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Guidelines for Review-Organizer (Meta-reviewer)

● Accepting or declining the invitation

1. After receiving an invitation by email from the conference chair, the Review Organizer can
reply to the invitation using the link, as shown below:

2. Then the Review Organiser can choose a reply and then click on “Submit Message”, as
follows:



● Assign a reviewer

3. Login and access to the submission you have in charge

After this, the Reviewer-Organiser has to log into ConfTool and then select “Enter and Edit 
Reviews”, as follows:


4. To assign a reviewer(s) for each paper, the Review-Organiser has to click on “Review
Request” as highlighted below:

5. After this, the meta-reviewer can send a new review request by clicking on “Send New
Review Request” as shown. The Review-Organiser can also see how many requested have
been sent so far.

6. Another page will be opened automatically in which the reviewer can :
• Either select a reviewer name among the list of the conftool users

• Or enter the information about the reviewer if this one is not already referenced as a
conftool user :



An automatic message to be sent to the reviewer, which can be customized, is proposed

The review-Organiser has then to click on “Preview Review Request Message”, as shown below:


7. In the next page the Review-Organiser can review the request, then send it by clicking on
“Send Review Request Now”, as illustrated below:

8. Finally, a message similar to the one below will be sent to the reviewer:



● Follow the reviewer process

9. To access the details of the reviews for each paper, you can click on “Show All Reviews” as
shown below:


