Manual of J-tech Paper Entry

System For “Organizer”
(Manual for Organizers)

Entry System Login and Basic Page

Check Paper Bibliographic Data and Approve Abstract
Check Draft and Request Reviews by Three Reviewers

Verify the Review and Approve the Draft

Approve the Final Manuscript

[ 1-1 ]Entry System Login and Basic Page

Access the URL below to login

https://tech.jsae.or.jp/setc2019/

When the login page opens, enter your e-mail address and password.

* The first time you log in, you will have to create a password. The procedure to do so is
described on the following page.

J-tech Paper Entry System

if you don't have an account of the conferanca: Liser Regisiratior

If you don't remember your password: Roissus Password

Copyright © Socisty of Automative Enginesrs of Japan, inc. All Rights Resorved

Login page




[ 1-2 ]Entry System Login and Basic Page

[First-time login]

Use the “If you don't remember your password: Reissue

T Dl bt f s o 3917 o

Password” link at the bottom of the page to change your
password.

[ # oot o e

If you don't have an

If you don't

of the User Registration
your g d: Reissue Password\_/T/-

AN

H yous harve fongotien your pasewond, inpet your e-mad
Birmss in e olowing bo and Ch the Bution

You will be asked for your e-mail address when
you click the link. Enter it and click Submit. An e-
mail informing you that your password has been

| = == |

issued will be sent to the address you entered.

You can use the password indicated in that e-mail
to log in.

* Your e-mail address has already been registered with the JSAE.
* Contact us if you do not remember the address you have
registered.

Contact: setc2019TCoffice@jsae.or.jp

e £ e o e o o s . 4 g et

Login page

] Change of Your
Froen: | [JSAE] Secretarat of TEST CONF
Tot | [434E] Ore O | +

User name

Your ID and Password were issued as folows:

o b emmneen] E-mail address
Your PW- MZs)Elfnd

Password

After login the system, ploase change your password

Please login o the system and changa the PW to your own at the
earlieat OppOrunity.

Sincaraly yours,

# This emal (5 Created BMOmBlCaly by Jech Paper
Entry Systerm. PLEASE DO NOT REPLYIE

Office / TestConf2017

Affiliation: Society of Automotive Engineers of Japan, inc.
TEL: +81-3-3262-8213 / Fax: +81-3-3261-2204

E-mail: confoflcadlisen.of.in

Example of sent e-mail

[ 1-3]Entry System Login and Basic Page

[Main Page after Logging In]

Click the [Enter as a TC / Organizer ] button under the Menu for technical Chair(TC) and

Organizer heading. This will bring up the following page.

J-tech Faper Entry System

Test Conferanc 2017

Menu for Author

J-tech Faper Enfry System

Test Conferenc 2017

Manu for Technical Chalr{TC) and Organizor

Erter ana TC .'wuw

Copyright © Sockety of Automotivs Engineses of i

inc. Al Fights Reservad.

I I

|[ sublest ession Lims |

+ Fipmanks on nries o
oo a2 Pacer turmter [ Sort Order  tacansrg [

*When you are done, click "LOGOUT" at

the top right of the screen to log out.

Capyrgni © Sty ol Aumovs Engraeen of Jagen. e Al Right s

Actions page




[ 1 -4 )Entry System Login and Basic Page

Job List

This field shows the jobs you are responsible for as an This is a list of the technical papers
organizer in red. Always check the Job List when you log | @ssigned to you by the Technical Chair.
in You can click on the + Remarks on review

This field is empty if you have no pending organizer tasks. icons link for information on the icons

displayed next to the reviews for the

TAech Poper Enty System = JSAE Paper Number, Paper Status,

Tast Conferenc 2017

Reviews, Title, Subject or Session fields.

= Subject/Session List

' You can view the list of Subjects and

; ] Sessions. You cannot make additions or

modifications from this page.

* Organizers do not perform Paper Status Control, Automatic e-mail, or Conference Info-related

tasks, and therefore do not have access to those pages.

[1-5] Entry System Login and Basic Page

The menu tabs change when you access the paper Jtach Foper Eniry System
details page from either the Job List or the Paper List.

