following form

Typs the two worcs

First name(™;
Last name:
Secret word:

Email address:

Press this button to cor e

) Note: leave first name blank if you do not have ane. If you are not sure how to divide your name into the first and last name, read the Help article about names.

Figure 3. Enter information to set up an account
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https://easychair.org/conferences/?conf=gsrcece2015

You will receive an email that looks similar to Figure 4. Follow the link in the message to
create an actual account on Easy Chair (username and password).

o H T 1 [
ot TR

EasyChair to me show details Aug 24 (2 days ago) | 4 Reply

Dear  vow name

YWe received a request to create an EasyChair account

for you. To create an account, please visit the Web page /

bitp: e, easychair orgfoconferencesfaccount_create coi?iid=17220; code="1vTwT3dc7 ZIEvHI0d
Y ou will have to use the secret ward you typed inwhen you

made the application. Your application will be stored

on our server for 5 days and then deleted, so if you

do not create your account within 5 days, you will have
to apply again.

The request came from the |P address ¥our [P address (o0 pave not
applied for an EasyChair account, we kindly ask you to visit

hittp: Sy easy chair orgfconferencesfaccount_create. cgidcancel=dW haad: id=17820

instead: we are logging IP addresses from which fake
applications have been made.

Best regards,

EasyChair Messenger.

This email has been sent automatically. Flease DO NOT
reply to this email.

v

Figure 4. Login Email

Submitting a Paper
Go to the link https://easychair.org/conferences/?conf=gsrcece2015. and enter your login

information. This will take you to the main page (Figure 5a). Along the top of the page

IS a menu. You can view a list of previous submissions by selecting Overview. To see

specific information on the previous papers submitted (e.g., the authors, abstract, time of
submission) select any identified papers across the top of the menu (e.g., Paper_1 on the
menu). The CSCI1106_0 link provides information about the course (see Figure 5b) and
EasyChair menu item allows you to view the settings and go to your account information

(see the drop-down menu in Figure 5b).
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https://easychair.org/conferences/?conf=gsrcece2015

c Help Log ouk

Mew Submission GSRC-ECE-2015 EasyChair

GSRC—ECE—2015 Download conference calendar

Conference Information

Ascronym of the event: GSRC-ECE-2015

Mame of the ewvent: Graduate Student Research Conference - ECE, 2015
Web site: http://www.ece.concordia.ca

Contact emails: not provided

Submission page: https://easychair.org/conferences/?conf=gsrcece2015

Important Dates

description dates
conference 2015-02-12 - 2015-03-13

Figure 5. Main Page and Menu Items
To make a submission, first select New Submission and select the appropriate
“module and class section (Figure 6). Press Continue.

c Help Log out

New Submission GSRC-ECE-2015 EasyChair

Select a Track

Please select the track relevant for your submission and click "Continue".

GSRC-ECE-2015
PhD Program
MEng Program
MASc Program

Figure 6. Select the module and class section for the paper

You will then be directed to the submission page. First fill in the correspondence
information (Figure 7). Use the Department of ECE Address and Fax Number:

Department of Electrical and Computer
Engineering ,

1455 de Maisonneuve Blvd. West, EV05.139
Montréal, Québec,

Canada, H3G 1M8

Fax: (+1) 514-848-2802
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B Wew Submission for GSRCEC X

€« (& https://easychair.org/conferences/submission_new.cgi e =
c Help Log out W

New Submission  GSRC-ECE-2015  EasyChair

New Submission for GSRC-ECE-2015

Follow the instructions, step by step, and then use the "Submit" button at the bottom of the form.
The required fields are marked by (*). =
More information about submission to GSRC-ECE-2015 can be found on GSRC-ECE-2015 Web site.

(GSRC-ECE-2015)
Authors

For each of the authors please fill out the form below. Some items on the form are explained below.

