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About Submit-Manuscript.Org

Submit-Manuscript is a cloud technology solution for managing and publishing
conferences online. Submit-Manuscript has a very flexible conference management,
designed to help conference organizers and simplify the managerial tasks associated
with managing conferences, while increasing record keeping and efficiency of the
editorial process. This project aims to improve the quality of the papers of the

conference through innovations with a transparent policy process.

Page 4



Technical Instructions

Conferences via the Submit-Manuscript.Org
Version 1.3.0

Flow and System Description

Conference Manager Reviewer Author
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—> ‘ o Application Account
to create and manage agree or decline the review invitation )
to submit and manage papers
conferences

v

Create a Conference
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terms and conference reviewers

A 4 v
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Application Account
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review history

Manage Conferences
team collaboration, setting up categories,
schedule and activity guidelines

Y v
ubmit Paper
Manage Papers - ) .pe s
. . . < team collaboration, define conferences
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decisions
papers
A 4 A

Managg Registrations Complete Registration
set up facilities, terms of fees and < . .
e according to conference policy
validation of payments
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A
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Open Chat
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L . email notification with the
notification with the author
conference manager

Submit-Manuscript.Org
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User Guide for Conference Manager

1. Create and Manage Conferences

1.1. Login

1. Open the Submit-Manuscript.Org Web Application. Click the "Login /
Register" menu to logs a web account.

SUBMIT-MANUSCRIPT.ORG
HOME ABOUT US PRICING P LOGIN/REGISTER +

CLOUD CONFERENCE MANAGEMENT SYSTEM

Once you have found the quick and e It's time to get started.

» GET STARTED

=] Contact Support

2. Register if you do not have an account. Click the link “Don’'t have an
account? Please Register" or the “Get Started” button to register.

SUBMIT-MANUSCRIPT.ORG
HOME ABOUT US PRICING P LOGINREGISTER *

CLOUD CONFERENCE MANAGEMENT SYSTEM

Login

Once you have fo It's time to get started. Cloud Conference Management System

» GET STARTED

|| Contact Support
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3. Fill in the data on the form according to the required information, then click
the "Create your account" button. An activation email will automatically be
sent to the registered email address.

Submit-Manuscript.Org

Cloud Conference Management System

Register

] Create and manage
your conferece

a4l

- Contact Support

4. Check the checkbox “I’'m not a robot” then click the “I accept, and create
my account” button to accept the terms and condition’s web application.
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END USER LICENSE AGREEMENT (EULA)

Updated at 2020-12-12

Submit Manuscript - Cloud Conference Management System hereby grants you access to
https:/submit-manuscriptorg/ (“the Website”) and invites you to purchase the services offered
here.

Definitions and key terms

To help explain things as clearly as possible in this Eula, every time any of these terms are
referenced, are strictly defined as:

o Cookie: small amount of data generated by a website and saved by your web browser. Itis .

not a robot

MNEVER MIND

A registered account information pop up will appear, you can verify your
account via a message sent to the registered email.

Well done!

Your account has been registered, please check
your e-mail to verify your account

Click the "Ok" button to finish.

5. If the activation email has not been received within 24 hours, please resend
the activation email.

CREATE YOUR ACCOUNT

Already have an account? Please Login

You can do it by clicking the “Resend your email verification” link.
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6. Enter your account email address that was previously registered, then
check the checkbox "I'm not a robot" and click the "Resend your verification
link" button. An activation email will automatically be sent back to the
registered email address.

Resend verification

r Email 2

I'm not a robot

I'r RESEND YOUR VERIFICATION LINK |
\ /

.

The activation email information pop up has been sent again, you can verify
your account via a message sent to the registered email.

Well done!

Done, please check your e-mail to wverify yvour

account

Click the "Ok" button to finish.

7. Activate the email by clicking the "Activate your account” button or clicking
the activation link provided in the Activation Email that has been sent.
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Submit-Manuscript.Org

Cloud Conference Management System

Dear Indira,
Thank you for signing up!

To continue your regis i‘i g =li ‘Ei { (i f Wi n

Activate your account

or open the following URL in your browser

https://submit-manuscript.org/auth/verify?
email=indirainsivah17 @gmail.com&token=5600d6ded2e4c904f7441a47a2b6bc
d7

This is an automatically generated email by submit-manuscript.org. Please do not reply.

