Instruction Manual for Conferences in Digital Commons@Georgia Southern:

Review Process:

Login into your Digital Commons account by clicking on My Account and entering your conference’s email
and password. To start the review process, click Manage Presentations either from the menu at the top of the
homepage or through your My Account page.

Homepage:

Configuration Manage Presentations Reports

OINFORMATION LITERACY

Home = GAINTLIT

Enter search terms:

I || Search |

I in this collection v |

GEORGIA INTERNATIONAL CONFERENCE ON INFORMATION LITERACY

Advanced Search

i —————
My Account Page:
EORGIA INTERNATIONAL CONFERENCE ON INFORMATION ADMINISTRATOR TOOLS
LITERAC
Manage Presentations Access tools to manage submissions and editorial
function
Upload Upload new presentations
Reports Yiew readership statistics
Configuration Addiremove editor privieges and other system setting
changes
Mailings Yiew Subscribers, add to mailing lists, announce papers

Once you are in the Manage Presentations section, skim to see if there is a red dot. This indicates that you
need to complete an action. “Last Event” will state where the proposal is in the submission process. If it
shows “Initial submission,” it needs to be assigned reviewers. (It may also say “Revision uploaded” if the
presenter edited it after its initial submission.) Click on the title to complete any actions (review process,
decision letters, posting, etc.).

i Date of Waiting for Locked by )
YD Presenter Title Last Event Type Submitted
1o Last Event Administrator e Administrator
1009 Ashley D. Lowery This Is a Presentation Title. Initial submission Wed Feb . Presentation 2014-02-12
12 2014 (Open Access)
1004 changed first name Testing Review Rubric 2 Revision uploaded Wed Feb - Presentation 2013-12-27

changed name 12 2014 (Open Access)



After clicking on the title of a proposal, you will see the Submission Metadata page. Click “Yes” in the drop
down menu near Locked by Administrator. This will prevent presenters from editing their proposal during
the review process. Once it is locked, click on Reviewers on the left-hand menu to request reviews of this
proposal.

Fresenanons

Title: This Is a Presentation Title.
Batch upload XML
Presenters: Ashley D. Lowery

Batch upload Excel Last Event: Initial submission (Wed Feb 12 2014)

Batch revise Excel Waiting for Administrator: | Yes ¥ |  Locked by Administrator
Manuscript: #1009

Presentation details

Preview Presentation

Submission Metadata
Reviewers

Revise Presentation Metadata Field Value

View revisions
Presentation Title  This |s a Presentation Title.
Supplemental Content
Register decision Presenter Information  Author #1
Post . - . . -
First Presenter's Mailing ~ First Presenter's Mailing Address
Withdraw Presentation Address

From the Reviewers screen, locate the reviewer’'s name by clicking “Master List of Reviewers.” Select the
reviewer and click “Suggest Reviewer(s).”

Suggest Reviewers:

» enter new reviewer /
» from Master List of Reviewers [Modify List]

» from Author List

(2)

There are currently no reviewers assigned.

Suggest Reviewer(s) from Master List of Reviewers

Find potential reviewer(s) with IA 'beginning the Last Name ¥ | Sort

[ Last Name v || Find | | Show All

Lastname beginswith ABCDEFGHIJKLMNOPQRSTUVWIXYZ

Showing 1-2of 2

L Suggest Reviewer(s _' Clear Selection |

SelectiLast First Institution|Subject Area / AssignedOutstanding Recent Average Time |Author?
Name Mame Motes requests " reviews (L EVES]
[ ) (past 12
. months)

Antoinette Marie 0 X 3 1 (details) Mo
Antoinette Marie il 0 Mo

If you cannot locate the reviewer from the Master List of Reviewers, you can type in a new reviewer by
clicking “enter new reviewer.” Only the reviewer’s email address and first/last name are required. Click on
“add to Master list of Reviewers” if you want to suggest them to review in the future.

New reviewer ®

Suggest reviewer

dd to Master List of Reviewers
Figlds in red are reguired.
Subject Area/ Motes: I

Email address *

FirstiGiven Hame *

LastFamily Name *

|
|
Middle Initial I
|
|

Suffix

Institutional Affiliation Not on list? Please enter name in full.

|Elegin typing...




After you have suggested a reviewer, it will show up in a list on the Reviewers page. Click “request” for each
reviewer.

#1 Marie Antoinette suggested review history histary @

Oplions

When you see this email, click “Send.” (An email will not send.)

Request Review from Marie Antoinette

Review due date: . |02|f22l,'2014

|1[] days after reviewer agrees to review.
From: Ashley D. Lowery =alowery@ageorgiasouthern.edu= ( send Bezcilinlboilosnlie
To: Marie Antoinette =marie1793antoinette@agmail.com:= g' P |

Cc "Ashley DL Lowery”

Attachment 1: Choose File | Mo file chosen e

Subject:
o

Body (Mote: "DaYS_ALLOWED” will be replaced with text of time allotted for the review as above)

Pefl0023mnsvnllimmaidJennl Snnxcni 8 lnmbnecKIZERE652 TENNEVEO S 9mms=im

Click “Commit for Reviewer.” This will send the email to the reviewer.