« Email address will only be used for communication with the authors. It will not appear in public Web pages of this
conference. The email address can be omitted for authors who are not corresponding. These authors will also have no access
to the submission page.

» Web site can be used on the conference Web pages, for example, for making the program. It should be a Web site of the
author, not the Web site of her or his organization.

« Each author marked as a corresponding author will receive email messages from the system about this submission. There
should be at least one corresponding author.

Author 1 (click here to add yourself) (click here to add an associate
First name” (*):
Last name (*):
Email (*):

Country (*): v
Organization (*):
Web site:

Corresponding author: [ |

Figure 8. Author Information

Enter the title of the paper and the abstract (Figure 9). You can copy and paste

your abstract from your actual paper into the text box.

Title and Abstract
The title and the abstract must be plain text, they should not contain HTML elements.

Title: (*) |Title of Paper

Copy and Paste your shstract for the paper here....

Abstract: (*)

Figure 9. Paper Information
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Enter at least two key words that describe your paper (Figure 10). For example, for the
Dreamweaver module you might enter “Web Site” and “Design”.

Keywords
Type a list of keywords to characterise your submission. You must specify at least two keywaords,

Keyword 1: |m§,r first keyword

Keyword 2: |m§,r second keyword

Keyword 4: |

|
|
Keyword 3: | |
|
|

Keyword 5: |

Figure 10. Keywords

Finally, you will need to submit the actual paper (Figure 11). Your submitted paper must
be in PDF format. Select Choose File and a file dialog box will appear. Select the paper
you want to upload to the site.

Open @

Laok in: ‘@Dreamweavel V| 0 ? ? '

[CdreamweaverTutorial

J (el Tutorial

Recent [Chimages

= wiki_Folden
=
@

Desklap A

0 keywords,

My Diacuments

b E. li \
Iy Computer File name: ‘ \ v| I Open I
\
Files of type: ‘ \ vl [ Cancel l
My Netwark [0pen as rE\un\y

Upload paper
The paper must be in the POF form, ile extension .pdf). If you submit only an abstract, then tick the only abstract box, else upload the paper.
The file name, including the gi#Bctory part, must contain only Latin-1 characters. If it contains any other (for example, Chinese) characters, then some

browsers will not pass t e name correctly and you will get error messages.

File: | Choose File | Mo file chosen Abstract Only: [

Figure 11. Upload your paper (in PDF format)

Once the paper has been received by the site, you can submit your paper and the
information by pressing the Submit Paper button at the bottom of the page (Figure 12).

Ready?
If wou filled out the form, press the 'Submit Paper' button below, Do not press the button twice: uploading may take time!

Figure 12. Submit the Paper

The corresponding author will receive an email confirming the submission.
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To Review Papers

In addition to doing a paper for each module, you will have to do individual reviews of
other students’ papers. You will use Easy Chair for this purpose as well. First, you will
receive an email requesting you to review a paper (Figure 13). It will contain the authors’
names of the paper and the title. As well, there will be a link to follow in the email. If you
are not already signed into Easy Chair you will have to sign in using your login
information.

EasyChair show details 5:41 PM (23 hours ago) | 4 Reply ¥

Dear Your MName

| am the instructor of CSCIT106-02. Could you please write
a review far me on the following paper submitted to CSCH 106-09:

Murber: 2
Author(s): Authors’ WNames

Title: Title of Repoxt

The instructions on how to access the submission and submit your
review can be found at the bottom of
this letter.

| need to receive the review by August 28, 2009

Best regards,
Your Instructor

To access the submission please wisit the Wieb
page

http: ffweeeee easychair orgfconferencesfrevreguest view. cgitcode=udfcDgkBRZOofMRGERla

This Web page also contains instructions on how
to answer yes/no to the CSCM108-09 PC member

Figure 13. Email request to do the review

You will then be directed to a review home page. Here the detailed information of the
paper you are to review will be displayed (title, keywords and abstract) (Figure 14). Also,
at the bottom of the page all email correspondences related to the review are included. On
the page, in the top right-hand corner there are two options: Download submission and
Answer Request. Select Answer Request.