A successfully activated email information pop up will appear, you can log
in using the registered account.

Well done!
Congratulation! your e-mail

(indirainsiyahl7@gmail.com) has been verified!
Please login

Click the "Ok" button to finish.

8. Log in to your account using your email address and password, then click
the “Login” button.
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Submit-Manuscript.Org

Cloud Conference Management System

[ Create and manage your conferece

8 Submit your paper

Jr paper on the

You can reset your password, if you forget the existing account password by
clicking the "Forget your password?" Link.

9. Enter the email address for the previously registered account, then check
the verification “I'm not Robot” and click the "Send Reset Password" button.
A password reset email will automatically be sent to the registered email
address.

Forgot Password

Enter your Email and instructions

™

I'm not a robot
reCAPTCHA

Privacy - Terms
RESET PASSWORD

The email password reset email information pop up has been sent
successfully, you can reset the password via the email that was sent.
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Well done!

Check you e-mail to reset your password

[~

Click the "Ok" button to finish.

10. Perform password reset by clicking the "Reset your account" button or
clicking the activation link provided in the password reset email that has
been sent.

Submit-Manuscript.Org

Cloud Conference Management System

Dear Indira,

To reset your password

email=indirainsiyah17@gmail.com&token=728a87bd12acSd6dee3ia8b45h28e
4b8
—

This is an automatically generated email by submit-manuscriptorg. Please do no

1.2. Create Conferences

1. Click the dropdown “As Organizer” then click the "My Conferences" menu.
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. MANUSCRIPT ° Dashboard

@ ronnes - Goodnight, Insiyah!

Select your quick access role:

<

Organizer Author = Reviewer

Click the "Create a Conference" button to create a conference.

oo

L1 List of conferences that you can manage

a conference submission, you should request an installation first. We've created the '

ce. All you have t to fill out a simple form, just fill your detail, track, @ 9 @
due date, and It's done! Just contact us for deme purpose
-
Show 10w conferences
CONFERENCES = DATE + AUTHOR STATUS ¢ CONFERENCE STATUS + MANAGE

Want to host a conference? Create your conference and use our system to simplify the workflow.

Showing 0 to 0 of O conferences

2. Fill in the conference details on the form according to the required

information then click the "Next" button to continue to the next process.
*Please noted that filling out the conference details form is mandatory.
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@ pETAL 2] tmportant btes

CONFERENCE

Create your new conference

Conference name*

Conference abbreviation

Conference host organizer”

Conference website’

Salutation

Chairman institution

Chairman institution®

Conference e-mail*

Conference venue®

Conference address

Country

United States

Sponsor names

Suffix

3. Fill in the important schedule date for conference activities on the form

according to the information required on the "Important Dates" tab, then

click the "Next" button to proceed to the next process.

* Please note, that the abstract submission schedule is optional.
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Create your new conference

in your important dates as required

Timezone*

(GMT +Q7.00) Antarctica/Davis

Please use mm/dd/yyyy format, such as 05/13/2020.

ABSTRACT SUBMISSION FULL PAPER SUBMISSION ACCEPTANCE ANNOUNCEMENT
FilLet it blank
Start (if desired) Start” Date'
02N19/2021 ozf1ef20
End (if desired) End’
0zM19/2011

L1

CONFERENCE DATE
Start

02/19/2021
End

02/19/2021

4. Click the "Add New" button to add a paper category or field or symposium

on the "Available Tracks" tab, then click the "Next" button to continue to

the next process.

*Please note, that the addition of a paper category is optional. You can also add it later via the My

Conferences page > Edit Conference.

Create your new conference

Tracks is used to classify the papers by their field, which later can be helpful for reviewer and presentation session assignments.

TRACK NAME

+ ADD NEW

TRACK ABBREVIATION

MANAGE TRACKS

5. Fill in the category data on the pop-up form according to the required

information,
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ADD NEW TRACK

Track
name

Track
abbreviation

then click the "Save" button to save the created category list.

Create your new conference

Tracks is used to classify the papers by their field, which later can be helpful for reviewer and presentation session assignments.

+ ADD NEW

TRACK NAME TRACK ABBREVIATION MANAGE TRACKS

Mathematics and Its Applications MIA m m
m NEXT

Tracks that you add will appear in the table, then click the "Next" button to
continue to the next process.