J-tech Paper Entry System T M b e i et e b it 110508

Test Conferenc 2017

User Home > Admin Home > Paper List

H-
Sort Bem A |
M ges for Admini s T |Pepee Btk [—y— (e |
essnion
Job List o froiem ]
+ The Reviewer for the following paper(s) must be assigned: 20178006 O
PRI I [ Paper Status Control |[ A e-mail [ © info || Subject /Sessién List | Paper List page after logging in using the
7 [Enter as a TC / Organizer] button.
+ Search
J-tech Paper Entry System
J-tech Faper Entry System S s S <
Test Conferenc 2017 ANAR Papor Mambn; S0tT0008.
| User Home > Admin Home > Paper Home > Main | Coduthors || Manwscripts || Raviews || Mossage Board
JSAE Paper Number: 20178006 [Paper st | S e st
JSAE Papar Number 2017R008
] Co-Auth ” M - " " M Board Subject (TC's Name} J5AE (One CrarfRW])
I L 2 uets (Two OrglRWH

[rina Tinst

Page shown after accessing the paper
details page from the Paper List page.

Sesslon Decided
+ Click to Change Status




[ 2 - 1 ]Check Paper Bibliographic Data and Approve Abstract

Organizers verify and approve the bibliographic data for the papers assigned to them by
the Technical Chair (TC).

@Check that the content of the bibliographic data for the paper is appropriate for the Subject and
Session, and if so, approve the Abstract.

J-tech Faper Enfry System

. :
Click the [Enter as a TC / Organizer ] button i S hnit
after logging in. This will bring up the following =
page Job List

Paper Status Gontrol || Automatig/@-mail || Conforence info || Subject Session List |
The task below will be listed under the Job List. W e

J-tech Paper Entry System

- The abstract of the following paper(s) must
be approved: 20178006

Test Conferenc 2017

JSAE Paper Number; 20178006

m Codutners || Manuscripts || Reviews || Message Bosea |

Click the paper number, which is presented in o sz e

blue. This will bring up the bibliographic data. [:‘%% ]§;L="T:.u__m !

Check the Subject and Session fields, and = - — —
check that the contents of the Abstract are - :wwﬁﬁ-:mmrwmwwij-w%-
appropriate. e r—— - —

Bibliographic data details page

[ 2 - 2 ]Check Paper Bibliographic Data and Approve Abstract

[No issues with the Subject, Session, or bibliographic data contents]

[No issues with the Subject, Session, or bibliographic data contents]

If there are no issues with the bibliographic data, click on + Click to Change Statusin the
Paper Status field. This will reveal a new option.

Session Decided
Check that it says [Abstract Approved], Paper Status + Click to Change Status
Abstract Approved B Submit

and click Submit. Show All Options
The following dialog box will come up.

) The Papey Status will be changed to:
The Paper Status will be changed to: “Abstract Approved " Do you procesd 7
"Abstract Approved ". Do you proceed ? CH =

Click [OK] to complete the verification of the

bibliographic data.

Confirming the [Abstract Approved] option displays & Peertunber 2017808

Co-futhors || Manuscripts [[  Reviews ]| Message Board |

the following message.

Tha Paper Statis has been changed succosstully,

The Paper Status has been changed successfully.

Abstract Approved




[2-3] Check Paper Bibliographic Data and Approve Abstract

[Error in the Subject or Session]

Use the lUEEEERERREILel to notify the office or the Technical Chair (TC). Do not
change the status before sending the notification.

Click the [MESEI[sMaE]gel tab. This will display the message board.

J-lech Paper Entry Syslem

- If there is an error in the Subject, tick the Milisiesnnlodil

JSAE Paper Number: 20178008 Tithe: tesi_Primary Author: Taro Pre Jidosha

Office check box.

- If there is an error in the Session, tick the I” e

TC check box. = i e
Write a comment in the Message field, and ,'...,:,mm

click the [Send] button.

You will be informed by e-mail when a reply
arrives. The e-mail also includes the content of SHEm TG T=

the reply.

[2-4] Check Paper Bibliographic Data and Approve Abstract

[TestConf2017] You Have a Message in the Message Board, (F20178006) e » = rESRY
From: | |/SAE] Secretaniat of TESTCONF . | Eling - ST S 3100
To: | [JSAE] Two Oy |+

J-boch Foper Eniry System

[SAE] Twe Deg
JBAE Papsr umitsar: 20178000 Tits: test Primary Author: Tars Pra Jisoata

You have the folowing messagd from [JSAE] One ChairiSeciety of Automotive Engineers of Japan, inc)

in the 20178006 Message Bolbre .
- Who the reply is from

[ e | e |l .......l||m

s [ Popar—

| ehacked the document.

Tty Content of the reply

ich frary b mentioned in the abave messhos is not

the file on the Message Board

ch fane.of eutcontR) 1 71

Snconsly yours,

atnd sutomuticaty by J-ech Paper
ASE DO NOT REPLYIE

Al soemative Engl
TEL: +81-3-3262-8213 / Fawe +B1-3-3261-2204
E-mul confoffceiisee.orio

Example of e-mail received when a reply to
a comment is sent.