#1 Marie Antoinette requested: Today 11:10 AM PST review history history

Options

re-request withdraw reque ommit for reviewerydecline for reviewer

On the Manage Presentations page, it will state “Reviewer commits to review.” You do not need to do
anything until it states “Review completed.” When it states “Review completed,” click on the Title then
Reviewers on the left-hand menu.

1006 changed first name test presentation 10 Feviewer commits to FriJan 10 . Presentation 2014-01-10
changed name review 2014 (Open Access)

1005 Barry Manilow Manilow's Presentation on Mandy Review completed Wed Feb . Presentation 2014-01-08
122014 (Open Access)

On the Reviewers screen, it will state the reviewers’ recommendations. To view their comments, click on
“View.” (If you have your rubric in Google Forms, login to your general conference email and click on “Drive.”
From here you can locate the form and the responses.)

Options

Hide Save Changes |

Sep 4 2013 3:.46 PM PDT #1 Barry Manilow Accept [
Today 08:04 AM P3T #3 David Cassidy Accept with minor revisions view [
Today 08:04 AM PST #4 Ashley D. Lowery Major revisions recommended view

Today 08:05 AM PST #5 Marie Antoinette Reject view



Download the file on the next page to read the reviewers’ comments by clicking on the file near “Referee
report.” You will also be able to view the additional comments/cover letter that are only intended for the
Conference Chairs on this page.

Review by Reviewer #1: Marie Antoinette <marie1793antoinette@gmail.com=

« Recommendation : Accept with minor revisions
» History:
o Reqguested: Feb 3 2014 08:24 AM PST
o Committed: Feb 3 2014 08-24 AM PST
o Due date: Feb 13 2014 11:59 PM PST
o Submitted: Feb 3 2014 08:34 AM PST

Reviewer Cover Letter (visible only to administrators):  Printable version  Plain Ascil

Thi=z iz a cover letter.

Referee repurt:

When you ready to send the decision letter, click on Register decision on the left-hand menu. Choose the
decision from the drop down menu and click “Register decision.”

B LRI e S -

Preview Presentation Administrator Decision for "This Is a Prezentation Title.

Revi Select the decision Q Do not email the decision letter.
suiewers Based on your selection, a message to the pre ers appears below. Revise that message as necessary. then click "Register
Revise Presentation decision” to record your decision and notify the presenters. "ATTACHMENT_LINK. will be replaced with a link to any uploaded

attachments.

View revisions

Supplemental Content To: Ashley D. Lowery Register decision Reset to boilerplate
7 ) -

Register decision Cc: The Administrators

Post Attachment 1: Choose File | No file chosen =]
) ) Subject:

Withdraw Presentation

History Salutation (sent to authors only):

|Eear Lshley D. Lowery A|

Administrator Notes

Close track Bgdyj

Preview site Do not click 'Register decision' without selecting an action (abovwve).

Update site

For those allowing revisions:

When the presenter has submitted a revision (indicated by the red dot and the statement “Revision uploaded”
on the Manage Presentations page), click on the title and view the revisions. If the revisions match the re-
viewers’ comments, then hit Register decision and send the acceptance letter. If the revisions are correct,
send another Accept with Minor or Major Revisions email. In the email, reiterate what they need to change.
(You can type individualized comments into the email template.)

1004 changed first name Testing Review Rubric 2 Revision uploaded Wed Feb » Presentation 2013-12-27
changed name 12 2014 (Open Access)



Creating the Schedule:

After you have accepted/rejected the proposals, you can create a schedule and post it into Digital Commons.
The schedule can include the start and end date of the presentations and the location in the building it will be
held. You can do this two ways: Revise submissions individually or Batch revision.

Revise Submissions Individually:

Click on a title of an accepted presentation. From the Submission Metadata page, click Revise
Presentation on the left-hand menu.

Submission Metadata
Reviewers
w Metadata Field Value

View revisions

Presentation Title  This is a Presentation Title.
Supplemental Content

Register decision Presenter Information  Author #1

Post
First Presenter's Mailing  First Presenters Mailing Address

Withdraw Presentation Address

First Presenter's Daytime  First Presenters Daytime Phone Mumber

History Phone Number

Administrator Notes
Second Presenter's Mailing - empty -

Naricinn | attare

On the Submission Form, state the time you want the presentation to start and end as well as the location of
that the presentation.