6. Upload a paper format by drag and drop files or click the bluebox to select

files in the user's device on the “Paper Templates” tab.

*Please noted that the uploading of paper formats is optional. You can also add it later via the My
Conferences page > Edit Conference. The maximum number of uploaded files is 1, 8 MB in size and
in the format .zip / .doc / .docx / .pdf / .odt / .ppt / .pptx / .txt.
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Create your new conference

m_—n—

=" Deview Farm

B rarer

TEMPLATE

You can upload your paper template by using drag and drop uploader

Note: kindly notice the upload requirement file

Drop files here or click to upload.
1 (Maximum file size: 8 MB, Maximum file uploaded: 1 file, File Format: zip / .doc / .docx / .pdf / .odt / ppt / .pptx / txt
)

@ Detail Conference B Important Dates EE Available Tracks. @ PAPER
TEMPLATE

You can upload your paper template by using drag and drop uploader

Note: kindly notice the upload requirement file

1.2 MB

e

PREVIOUS NEXT

After your file is uploaded properly, then click the "Next" button to
continue to the next process.

7. Click the "Create Your Review Form Here" button on the "Review Form" tab
to create a standard form for evaluating papers by reviewers.

*Please noted, making a standard review form is optional. You can also add it later via the My
Conferences page > Edit Conference.
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Create your new conference

= REVIEW [5g vegitration Fees
FORM

| I —

Click next / finish after you created your review form

You will automatically be redirected to the standard review form creation

page (this stage is shown in points 8 - 9). Then click the "Next" button to

continue to the next process.

8. Create a standard review assessment form by dragging and dropping the
guestion type options and filling out your assessment in the fields provided.

Drag these item: And Drop it below this column area (you can sort by yourself) Your form preview:
Type your question
Type your question
Type your question
[J Required
Text Field Qe o
Text Area [+
Type your quastion
Select Q@ Type your question O Option
[ Required
Radio Button (+] Type your guestion
O opt
Checkbox [+ pLion
File Upload [+
Type your question
option (+)
O required

CLICK HERE TO FINISH YOUR FORM

then click the "Click Here to Finish Your Form" button to complete.
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9. Click the "Yes" button on the pop up window to save changes to the
standard review form.

Are you sure want to save
this form?

Check please

10. Select the registration payment mechanism> Click the "+ Add a
Registration Type" button to add the registration payment type > Click the
"+ Add an AddOn" button on the "Registration Fees" tab to add additional
facility payments.

Create your new conference

—
Gg recistraTiON ) contrance tomnrn

REGISTRATION TYPE NOMINAL CURRENCY DEADLINE MANAGE REG. TYPE

ITEM NOMINAL CURRENCY MANAGE ADDON

* Please note, by default the payment mechanism is paper submission first then registration
payment. If you apply an early payment ** then the registration fee arrangement will apply to the
author's manuscript submission process.

Then click the "Next" button to continue to the next process.
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University of Indonesia Technology (UIT)

(@) raper oot G ortond vanumerpe. B3 CREATE PAYMENT R contormation

1ake Registration & Upload Pavment

w to Make Registration & Payment

please DO NOT close t

Important!: This action can only be done once. Please DO NOT close this window, before you proceed your payment.
If you have uploaded already but the "NEXT" button doesn't appear and the below status not showing any token, “refresh" this page and re-create your paper, and re-
upload your payment. And ignore the invoice email that was sent previously.

** If you apply an early payment, the “Create Payment” tab will appear when the author creates a
paper, so the payment will be made simultaneously with the initial submission process. If you
don't apply it, the “Create Payment” tab will not appear.

11. Fill in the registration payment data on the pop up form according to the
information required then click the "Save" button to save the type of

registration payment made.

®
ADD REGISTRATION TYPE

Registration
Type

Currency

Amount

Deadline

12. Fill in the additional facility payment data on the pop up form according to
the information required then click the "Save" button to save the type of

additional facility made.
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ADD AN ADDON

IFrency

13. Click the "+ Add a New Session" button on the "Sessions" menu tab to add
a list of conference sessions then click the "Next" button to proceed to the

next process.
*Please noted, that adding conference sessions is optional.You can also do this later via the My

Conferences> Edit Conference page.