Log in again, open the relevant paper number, and
e FiiPMessage Board

Change the status after confirming that the Subject
or Session has been properly corrected. Note that
if the change in Subject or Session removes your
access rights, the relevant paper will no longer be
displayed in the Paper List.

[
B we [y )

Message board contents




[ 3- 1 ]JChedk Draft and Request Reviews by Three Reviewers

The author submits a draft manuscript, which is checked by the organizer who

then requests reviews from three reviewers. Ftech Reiber By System
You will receive a notification e-mail when an tor

author submits a draft. When you receive the e-
mail, login and check the paper.

The task below will be listed under the Job List,
- The Reviewer for the following paper(s)
must be assigned: 20178006

J-tech Paper Entry System

Click on the paper number shown in blue.

You will see the “A reviewer for this paper
must be assigned.” message when you open JSAE Paper Numbsr: 20178006 Tit: test Primary Author; Taro Pre Jidosha
the REIEYEIpage. Mo [ cotutrors ][ Maruscrps || IEEER Message Bourd
Disclosure of Review ltoms to the Author
| inciosed namis) [ Scores, Paper Ratings, Comments
| Undisciosed emsis) | Reviewer's Introduction, Recommendation for Joumais

Assign Reviewe:

Copyright © Society of Automotive Enginsers of Japan, Inc. All Rights Reserved.

[ 3-2] Chedk Draft and Request Reviews by Three Reviewers

Before requesting a review, check the contents of the draft manuscript.
Clicking the[YElTaae] tab changes the information shown on the screen.

[Draft Manuscript]
The submission date and time are shown.

Click on the light blue text to download the
paper (in PDF format).

wain —|[co-authors |[ITRNINEN  Roviews ][ mes Note: Always download the item marked

Test Conferenc 2017

User Home > Admin Home > Paper Home > Manuscripls

JSAE Paper Number: 20178006 Title: test Primary Author: Taro Pre Jidosl|

Latest! when downloading a draft.
Draft Manuscript
Status in Author's Page: Uploader Availabl
#The system accepts PDF file only. Send review requests to three reviewers
#1.2018/05/13 18:07 Lalast!l/ after checking the contents of the
S AN TP downloaded draft.

* The organizer him- or herself is

responsible for selecting the three reviewers.
* Reviewers are not selected by the JSAE.




[ 3-3] Chedk Draft and Request Reviews by Three Reviewers

Click the BYENE tab. This will bring up the following
page. The reviewers to whom you will send a request —_———
' |

must be assigned individually. Enter the name of the

reviewer, his or her e-mail address, and the deadline.
Use the [Additional Message] field if you want to add

more information. Click [Submit] after you finish

entering the information.

The message “The New Reviewer has been assigned

successfully. ” will come up. =

Main I[ comutnons ][ uscripts w

Send requests to two more reviewers. Assign the L —
next person by clicking the[Assign Reviewer] button R RN oo eow o G
Undisclosed Itemsis) Reviewnr's Introduction. Recommendation for Journals.
and repeating the steps above.
Review Humber 1 One Pre Reviewsr
Assigned Data 180513 Review Dus Date [1ausa7 Roviewed Dato
Reviot States *Assigned” for this paper )

The previously assigned reviewer is listed.

[ 3 -4 ]Chedk Draft and Request Reviews by Three Reviewers

J-tech Paper Enfry System

Test Conferenc 2017

This task is complete once you have sent

requests to three reviewers. After three Lsac Horma > Admn Homa > PacarHams > Raviews(E3
peOp'e have been aSSIgned, the page JBAE Paper Number: 201780068 Title: test Primary Author: Taro Pre Jidosha
display changes as shown. You can see on [ _ooween [|_seever —

These Reviewers are already assigned in this paper.

that the Review status has been set to

# |Name E-mail ReviewStatus
Assigned. s |Fou o ouoA@ise.rip P

2 | Two Pre Reviewer rav02predjsae.orjp A:g‘::w”“q.m

1 | One Pro Reviewor vl projsae.orjp Asloned
*On rare occasions, a reviewer will refuse =
to review a paper. In such cases, you will Tote . -

have to assign a new reviewer.
Page after review requests have been sent to three reviewers.

Wait for the reviews by the reviewers.




[4 - 1 ]Verify the Review and Approve the Draft

You will be informed by e-mail when the reviewers have

completed their reviews. Login and check the review.