Easy Chair Instructions 6




Review Request

Your instructor’s name + email requested you to review the following submissian for D load submissi

CSCI1106-09. ¥ou can use the menu on the right for further actions, To agree or not to S e el

agree to review the paper or to communicate with instructor click on "Answer request". Answer request
Paper 2

Title: Title of Report

Keywords: Keyword 1, Keyword 2

Abstract of Paper....

Abstract:

Time: Aug 26, 20:24 GMT

Emails

Below you will find the email exchange between you and alex Brodsky concerning this paper. All times are GMT,
Time: Aug 26, 20:41

Who! Your instructor's name

Subject: CSCI1106-09 submission review request

Dear ...,

I am the instructor of CSCI1106-09, Could you please write
a review for me on the following paper submitted to CSCI1106-09:

Figure 14. Review Page

You need to indicate that you will do the review. In the text box, write “I will do the
review”, and then select “I agree to review the submission” (Figure 15). Once you send
the message, an email will be sent to yourself and your instructor.

Review Request

To answer the review request you should choose the appropriate action and edit a message to your instructor. The
message will be sent by email to your instructor with a copy to you. Only your instructor and you will have access to the text
of the message. If you choose not to send the message, vour instructor will receive a notification about your decision. You
can choose one of the following actions.

Agres to review
In this case you should select "I agree". The message is optional.

Mot agree to review
In this case you should select "I do not agree". The message is optional, howewver, you may think of suggesting
names of other potential reviewers.

Postpone your decision
Select "I will decide later". The message is then required. You can, e.g., ask your instructor for further information in
the message.

Subject: |Your review request for CSCI1106-09 submission 2

Message: || il do the review.

® 1 agree to review this submission
O 1donot agree to review it
O 1 will decide later

Send message

Figure 15. Answer the Request
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After you send the message you will be returned to the review home page. In the top
right-hand corner there will be two options: Download submission and Download review
form (Figure 16).

Review Request

‘four instructor’s name and email requested you to review the following submission for O load submiss
CS5CI1106-09. You can use the menu on the right for further actions., eiiegd e _m'SS'on
Download review form

Review Form

Figure 16. Review Options

Select Download submission (get the paper to review). A file dialog box will appear you
can then select the directory that you want to download the paper into (Figure 17) and
press Save.

Dow =Lk O
Save in: ‘lﬁ Dreamweaver v| (€] 2 M- Download review form
; [ChdreamweaverTutorial; bon it will be possible to enter
__,J IZhtmiTutorial rodsky
Recent (D)Images

T wiki_Folders

Desktop

My Documents

g

My Computer

File hame: |csc\1 10B09_submission_1 v | [ Save ]

Save as lype: |AdobeAcrobalDocumant vl [ Cancel ]

My Hetwork,

Figure 17. Download the paper

Next, download the review form (Figure 18). Select the directory to save the file and
press Save.

Save As @

Download submission
Save it | [ dreamweaverT utorial v O o =
| | O Download form
- () dreamieaverimages
',_J ) FinalPDFTUtorials h it will be possible to enter
Recent @setUpRemoteServer m
E] O _notes
T
Desktop
My Documents

My Computer

File name: | review_form_1 hd | [ Save l

g Save as type: |Te:-:tDocument v| [ Cancel ]

by M etwork

Figure 18. Download the Review Form
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The form is a text file (Figure 19). You can either open it in Notepad or in Word but after
adding the review to the form, save it as a text document (.txt).

——— For vyour convenience, this form can he processed by EasyChailr
——— automatically. You can £ill out this form offline and then
——— upload it to EasyChair. Several review forms can he uploaded
——= simultaneocusly. Fou can modify your reviews &= mahy Cimes as
——— FOu Wantc.

