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) TPC Meeting — Your Tasks

« Decide on accept / reject

 Edit Reviewer Comments to be sent out to Authors
* Only for accepted papers

* Build sessions
* Define session title, chair/co-chair and add papers

 Nominate Papers for prizes and the journal
* Perform the checkout
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) Order of actions

Please try to complete one action before going to the next step

Converia steps are

0.
1.

2.

o b

Preparation: download Review overview

Decide on accept / reject for all papers in your SC
* First off-line/on-paper and then in Converia

Edit Reviewer Comments to be sent out to Authors

Build sessions
* First off-line/on-paper and then in Converia

Finalize TPC session and prize “paper” forms
Virtual checkout
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O Contact information

Converia questions: papermanagement@eumwa.org

Check-out: papermanagement@eumwa.org and
tpc.chair.eumw2025@eumwa.orq

General TPC chair: tpc.chair.eumw2025@eumwa.orq



mailto:papermanagement@eumwa.org
mailto:papermanagement@eumwa.org
mailto:tpc.chair.eumw2025@eumwa.org
mailto:tpc.chair.eumw2025@eumwa.org
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s) Log In Into Converia Backend

https://euma.converia.de/admin/login

o

By default only the SC (co)chairs CONVERIA™

have a login for the Backend

Username .

Password seseeree

If needed, the login credentials
can be shared within the SC
(like sharing a laptop during
the face-to-face TPC meetings) A

Language -

Log in
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s) TPC Meeting — Your Tasks

r.:::""j Management CMS Configuration Administration European Microwa'

0. Preparation

Person administration Final review

Paper submission

Down Ioad an Paper reviewing

. Reviewer
overview of the
. L% Reviewing details (reviewer in columns)
inal revi
rEVIEW Scores and e L5 Reviewing details (reviewer in columns) with Final review

Email communication

perform your own Display filter

Organization & planning

off-line processing
of the results

[ Reviewing details (reviewer in rows)
Workflows
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7 TPC Meeting — Your Tasks

1. Decide on papers

If papers need to be moved to a different SC, please
arrange this first by informing the TPC chair via
tpc.chair.eumw?2025@eumwa.org
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&« C {t & euma.converia.de/admin/core/dashboard
( ; O to 3::‘.‘” Management ‘ European Microwave Week 2021

European Microwave Week 2021

| |

Abstract submission Abstracts

. Expired . Another 5 days and 6 hours active
Support email:

CIiCk here support@converia.de
C)\ 7 07 abstracts submitied 3 5 9 0 reviews pending

jo

‘ Support ‘ ‘ Manual

C)\ 1 invited abstract 2 O et iE
abstained from review
C)\ 0 submitted session
abstracts
o . 274 reviewers have not given all
C)\ 0 invited session reviews for their contributions
abstracts

yet.

—

Reviews ‘

You will go to the
“"Final Review" page
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&« c 0 8 euma.converia.de/admin/reviewing/final-reviewing
Final Review S5 Management ‘ European Microwave Week 2021 Q
page Person administration Final review
Paper submissicn
Paper reviewing
REVIEWE
Abstract Manuscript
Paper display (X2 EEZE
Display filter
Papers Topic area
| All papers - | All topics v
Form of presentation Lines
| All forms of presentation - | 50 -
are shown e
CI - k h Y ‘F .It w [ Show columns with reviewer details
'C ere ’ er Show review by scientific committes

Reference color & topic filter

Review by scientific committee

® Revievﬁrrau’ger
\

\¥/
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10) Decide on Papers = Final review

‘ Paper reviewing

Paper display

Display filter

Papers Topic area

| All papers v | | All topics v ‘
Form of presentation Lines

| All forms of presentation v | | 50 v ‘

Display options
Shaw columns with reviewer details

% Show review by scientific committes

Reference color & topic filter

Presentation format :
Oral YEP or Poster YEP for
Young Engineers

Filte]

Step 1: Enter 2 fields for each paper

Decision (Accept, Reject)

(do NOT use “abstain" or “accept if
room")
- Format (Oral, Poster, NA (for reject))

g | [y | [

©
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Qua Average reviewed

oral ROS 446 446 6 - | |
oral RO8 288 288 6 69 | e o | | __ Answer— . ‘
Past ROB 435 435 5 a7 | I — 5 | | _— Answer— . ‘
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1) Decide on Papers

Step 2:

Save Decision!