The task below will be listed under the Job List.

- The Draft Manuscript for the following paper(s) must be
evaluated: 20178006

Click on the paper number shown in blue.

You will see a list of the evaluation from the three

reviewers. Check each evaluation. E_.-T'_'I.“"_-‘.:.‘. e — e
e —— = |
M 0 Perfovemmnts Pt i 1
aper Raviewsd by 8 Reviewer. ] )
e e ———
To: | USAE] Two O | + st Home > Adimin Home > Pagar List e —— o
[— [~ 1
o =
This e-mail is sutomatically generated from J-tech Papsr Entry
Syystom by the operation of Mr One Fieviewsr.
USAE] Two Org Job List ] ———
" e i L i — | —
The folkwing peper is Feviewsd by the reviewsr W G Risvharm + The Draft Manuscrigt of the fofowing paperis) must be svauated: 20178006

JEAE Paper Number: 201 78006
Review Number. 1

Primusry Author: Mr. Taro Sdosha -
Titke: tnat +.ERArEn

Puper Status Contre! |[ Automatic a-mail || Conterence info || Subject e

Faase login to the systom from tha following UL and [ - rw Administrator [ - Read only Administrator
proceed to work on
i e s o2 oSk s Page displayed after logging in

E-mail contents

[ 4 - 2 ]Verify the Review and Approve the Draft

Check each evaluation.

The important point here is the action to take based on the evaluations made by the
reviewers. The two main cases below are described in order.

(1) All reviewers have entered [Approved] in the Paper Ratings field.

|ﬁwﬁxﬁm |Rmrwed

(2) The reviewers have entered[ Approved if Modified] :
in the Paper Ratings field. 3:_— =

[Paper Ratings [Aproved if Modified :__ :_—T“-— —




[ 4 - 3 ]Verify the Review and Approve the Draft

[All reviewers have entered [Approved] in the Paper Ratings field.]

[(1) All reviewers have entered [Approved] in the Paper Ratings field.]

[Paper Ratings [Aoproved > A Vi P>

JSAE Paper Numbaer: 201TE006

(1-1) If all reviewers have entered [Approved] in the -
Paper Ratings field, check that the Paper Status is set Papar Satus BT e
to [Draft Approved ] under thel[{Ellgjtab and click R e t
Submit]. L R
[ 1
[ie [vest |

The Papaer Status will ba changed to:

(1-2) The reviewers’ evaluations are made available to the author. “Draft Approved . Doyou proceed 7
Check that the reviewers have selected the [or ] cmen
[Open(The review results are “Open” for the NS e s BTS00 Yok ok At T et
author)Joption under Review Status, and click e —=

Submit. e e s

Since there are three reviews, each of them must R S

180w Reavw Dim Date [swosar e
be Set to O pe n . F,.,..,..Tl, o i ot T — T —

i e o i e o v s |
Show AS Opticrs.

Rurviewer's intraduction
[

]

Make reviews available to the author.

[ 4 -4 ]Verify the Review and Approve the Draft

[The reviewers have entered[Approved if Modified] in the Paper Ratings field.]

[(2)The reviewers have entered [Approved if Modified] in the Paper Ratings field.]

| Paper Ratings |Appmvsd If Modified

The reviewers enter that evaluation in the Comments field. The organizer checks the
contents of the comments. Thel| el Eehkcan be used to communicate with the

reviewers if the organizer has comments on the evaluations.

(2-1)Change the Paper Status to [Draft Approved

User Home > Admin Home > Paper Home > Main

If MOdIerd JSAE Paper Number: 20178006
Check the comments entered by the reviewers,

_ _ _ I cororos [ veruscre ]| | Message &
and if errors have been found in the draft, inform

Abstract Approved

+ Click to Change Status
Paper Status + Click to Change Stalus
Draft Approved If Modified

draft. £ Show All Options
Change the Paper Status to[Draft Approved if /
Modified] from the page.

Tick the [Show All Options] check box to display
that option.

the author of the need to correct and resubmit the




[ 4 - 5 ]Verify the Review and Approve the Draft

[The reviewers have entered [Approved if Modified] in the Paper Ratings field.]

(2-2)Make the review available to the author.
On the page, check that [Open(The review results ar€’Open‘for the
author)]has been selected under Review Status, and click [submit].

Since there are three reviews, each of them must be set to Open.

The author uses the contents of the reviews to correct and resubmit the draft.