——— When f£illing out the review form please mind

——— the following rules:

——— (1) Lines starting with --- are commnents. EasyChair will

- ignore thew, Do not start lines in your review with ———
- az they will be ignored. You can add comments to the

- review form or remove them

——— [2) Lines starting with **% gre used by EasyChair. Do not
—— remove or modify these lines.

e REVIEW FORM ID: Z46l1385::149063

wew JUBMISILON NUMNEEER: 1

##% TITLE: paper Title

#%% BTTTHORS: Authorl, Author2
*#+%% P MEMEER: Instructor's Hame

*#% REVIEW:

—-- Flease provide & detailed rewview, including justification for
——— wour scores. This review will be sent to the authors unless
—=——  the PC chairs decide not to do so. This field i= reguired.

#=#* REMARKS FOR THE PROGRAMHME COMMITTEE:

- If you wish to add any remarks for PC menbers, please write
———  them helow. These remarks will only he used during the PC
——= meeting. They will not bhe sent to the authors. This field is
——— optional.

Figure 19. The Review Form

There are seven areas on the form that you need to fill in (the review itself, the overall
evaluation grade, the reviewer’s confidence level, the presentation grade, the analysis
grade, the soundness grade and the discussion grade). You should refer the guidelines for
the project review in your notes for more details on the specifics of the review content.

The Review
Under the Review use the guidelines for writing a review and enter it here (Figure 20).

*** REVIEW:

--— Please provide a detailed review, including justification for
-—— your scores. This review will be sent to the authors unless
--— the PC chairs decide not to do so. This field is required.

Your review goes here

Figure 20. Where to enter your review
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Overall Evaluation
Next, you will enter your overall evaluation of the paper (Figure 21). To decide on an
overall evaluation grade, you should consider how you graded the paper based on the
presentation, analysis, soundness and discussion (see below for a description of these
attributes). In this case consider that:

3 represents an excellent paper

2 represents a good paper

1 represents a fair paper

0 represents an poor paper

-1 represents a fail paper

-—- In the evaluations below, uncomment the line with your
-—--— evaluation or confidence. You can also remove the

-—— irrelevant lines

*** OVERALL EVALUATION:

-—— 3 ((A) Excellent paper)
-—— 2 ((B) Good paper)

-—— 1 ((C) Fair paper)

-—— 0 ((D) Poor paper)

-—— -1 ((F) Fail)

Figure 21. Overall Evaluation

When you have decided what overall evaluation to give, you need to uncomment your
choice (delete the three dashes “---") and delete the other choices in the review document
(see Figure 22).

-—- In the evaluations below, uncomment the line with your
--- evaluation or confidence. You can also remove the

—-—— irrelevant lines

*** OVERALL EVALUATION:

2 ((B) Good paper)

Figure 22. The Overall Evaluation Grade after the other choices have been removed

Reviewer’s Confidence

Next enter the Reviewer’s Confidence (Figure 23a). This has to do with how
knowledgeable the reviewer is on the paper topic. You should consider yourself a “4”.
Make sure you uncomment your choice and delete the other options (Figure 23b).

*** REVIEWER"S CONFIDENCE:

(expert)
(high)
(medium)
(low)
(null)

|

|

|
OFRrNWAMA

23. a) Reviewer’s Confidence Choices

*** REVIEWER"S CONFIDENCE:

4 (expert)

23. b) Reviewer’s Confidence Grade after the other choices have been removed

23. Reviewer’s Confidence
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Presentation

Next you will grade the paper on its Presentation (Figure 24a). Again, once you have
made your choice, uncomment your choice and delete the others (Figure 24b). When
grading the presentation consider: is the paper well-written, spell-checked, grammatically
sound, understandable, well-formatted, includes proper citations, etc.