Note: you can save the intermediate results at
anytime and return later again to this page

B & orzl YEP ROS 438 438 1 70 —— Answer —— w | | == Answer — .
B & oral ROB 405 405 5 81 —— Answer — | | Answer — .
B & oral RO7 415 415 5 83 —— Answer — | | Answer — .
B = oral RO6 438 438 & 105 —— Answer — | | == Answer - -
(<<= ]>]
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12> TPC Meeting — Your Tasks

2. Edit the comments to the authors

Note: only for accepted papers, required to check for
iInappropriate feedback

We will not send comments to authors of rejected
papers (to prevent unnecessary discussions)

4/11/2025 Promoting European Microwaves
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13" Still on the “Final Review” page

Click on paper title, number or paper symbol (left side)

Access to

- paper details

- review details

- reviewer comments

Paper information Group average Show columns for final reviewing
#D  Author Presenter Title Presentation  Topic Qua Average reviewedby Sum Decision Format

B & = - . - oral 5099 0 0 —— Answer —- v| |——An3wer——

T
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ﬂkﬁi . -
> Management

Person administration

Paper submission

Paper export
Papers
Session

Paper statistics

Paper reviewing

4/11/2025

European Microwave Week 2020

Select "Review"

Papers for review details
Contributicn number Iﬂl
‘ s 5270

Basic information Paper data Review Configurable fields Keywords

----------------------------------- Beitragsinformationen

Fres text
Contribution title
Lirnit topic Paper code
Mo selection -
Submitter * - ‘ £
Lirmit invitation state
Form of presentation Oral -
All v
Abstract status Created v
Form of presentation
All v Full paper status Drraft -
Person .
Fresertation file 0 ‘ D
# |sthe publication permitted?
Participaticn
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p— 2270
-
15 Basic information Pa i Short overview on
per data Review .
reviewers and
Reviewer recommendations
Last name, First name  Company Reference Status
AN >< ahstract abstained from review (Version 1)
In case of a long list of reviewers:
Evaluation from attendees scroll down to access review details and
Mo evaluations from atiendses available yet. REVIE WER COMMENTS

Abstract Reviewing

This button opens the review
| “. cument version (Wersion 3) | €< details

only the current version is
relevant
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Scroll down to see the
message to the author

You MUST check and
maybe edit or delete
the Author messages.

This message will be
sent out to authors of
accepted papers.

Recommendation Canf. Prize
Author message:

= >-< / *Test comment to author”

Sciemtific committee message:
Test comment to SC

Scroll down to see the next message to the author

Check/Edit the comments from all reviewers!

4/11/2025 Promoting European Microwaves
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7> TPC Meeting — Your Tasks

3. How to build sessions

Note: built session slots have been pre-defined for your
subcommittee. In case you need extra slots, and do not need
certain slots, please inform your conference TPC chair and
the general TPC chair

Note: poster sessions will be built by the TPC chairs after the
TPC meeting. Please do not assign posters to a session
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1) Bulld Sessions

& - C (0 & manuscripts.eumwa.org/admin/contribution/session
$s"  Management ‘v European Microwave Week 2020 a | Please dO nOt add

e M (e
__

Person aammstaton | Session sessions yourself
Paper submission
: Seadonrumnst - . Sessions (#

EEOTeS T OO DY RN R ELL 0 0 Session title Topic area  Form of presentation  Firstname  Lastname  Institute A M Call for papers
Elekia 7/ 6096 Session : S " S Swdent  Oral oot ()
- T Rew = e
L J - W e —— o @
- -
Limat topic
‘ 6095 - i —— Swdent  Oral m™ooet. ([
H tion - - [* -
Access Session -

- - —— - @

—— ]

details ponsize Only your own subcommittee sessions

7 6090 s S

~ | should be visible

W . 11Incase you need extra sessions or do not
. = | use all sessions, please contact your
] ~ | TPC chair

4/11/2025
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Y Build Sessi - Add Titl
Ul eSSIons. Ite
Session title
o Please leave the
Person administration Session SGSSiOn COde (eg
Paper submission it | Backtoime | EuMIC SC01-01) in
RN | ' [ seecon | place, and add the
i“") $5090 new session title
Session J = [TTTTTTTTTTTTTTTTTTTTTTRRTER .
Paper statistics Reset search Basic information Paper data Review Subpapers ad d f ter th IS COde o Keywords
Paperreviewing =TT Beitragsinformationen
Free text
| Session wtle en'
|
Limit topic
’ S0 octier °J Session Code ‘
Limit invitation state Submined by * . . = ‘ ZJ
E 5 ‘ =
Form of presentation Oral v .
Form of presemation g
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O Build Sessions: Add Talks

(}” Janagement European Microwave Week 2020
Person administration Session . . .
Subpapers = fill the session with talks
Paper submission | Backtolist
Session number
Paper export 1 |
Selection -
Papers - : },7| © 6090
Saglon $@@020°0°0 | [ERERAEResE SRINE
—— et haar s Basic information Paper data Review Subpapers Addiional field Configurable fields Time planning Keywords
Panel VWO R == T T e T T e At Subpapers
Freetext
| Add papers
‘ Create n*woper - Select existing subpaper | €
Limit topic
No entries found
No seiection -

T Add 4 or 5 papers in the right order.