Create your new conference

SESSION NAME ROOM DaTE START TIME END TiME MANAGE SESSIONS.

e

then click the "Next" button to proceed to the next process

14. Fill in the conference session data on the pop up form according to the
required information
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ADD CONFERENCE SESSION

Session name/|D

Room name

Start time

End time

then click the "Save" button to save a list of the created conference

sessions.

15. Fill in the conference management team data on the form according to the

nn

required information > click the "+" button to add a team and the "x

button to delete the team on the "Managers" menu tab.
*Please noted, that adding a conference management team is optional. You can also do this later
via the My Conferences> Edit Conference page.

Create your new conference

Then click the "Finish" button to complete the process. Team collaboration
invitation email will automatically be sent to the registered email address.

The pop up conference information has been successfully created will
appear.
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As you wish!

erence sta Unpublised. T

At this point, you have successfully created your conference, click the "Ok"
button to finish.

16. If you previously invited your colleagues to collaborate to be the same
conference manager that you have created, they can activate it by clicking
the invitation link provided in the invitation email that has been sent. If
your colleague does not have an account in the previous Submit-Manuscript
Web Application, they can do so by using the Email and Password hash
which will be listed in the Email.

Submit-Manuscript.Org

Cloud Conference Management System

Dear Alfian ,

Indira Insiyah (indirainsiyah17 @gmail.com) invites you to become one of the
conference managers of "University of Indonesia Technology Conference"
(UITC). Please click this link to accept this invitation:

https://submit-
manuscript.org//user/managerinvitation/alfianvansykes%40gmail.com/6031d6df
dd890

Regards,

Nastiti

Universitas Indonesia
indirainsiyah17@gmail.com
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17. The conference that has been made will have the status of "Waiting

Verification". You need to wait for our team to verify the conference that

you have created in less than 1x24 hours.

List of conferences that you can manage

[eee

CONFERENCES ~ DATE AUTHOR STATUS
Abstract Submission

submissons:

Full Paper Submission

Paper Acceptance

Conference will be held on

CONFERENCE STATUS

MANACE

18. You will receive an Email “Congratulations your conference is verified” if

your conference has been verified by us.

Submit-Manuscript.Org
Cloud Conference Management System

Conference Name

Abbreviation

Conference email

Website.

Institution: Nastit
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Then in the "Conference Status" column a toggle will appear. You can
change the status of the toggle for publication of your conference when
ready.

CONFERENCES « DATE AUTHOR STATUS CONFERENCE STATUS MANAGE

Abstract Submission
Submissions:

Full Paper Submission

Registrations:

Paper Acceptance

Conference will be held on
April §,2021 - April 7, 202

A published conference information pop up will appear.

As you wish!

Click the "Ok" button to finish.

* Pease note, before you publish the conference that you have created, you should first prepare
the conference by editing the 6 settings according to the verification email that you have received.
This is shown also in point 1.3 Editing a Conference in the next section.

19. To check that your conference is published
. el o Good Merning, Insiyah!
Select your quick access role:

Organizer Author Reviewer

You can see it through the sidebar "As Author”, then in the dropdown that
appears, click the "Available Conferences" menu to see the results of your

conference publication.
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~. Available conferences for paper submission

CONFERENCE NAME ~ CCONFERENCE DATE ABSTRACT DEADLINE * PAPER DEADLINE VENUE * ORCAMZER

om
il VIEW
AT T TR
Nestit

o 07" isnot 7 Universias indonesia
T ST ST

Then you can see your published conferences on the "Available Conferences"
page on the Author side.

20. Conference information can also be known by the Author on the home
page of the Submit-Manuscript.Org Web Application. There is a banner and
your conference card that will appear on that page.

Upcoming conferences

@ €od

SUBMIT

SEE MORE AVAILABLE CONFERENCES
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1.3. Editing Conferences

1. In the conference that has been created, click "As Organizer" on the sidebar
> "My Conferences" > click the "Actions" button to manage the conference
> Click the "Edit Conference" menu to edit the conference system.