*** PRESENTATION: from 1 (lowest) to 5 (highest)

5 (excellent)
4 (good)
-—-- 3 (fFain)
2 (poor)
1 (fail)

Figure 24. a) Presentation Choices

*** PRESENTATION: from 1 (lowest) to 5 (highest)

3 (fair)

24. b) Presentation Grade after the other choices have been removed

Figure 24. Presentation

Analysis

You will also grade the authors’ analysis in the paper (Figure 25a), uncomment your
choice, and delete the others (Figure 25b). The analysis refers to how the authors
analyzed the proposed approaches. You should consider: are the assumptions and
justifications of the approaches clearly described; does the reasoning behind the
justifications make sense; are there any issues that were not accounted for based on the
authors’ assumptions and justifications?

*** ANALYSIS: from 1 (lowest) to 5 (highest)

(excellent)
(good)
(fair)

(poor)
(fail)

|

|

|
RNWkAO

Figure 25. a) Analysis Choices

*** ANALYSIS: from 1 (lowest) to 5 (highest)

4 (good)

25. b) Analysis Grade after the other choices have been removed

Figure 25. Analysis

Soundness

You will grade the paper based on the soundness of the paper (Figure 26a). Then you
need to uncomment your choice and delete the other choices (Figure 26b). To grade the
soundness of the paper (the soundness of the proposed solution/s), consider: do the
proposed solutions work as intended? How does the working project compare to the
description in the paper.
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*** SOUNDNESS: from 1 (lowest) to 5 (highest)

5 (excellent)
4 (good)
--—- 3 (fair)
2 (poor)
1 (fail)

Figure 26. a) Soundness Choices

*** SOUNDNESS: from 1 (lowest) to 5 (highest)

5 (excellent)

26. b) Soundness Grade after the other choices have been removed

Figure 26. Soundness

Originality

Next you will give the paper’s originality a grade (Figure 27a). Then uncomment your
choice and delete the other choices (Figure 27b). When considering the originality
consider how novel or ingenious the solution(s) are. For example, an approach that was
described during the tutorial is less novel than one that the authors developed by
themselves. Of course, if the approach does not work, this takes away from the
originality.

*** ORIGINALITY: from 1 (lowest) to 5 (highest)

(excellent)
(good)
(fair)
(poor)
(fail)

|

1

1
RNWkRO

Figure 27. a) Originality Choices

*** ORIGINALITY: from 1 (lowest) to 5 (highest)

4 (good)

27. b) Originality Grade after the other choices have been removed

Figure 27. Originality

Discussion

The last attribute you will need to grade is on how well the discussion was in the paper
(Figure 28a). Again, uncomment your choice and delete the other choices once you have
decided the grade (Figure 28b). To grade the discussion consider: did the authors
mention related work, and did they discuss possible improvements or further work in the
outlook section. A clear separation between facts and interpretations is desired.
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*** DISCUSSION: from 1 (lowest) to 5 (highest)

5 (excellent)
4 (good)
-—-- 3 (fFain)
2 (poor)
1 (fail)

Figure 28. a) Discussion Choices

*** DISCUSSION: from 1 (lowest) to 5 (highest)

3 (fair)

28. b) Discussion Grade after the other choices have been removed

Figure 28. Discussion

Submitting the Review

Once you have finished your review, save it (as a text file) and email it to your
instructor. There is an email link embedded in the web page (Figure 29). In the future
you may be able to submit your reviews directly to Easy Chair. In this case, your
instructor will provide you with instructions.

Review Request

‘four instructor's name and email  requested you to review the following submission for
CSCI1106-09, You can use the menu on the right for further actions.

Download submission
Download review form

Review Form

Currently, there is only one way to submit a review: by sending it to the programme committee memb asked you
to review it. Soon it will be possible to enter the review directly to EasyChair. Please downlo review form using

the menu on the right, fill it out and send it by email to Your instructor’s name and email

Figure 29. Email your Review to your Instructor

Declare: This file was created by the Conference CSCI1106. Some modification are made for ECE
GSRC-2015.
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