JSAE Papor Number: 20178006 Title: test Primary Auther: Tare Pre Jidosha

——
|| Open (The review results are “Open” for the suthor.) Submit | min [ cosuthorns |[ Manuscripn ][ Reviews
| Show All Oplions

| Select the Reciplent
‘Selected Reciplarts (Role) #'You can't sslect suthor and roviewsr
(2-3)Notify the author via the [VErTrIerNsterIzel S BT o0 T o o i i e
e S (1 Kasmiobuslimorsbokeithsorinel
Inform the author of which part of the draft contains errors and s Fa

One Reviewar (Reviewar)

requires corrections. [_m.um
B Toro Socaha (Author) |

Tick the check box next to the author’'s name. Enter a comment in -

the Message field.

You can also upload a document with corrections marked on the
draft submitted by the author.

Click the [sent] button after entering the information. o orsvean arsncsaes

*You will then use the message board to communicate back and

forth with the author several times.

[ 4 - 6 ]Verify the Review and Approve the Draft

[The reviewers have entered [Approved if Modified] in the Paper Ratings field]

(2-4)After the author submits a corrected draft, request

Test Conferenc 2017

new reviews by reviewers. e e

JSAE Paper Numbaer: 201TE006

* Sending the requests to the same reviewers is permitted.

Co-Authors || Manuseripts || Raviews ][ Message Board
Note: Always download the item marked Latest! when ———
downloading a draft. If the reviewer evaluations indicate — Er ) e
there is no problem, click the tab and change the JSAE Paper umber 2ireces |
Subjoct (TC's Name) JSAE (0o ChalRW) |
Paper Status to [Draft Approved ]. Finally, make the I""’“"’""‘"‘“""‘" lz"‘”""'“"‘ . —
Title best
reviews available to the author again. b pasion i
On the page, check that [Open(The review results [or ] oo

are Open” for the author)] has been selected under
Review Status, and click [submit].

JBAE Papor Number: 20178008

(In other cases) If the draft has been deemed inappropriate for a paper.

i . Cohuthors || Manuscipts || Raviews || Mossage
From the BNl page, change the Paper Status to [Rejected]. S—
Tick the [Show All Options] check box to display that option. i B e
ClICk [SmeIt]. |y —— s

The author can no longer correct and resubmit the paper.




[ 5-1 ]Approve the Final Manuscript

You will receive a notification e-mail when an author

submits the final manuscript. Login and check that

M ges for A s
final manuscript.
Job List
= The Final Manuscript of the following paper(s) must be checked: 20178006
The task below will be listed under the Job List. v,
Paper List ] Paper Status Control " A l’ e-mail " Confi Info " 5
- The Final Manuscript of the following paper(s) must * Search
be checked: 20178006 a _ L
i . [ Main ” Co-Autliors I
Click on the paper number shown in blue. 7 -

The [UERIEEgsls page opens. Draft Manuscript

Use the Final Manuscript field to check that the file has ke I S tiore Rages| poacon fvealen®

been submitted. Click the date and time to download

the file. - -
Final Manuscript
Note: Always download the item marked Latest! Check Status in Author's Page: Uploader Available

#The system accepts PDF file only.

#1 2018/05/13 18:07 Latest!

#The system accepts PDF file only.
¥ Please update paper title, authors in your pager in the syste:

. . - #The PDF d fi i ded i h
Since corrections were made at the draft stage, it is ¢ PR converted final manuserpt can be (ploaded info |
#1 2018/05/13 23:14 Latest!

the contents of the final manuscript.

unlikely that there will be problem at the final stage.

[ 5 -2 ]Approve the Final Manuscript

In thepage, check that the Paper Status is set to

[Fina| Approved], and click [Smelt] User Home > Admin Home > Paper Home > Main
JSAE Paper Number: 20178006
Lastly, you must check that the title and names of the MI Couthors || Manuscripts ][ Roviews [ e

author, and co-authors have been entered correctly. If
everything is correct, tick the “I have confirmed the data.” i
check box and click OK.

|45AE péper Number 20178006
= — == .

The Paper Status will be changed to:
“Final Approved *. Do you proceed 7

Please check that the i on the final Is equal to the data on the Paper Entry System.
(The data on the system is used for the Final Program)
>>PDE filg of the fingl Manuscript =5

Tw, . o O e T RO TP /

| Primary Author: Mr. Taro Pre Jidosha (ABCDE Institute of Technology)

: This concludes the procedure for an
#1 Mr Taro Pre Jidosha (author01pre@jsae.or.jp) i
: I have confirmed the data.

organizer to check one paper.

Ok Cancel