C— 1

CONFERENCES = DATE AUTHOR STATUS CONFERENCE STATUS

mmmmmmmm

Full Paper Submission w m
""""""""""
Paper Acceptance N

Conference wil il be held an = m

2. Click the dropdown menu to edit the desired conference management.

Edit your conference

1.3.1 Conference Datail

1. Click the "Conference Details" dropdown to edit the main conference
information data > Edit the conference main information data on the form
according to the required information > Click the "Apply Changes" button to
save changes.
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ICenference Detail ~ I

Conference name

Conference abbreviation Ui

Institution Organizer

1.3.2 Conference Images

1. Click the "Conference Images" dropdown to edit the conference image
media > Click the "here" link to create an automatic conference banner
based on the information provided by the system > Upload the conference
banner by drag and drop files or click the "can” link to select files on the
user's device on provided blue column > Upload conference promotion
image by drag and drop files or click the “can” link to select files in the

user's device in the blue column provided.

*Please noted, conference promotion images are available by default. The maximum number of
image media uploads is 1, 8MB in size, 1200x370pixels (banner), 200x200pixels (promotional
images), and in .jpg / .png / .gif formats.
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IConfarence Images A I

Banner image

oad
e Format: gif.jpg.png, images.

clicking the remove file.)

2016 ICMCP National Conference of

Minority Cybersecurity Professionals

March 23-24, 2016 | Washington, DC

Building a Pipeline of Diverse Cyber Defenders

Drop files here or click to upload

aded: 1 file, File Format: gif, jpg.png, images.

Maximum file size: 8 MB, Maximum fi
removed by clicking the remove file.)

Your uploaded file can be actually

Example cc

1.3.3 Conference Sponsors

1. Click the "Conference Sponsors" dropdown to edit the list of conference
sponsors > Click the "+ Add New Sponsor" link to add a conference sponsor
> Click the Manage sponsors dropdown > Click the "Edit Sponsor” menu to

edit the sponsor data.

ICunferem:eTmcks ~ I

+ ADD NEW TRACK
Artificial Intelligent Al .

Edit Track

Delete Track
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2. Fill in the conference sponsorship data on the pop up form according to the
required information then click the "Save” button to save the list of
conference sponsors that are created.

ADD NEW SPONSOR

3. Edit the conference sponsor data in the pop up form according to the
required information then click the "Update" button to save the list of
edited conference sponsors.

x)

EDIT SPONSOR

1.3.4 Conference Tracks

1. Click the "Conference Tracks" dropdown to edit the list of conference
categories > Click the "+ Add New Track" link to add a conference category
> Click the manage categories dropdown > Click the "Edit Track" menu to
edit the category data.

1

Review Form
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2. Fill in the conference category data on the pop up form according to the
required information then click the "Save" button to save the list of
created conference categories.

ADD NEW TRACK

3. Edit the conference category data in the pop up form according to the
required information then click the "Update"” button to save the list of
edited conference categories

EDIT TRACK

1.3.5 Review Form

1. Click the "Review Form" dropdown to edit standard conference review form
data > Edit conference review standard form data on the form according to
the required information > Click the "Apply Changes" button to save
changes > Click the "+ Delete and Create New" button to delete and create
a new standard review form.
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I Review Form ~ I

1.3.6 Important Dates

1. Click the dropdown "Important Dates" to edit the conference schedule data
> Click the button "Change / Set Timezone" to change the Timezone
conference activity schedule data > Edit the conference schedule data on
the form according to the required information > Click the "Apply Changes"
button to save changes.

1.3.7 Conference LoA

1. Click the “Conference LoA” dropdown to setting the format of conference
LoA > Click the “Download” link to download the format > Change the page
format based on what you desired without change system’s parameters :
author’s name, institution, paper title and paper authors in the file format >
Click the “+Delete and Upload a New LoA” to delete and upload a new LoA

format.
*Please noted, you need to download the format provided by the system first before upload it
again to setting your LoA conference.
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Conference LOA

The idea is pretty much to "copy and paste” the text which we bolded below in your "TEMPLATE

${author_name} -> Printed
${institution} -> Printed his,
${paper_title} -> Print
${paper_authors} -> 3
${paper_deadline} -> Paper d.
${presentation_date} -~

Example of LoA page:

tput: January

date (example output: January 11, 2021)

O UNIVERSITAS TEKNOLOGI SUMBAWA
SEMINAR NASIONAL MANAJEMEN INOVASI
MIRCR HaBtE AL MANSTEMEN D S-MAI

ArmAn A
Website: conferences.uts.ac.id, email: semai@uts.ac.id

Kepada Yih

${author.name} —_—

eono i)

Dengan hormat,

dinyatakan, DITERIMA dan dapat dipresentasikan. di seminar
Januari 2021.

