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The purpose of this manual is to submit manuscript. 



Step1: Start the Paper Entry System.

 When the abstract’s 

submitted and your term 

has come, You’ll receive 

an e-mail from the Paper 

Entry System. 

 Access the URL written in 

the e-mail, then login the 

system with the account 

you’ve already been given.

 In case of password is 

denied, you should 

reissue. 



Step2: Login to the Paper Entry System.

 1st page of you will be 

as right. 

 Choose “Enter as a 

TC/Organizer”. Then 

your job list will be 

indicated.

 Click the paper number 

to be proceed.



Step3: Check the Abstract of the Paper

 Check the paper’s 
content. 

 If the paper meets a 
requirement of the 
conference, select the 
“Abstract approved” 
and click  “Submit” 
button.

 The notification e-mail 
from the Secretariat will 
be sent to the Author.



Step4: Assign Reviewers

 At “Reviews” page, click 

“Assign Reviewer”.

 Input the reviewer’s 

information, such as 

name, e-mail address. 

 Review due date is set 2 

weeks later in default 

setting, that can be 

modified by organizer. 

Then submit.

 At least three Reviewers 

have to be assigned.

*The reviewer could deny reviewing, due 

to the subject mismatch. Then you have to 

find further reviewers.



Step5: Open the Review Comments

 When review results are 
submitted, you will get the 
message in your “Job List”.

 Go to “Reviews” page and 
check the review contents. It is 
necessary to change each 
review status from “Confirmed” 
to “Open” for Author.

 If the review status is “Open”, 
the review comments and 
scores can be seen by the 
Author. (Only the items which 
are disclosed.)



Step6: Draft Evaluation / Case-1 Draft 
Approved

 If the paper has got three 
reviews and the paper 
meets the requirement of 
the conference, go back to 
“Main” page and change 
the paper status to “Draft 
Approved”.

 Give the Author 
SAE/JSAE paper number*.

*The paper number will inform 
from committee to the organizer.



Case 2: Amendment of the Session

 If the session doesn’t 

match to the paper 

content, go to “Message 

Board” page.

 Send the notification to 

the Author via Message 

Board*.

 Send the message to 

Technical Chair to ask 

the amendment of the 

session*.
*The message should be sent 

separately to avoid any trouble.



Case 3: Task for “Approved if Modified” 

 When the paper status 

becomes “Approved if 

Modified”, the organizer 

have to send the e-mail 

to the Author to follow 

the reviewers comments 

and modify of the draft.

 When the revised draft 

is posted, assign the 

Reviewer once again. 

(no matter the same 

Reviewer or not.)



Case 4: Reject the paper

 If the paper doesn’t 

meet a requirement of 

the conference, you 

can reject the paper*.

 In such case, click the 

“Show All Options” 

button, select 

“Rejected”, and click 

“Submit” button.

*You can refer the reviewers 
comments.



Step7: Change Paper Status
to “Final Approved”

 When the Author 

upload the final paper, 

you’ll get an e-mail.

 Login to the system, 

check the final paper.

 If it meets a 

requirement of the 

conference, change 

the status to “Final 

Approved”.



When you change the paper status 

to “Final Approved”, your role is 

finished!

If you have any question,  please contact 

to the office through the following address 

or the Message Board of the system.

Thank you!E-mail: setc2022TC.office@jsae.or.jp