Location

Event Location

Presentation Year

Yearl

Start Date

Hour| 00 ¥ |Minute| 00 ¥ |Day|/-- ¥ Month| -- T |Year
End Date

Hour| 00 ¥ |Minute| 00 ¥ |Day|/-- ¥ Month| -- ¥ |Year

Click “Submit” at the bottom of the form.

[Cancel |Cgubmit)

Thiz may take a while. Please only click ance.



Batch Revision:
While in the Manage Presentations page, click on Batch revise Excel on the left-hand menu.

_ Manage Presentations [RUVGETRE R IR Usage Reports  Configuration Mailing Lists My Account

Presentations @

Batch upload XML Show these presentations:

State: | Not yet posted v | | show all presentations v
Batch revise Excel
Reviewer List Last Name MRE v I

Reviewer Report

On the Batch Revise page, generate and download the Excel spreadsheet. This spreadsheet will list all the
information associated with each submission. In this Excel sheet, you can edit the start/end date times,
which will create your schedule on the site. After editing the spreadsheet, choose the file and upload it.

Batch Revise

To revise content via an Excel spreadsheet:

1. Generate a spreadsheet of current data from Curriculum Studies Summer Collaborative: | Generate

2. Download the data from the Spreadsheet History below.

3. Revise spreadsheet

4. Upload revised spreadsheet:

| Ghoose File |No file chosen Upload
Spreadsheet History
Date & Download © Delete
& Tue Feb 18 15:08:01 2014 PT Download Delete
A B C D E F G H
1 _Start date Yend date disciplines author! fname " author! Iname " author! email " author! institution
2 Test Submission 1 2013-01-01 00:00 2013-01-01 00:00 Business FirstName LastMame
3 |Test Submission 2 2013-01-01 00:00 2013-01-01 00:00 Physical Sciences FirstName LastName
4 Test Submission 3 2013-01-01 00:00 2013-01-01 00:00 Life Sciences FirstName LastMame
5 |Testing Review Rubric 2013-01-01 00:00 2013-01-01 00:00 Arts and Humanitie changed first name changed name author39@pryan.b Edith Cowan Unive
6 | Testing Review Rubric 2 2013-01-01 00:00 Arts and Humanitie changed first name changed name author39@pryan.b Edith Cowan Unive
|| 7 Manilow's Presentation on Mandy Arts and Humanitie Barry Manilow bmanilow007@gm

You will get an email confirming that you want to make these revisions. If you accept the changes, you will get
another email requesting you to update the site.

Email 1: We have received gaintlit xls_\Wed_Feb_12_06_42_56_2014 xls. Please review the following summary and accept or
cancel your revisions.

Submissions: 9

Submissions Revised: 5 (55.56%)

MNew Submssions: 0 (0.00%)

Columns Revised: embargo_date, end_date, start_date
Cells Revised: 14 {3.46%)

MNote: "Accept Changes” queues all revisions for publication.

ACCEPT CHANGES: http://demo gs bepress comdcgifeditor cgi?window=batch_revise confirm&context=
gaintlit&importg_key=10513&confirm=1

CAMCEL CHANGES: http://demo.gs bepress. comfcgi/editor. cgi?window=batch_revise&context=gaintlit&cancel=1

Email 2: You have successfully made 14 changes in Georgia International Conference on Information Literacy. MNote: these
changes will not be live until yvou update the site.

Tao preview revisions: click here
To update the site: click here



Posting the Schedule:

In order to post the schedule, you must click on each individual title. On the Submission Metadata page, click
Post on the left-hand menu.

Submission Metadata
Reviewers

Revise Presentation Metadata Field Value

View revisions
Presentation Title  This is a Presentation Title.
Supplemental Content

Register decision Presenter Information  Author #1
Coost D - . . -
First Presenter's Mailing  First Presenters Mailing Address
Withdraw Presentation Address

Select the Theme/Track you would like the session/presentation to be posted. (Themes are often used to
represent particular years/iterations of a conference or symposium. A theme can contain multiple tracks.
Tracks can be days, rooms, session topics or any organizing principle to that year’s conference. You can
also just have a theme with no tracks. To create these, please contact Ashley Lowery the list of your themes/
tracks.) Click “Continue.”

Title: This is a Presentation Title. @

Presenters: David Cassidy
Last Event: Reviewer commits to review (Tue Feb 4 2014)

Waiting for Administrator: |No v | Locked by Administrator:
Mo

Manuscript: #1009

Post

Select the appropriate location for this presentation and click Confinue.

S —

theme-lirack
theme1iracks

Click “Update” to have the changes take affect.
Post

Placed in csscitheme1/track?.
In arder ta make this visible in Curriculum Studies Summer Collaborative click the Update button below

To update any part of the site at a later date, use the update command available to you in the top left cormer of the
Submission Management screen or the Edikit Configuration Tools.

If you have any further questions, please contact:
Ashley D. Lowery
alowery@georgiasouthern.edu
(912) 478-4056