Berkenaan dengan bal tersebut, kami informasikan hal sebagai berikut:

* Batas Akhir pengitiman artikel lengkap: 31 Desember 2020 dapat dikirimkan melalui

conferences.uts.ac.id dan email semai@uts.ac.id

Sckali lagi, atas nama panitia kami ucapkan, selamat, Kami tunggu, kehadiran Saudara pada

pelaksanaan, seminar. Atas perhatian dan keriasamanya diucapkan. terima kasih.

O%  English (United States) E3 Focus

Upload conference LoAs by dragging and dropping or clicking the blue area to

select the desired files on your device.

*Please note that the maximum number of LoA files uploaded is 1, 8MB in size and in the .docx

format.

Upload The Template that you have edited according to our format:

B ®

Drop your LoA, Only DOCX supported format.

or glick blue area to select your file.

s LoA, you have to submit a paper manually a

as an attachment in the e-mail inbox for all author ed with paper ID.

conference with one or more authors. Once you have done "paper acceptance’, you will see your
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1.3.8 Paper Review Process Type

1. Click the "Peer Review Process Type" dropdown to set the paper review
mechanism at the conference > Select the type of review mechanism to be
applied > Click the "Apply Changes" button to save changes.

*Please note, by default the paper review mechanism at the conference is Double-blind review.
Single-blind review: The author cannot find out the identity of the reviewer

Double-blind review: The author cannot know the identity of the reviewer and vice versa
with the reviewer

Open peer review: Author and reviewer identities can be known by all participants

Peer Review Process Type

Please select y

Single blind: Author do
Double blind: Re:
Open Peer review: The

Click the paper protection button to change the security settings for the
review file. In this setting, the paper author file will automatically be
converted into .pdf format along with anti-copy-paste protection.

*The review file security settings that have been applied will apply to Reviewer's manuscript
download process.
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The file above is an example of the manuscript downloaded by the
reviewer. The watermark will be inserted automatically into the file
downloaded by the reviewer *.

*Please note, enabling the anti-copy-paste setting can secure your participant's manuscript file, so
that reviewers can only annotate in it.

1.3.9 Submission Format

1. Click the "Submission Format" dropdown to set the format for submitting
paper files at the conference > Select the submission format to be applied>
Click the "Apply Changes" button to save changes.

Submission Format

Please select your initial submission format
@ roF
DOCX

select your revised submission format
PDF

@ pocx

*Format settings that have been applied will apply to the manuscript submission process by the
Author.
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University of Indonesia Technology Conference (UITC)

&> UPLOAD MANUSCRIPT

If this conference allows author to submit abstract without full paper, you can skip this step.

Drop your application/fpdf file here
or click blue area to select your file.

1.3.10 Paper Template

1. Click the "Paper Template" dropdown to edit the format of the conference
paper > Click the "+ Delete and Upload a New Paper Template" link to
delete and upload a new paper format.

I Paper Template ~ I

2. Click the "Select File" button to edit the format of the conference paper in
the pop up form by uploading the required files then click the "Yes" button
to save the edited conference paper format.

Q
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1.3.9 Registration Fees

1. Click the "Registration Fees" dropdown to set up the conference payment
process > Select / change the registration payment mechanism > Click the
"Apply Changes" button to save changes.

Registration Fees

2. Click "+ Add a Registration Type" button to add registration payment type>
Click the manage registration type dropdown > Click the "Edit RegType"
menu to edit the registration type data.

Regular 750,000 IDR 03/31/2021 °

3. Fill in the conference registration payment type data on the pop up form
according to the required information then click the "Save" button to save
the list of conference registration types created.

ADD REGISTRATION TYPE
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4. Edit the conference registration payment type data on the pop up form
according to the required information then click the "Update” button to
save the list of edited conference registration types.

EDIT REGISTRATION TYPE

5. Fill in the conference registration payment account information data > Click
the "Apply Changes" button to save changes.

On Behalf of (Name)

APPLY CHANGES

6. Click the "+ Add an AddOn" button to add additional facility payments >
Click the dropdown to manage additional facilities > Click the "Edit Addon"
menu to edit additional facility data.

Hotel 350,000 IDR Two days One night .