~ " (Delete and reassign talks to correct session
talk sequence...if needed)

It can be that a " session keynote" paper has
already been allocated in your session (leaving
only 4 empty slots)

Limit invitation state
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O Build Sessions: Add Talks

Conmtnbution number

Selection
__________________________________ Contribution (79)
Reset search
| Excelexpon v
— ‘ Add paper
Free tex
Topic Form of Last
ID AV Contribution t v Sessions area presentation Firstname npame AV
Limit topic -
6087
Limit invitation state
All v
6086
Form of presenation
Paraci i} _ o 6085
this list shows
all papers

Par'::c:oan' unless you

Limt abstrberarore

4




European
Microwave
Association

EuMA

~ Build Sessions: Add Chairs

W B2
i"

} ¢ Management
Person administration

Paper submission

Paper export

Paper statistics

Paper import
FPaper reviewing
Email communication

Organization & planning

CMS  Configuration
Session
Session number
| Selection
Fres text
Limit topic
No selection -

Lirnit invitation state

Al v

Form of presentation

Al v

Persons

Administration

European Microwave Week 2020 0,

| Chairs are under Paper data

Back to list

@ 5095 Tom Brazil Dogloral School of Microwaves The Route to 5G: Design of mmWawe Active Array Systems, fror

Basic information Paper data Review Subpapers Additional field Configurable fields Time planning Keywords
Topic area
this lets you add a
A person who becomes
chair or co-chair
Chairs /
Mame Email Company Part. Inw. Replacement

Mo chairs available
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3) Bulld Sessions: Add Chairs

X
Persons 6 There are 104 Persons found. .
Full text search mm—
| advanced search La\tname 4¥ First name User v Email Location & ¥
ki (ad Va AOEH G — ™ TG T e i T
50 v
= ¢ s = Only if the chair is not in the =
# ¢ B N Database, you need to enter
© 7 - | personal details.
- o | It might be that you cannot add |
S new pirsons ylc:urself. In that
. — . case please as
if the chair is already in -
X - apermanagement@euwma.orgqg |
the Database, find and pap 9 g |
dd (=arrow) = — - —
a - =] — —_— P —— = smmicmecTminate:
-~ & 2 STomEE = - o R TN
¢ = - ——____ Eos——
ﬁ f E Jor=—"" B ——T - RO —
= =)
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E:F" Management 3 Configuratc griinistratio Eurcpean Mecrowave Week 2021
feron dministmtion | caccion
Paper submission Eack 1o bk
Session number ——
Faper gxpom I 1 =
— L= | @ s0sg
o Fies paan Basic information Paper data B Subpapers Additional feld Conifigurable fields Time planning Keyavonds:
Paper statistics Topic area
Paper import LiTvT o
Pager rviewing me——— : oss Being (co)chair is a role
Email communication || e — Please define the correct
Organization & planning all .| AN - rOIe.’
Fomn of presentation
all - Chailrs
Persons
Ermad Comparny Part Irmv. Replacement Rale
Farticipation
All - AW & - Chair
: AN Ciomchadr
Limit abstract state

Denft - Invined , it the Aun_ ---J

2 Shzrey version higtory
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Edit chair X

Einstellungen

Invitation state
X .

Replacement person

Chair
Co-chair
oImpany

Select 1 chair and 1 cochair
for each session
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) TPC Meeting — Your Tasks

4. Finalize session and prize forms

Complete the session and prize nomination templates

< Oral Session Form s Poster Session Form =& Prize Nomination Wi WMWT Special Issue s
; o o Form e Nomination Form [ e |

Planar passive ENC T EMEMC T BME T EBMOBRD T EAD D 1| sim [anwn " J— -

o P ——
Components and Circuits e P o A - st s coes
b ke e e miarage om Canvens,
.
B | e o
Wenqun e 3 o Ak O 88 e e
Arry Gt

SIC oot e e ot i e e S et S

7 s coparvad Toe i e

4/11/2025
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) TPC Meeting — Your Tasks

5. Virtual checkout

Send the session template Word or PDF file to
tpc.chair.eumw2025@eumwa.org

and papermanagement@eumwa.org

These forms will be checked during the General TPC meeting on May 3

Please have 1 subcommittee member available that day in case there
are guestions from our side. We will confirm when the checkout forms
have been processed correctly.
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O Last remark
Please ignore the

‘Comments” box that  wiecomment
you might find at the
bottom of certain 5
pages u

Who is the comment intended for?

‘ Normal

Note that the last
“Save” button is linked e

to the Comments box,
and can be ignored .

T~
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