
 
 

 
 
 

IMS2007 Workshop Organizers’ Instructions 
 

Preamble 
These instructions are intended to guide workshop organizers through the process of collecting 
the materials provided by the presenters and arranging the materials in order to streamline the 
production of the workshop books of notes and CD-ROMs.  
 
If you have done this in previous years, you should note that the process is completely new in 
2007. These instructions are intended to walk you through, step by step, the procedures to carry 
out all required tasks. Also note that you are responsible for communicating with your presenters 
and ensuring that they read and comply with the (separate) instructions for submission of their 
materials. 
 
Please print out these instructions and read them very carefully! 
 
 
NOTE: In order to view the materials submitted, you will need Adobe Acrobat Reader. We 
strongly recommend Acrobat Reader 7.0. You may also need to install the Adobe Asian 
Font Packs to read some documents. If you encounter problems with reading or printing a 
presentation (i.e. the text and/or equations are unreadable), the first thing you will be asked 
when you request support is if you have Acrobat Reader 7.0 and the Asian Font Packs 
installed. Therefore, in preparation for the review process we request that you install or 
upgrade to Acrobat Reader 7.0. This software is available for free at the Adobe website: 
http://www.adobe.com/products/acrobat/readstep2_allversions.html 
The Asian Font Packs are available at: 
http://www.adobe.com/products/acrobat/acrrasianfontpack.html 
 
CAUTION: Supported Web browsers include Netscape 4.0 (or newer includingMozilla 
andFirefox), Internet Explorer 5.0 (or newer), or equivalent. We have had reports that the 
AOL browser has  problems. 
 
1.  Accessing the system as an organizer 
 
All interaction with the system is performed through your web browser. You will receive an 
email with your unique login id and password. The review site is accessible using your web 
browser by going to the IMS2007_WS reviewer web site and entering your login information. 
 
Step 1. Access the summary review web site: 

http://www.mtt-tpms.org/symposia_v4/IMS2007_WS/reviewerlogin.html 
 

You should now be at the “Login” screen. 
 

Step 2. Type in your username and password and press the “Continue” button to reach the main 
page of the site. 



 
CAUTION:  Leading and trailing spaces in your username or password will cause your 

login to fail. If you copy and paste your login information, make sure that 
you have not inadvertently included spaces or other invisible characters. 

 

 
 
2.  The main menu 
 
The pulldown menu provides access to all the features of the website. Please note that, because 
the individual presentations are not subject to review, you will not need the first 4 items.  
However, you may wish to use the “View papers in the XXX Subcommittee” to check on the 
progress of your contributors’ submissions. 
 

 
 
3.  Changing your password or contact information 
You can change your personal information (password, email, telephone, and 
name) at any time.  
 
Step 1. After logging in to the system, select the “Change Password and/or 

contact information” task from the drop down list box. Your current 
information on file will be displayed. 

Step 2. Enter your updated password and/or contact information and the press the 
“Update my account …” button to save the new information. 

 



Note: A summary of your current contact information is always displayed at the 
bottom of the page whenever you are logged into the system. 

 

 
 
 

4. Arranging the workshop 
 
When all the presentations have been submitted, you should use the “Accept/reject and arrange 
sessions …” choice to set up the workshop organization, including title, abstract, Chair(s), etc..  
 

 
 
 
Step 1.   You will first see the following screen which lists all the presentations submitted to 
your workshop.  To include the presentation, you MUST select the “accept: Session …” choice 
with your workshop designation.  
 
 

 
 
 



Step 2.   After accepting all the presentations, press “Save the acept/reject decisions ...” button. 
You will see the following screen for arranging the order of the presentation. Input the desired 
order of the papers. A presentation length for each is not necessary unless you want to 
specifically define a schedule for the workshop. You can ignore any warning about under-using 
or exceeding the length of the session. Press the “Continue” button to save your decisions. 
 

 
 
 
 
Step 3.   The workshop arrangements input from the previous step will be shown summarized 
along with the available free time, if any in each session. Unless you have specified timings for 
the presentations, you can ignore the information about the session timing.   Double check the 
order of the presentations, then finalize the workshop by selecting the FINAL checkbox for each 
paper.  
 
At this stage you can add comments which will be communicated to the authors when the 
workshop arrangements are finalized. Finally, when you are sure of the workshop arrangement, 
press “Continue” button.  
 
NOTE:  Only when you have checked and saved the FINAL box for each contribution, can you 
can proced to the next step.  
 
 



 
Step 4.  On the next screen, you should find the title, abstract, chair and co-chair information for 
your workshop already entered. These should be checked and edited as necessary. If not entered, 
these should be provided. Please note that there is only space for two chairs (organizers); please 
ensure that you enter the names and contact details for the people who will be running the 
workshop at the Symposium. The  date and time of the workshop have already been entered. 
When you are sure of the arrangements, press the  “Continue” button.  
 



 
 
Step 6.  Lock the workshop title, abstract, chair and co-chair information for your workshop and 
press the “Continue” button to lock the session.  
 
 
 
 



 
 
 
Congratulations, your work is complete. Emails will be automatically sent out to all authors of 
presentations you have scheduled.  
 
 
 