7. Fill in the additional conference facility data on the pop up form according
to the required information then click the "Save" button to save a list of
additional conference facilities that are created.
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@
x)

ADD CONFERENCE ADDON

8. Edit the conference add-on facility data in the pop up form according to the
required information then click the “Update” button to save the list of

edited conference add-ons.

EDIT CONFERENCE ADDON

1.3.10 Conference Sessions

1. Click the "Conference Sessions" dropdown to edit conference session data >
Click the "+ Add New Conference Session" button to add a list of conference
sessions > Click the manage session dropdown > Click the "Edit Session"

menu to edit session data.

AI

I Conference Sessions

9:00 AM .

Al Room A 04/05/2021 8:00 AM
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2. Fill in the conference session data on the pop up form according to the
required information then click the "Save" button to save a list of the

created conference sessions.

ADD CONFERENCE SESSION

1

3. Edit the conference session data in the pop up form according to the
required information then click the "Update"” button to save the list of

edited conference sessions.

®

EDIT CONFERENCE SESSION

1.3.11 Conference Managers

1. Click the "Conference Managers" dropdown to edit the conference
collaboration team data > Click the "+ Invite" button to add the conference

collaboration team list > Click the manage members dropdown > Click the

"Delete Committee" menu to delete member data.
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[ovreence varaser |
indira.insiyah@ui.ac.id Never logged in .

2. Fill in the conference collaboration team data on the pop up form
according to the required information then click the “Save” button to save
the list of the conference collaboration team created.

r

®

ADD NEW COMMITTEE

1.4. Manage Submissions Paper

1. At the conference that has been made, click the "Actions” button to
manage the conference > Click the "Submitted Paper" menu or click the
"View all submissions" link to manage scientific paper submissions.

CONFERENCES = DATE AUTHOR STATUS CONFERENCE STATUS

Abstract Submission Submissions:

Full Paper Submission
e techniony :
I

Registrations:

February 22, 2021 - March 7,2021
Paper Acceptance

March 15, 2021

n link

it
Conference will be held on

April 5,2021 - April 7, 2021

2. This page will have several manuscript status tabs, namely All, Waiting,
Revised, Accepted, Rejected, and Withdrawn.
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Submitted Papers

Click the "Waiting"” menu to see the waiting list for the submission of
participant papers that have just been submitted > Click the "Apply
Changes" button to save changes.

*Please note, if you have made a decision on the status of the manuscript (or you can wait for a
Reviewer's decision first), then you can make changes to the status of the manuscript.

Click the "Edit" link to edit the title and the "View Abstract" link to review
the participant's paper work abstract.

Vertical Take Off Landing
Medical Machine

Keywords: VTOL, Al

Click the File link to download > click the "Replace" link to replace the
scientific paper file > click the "Upload" link to upload the manuscript
revision file.

February 20, 2021 16:54 D
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Click the openchat symbol to communicate directly with the author and
click the "Email History" link to monitor the status of the email history by
the committee to authors and reviewers.

1 Indira Insiyah
(Universitas Indonesia,
indirainsiyah17 @gmail.com)

Click the "Invite Reviewer" link to invite the reviewer to the conference
process and click the "Cancel Invitation" link to cancel the invitation.

1. Indira Insiyah
(indira.insiyah@ui.ac.id)
& Feb 21, 2021
/% Waiting

<

*Please note, the "Cancel Invitation" button will only appear when the reviewer has not specified
"Agree", "Decline" or "Unavailable" in the email message inviting scientific papers review.

3. Edit the title of the scientific paper on the pop up form then click the
"Update" button to update it.
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4. Click the "Select File" button to replace the conference paper file in the pop
up form by uploading the required files then click the "Yes" button to save

the edited conference paper format.

5. History information and status Email history. This feature is used if you
want to monitor the email history sent by the system to the author (such as
first / last submission, paper acceptance and other decisions) and to
reviewers (such as invitation reviewers and cancellation reviewers).

Q

Email History

Author Email History:

at 2021-02-21 11012

at 2021-02-21 N1244

mail: at 2021-02-21 N:36:22

time sent: 2021-02-21 113611

Reviewer Invitation Email History:

alfianvansykes@gmail.com

at 2021-02-2114:31:04

Information:

® Delivered

® Opened

® Clicked by author

® Clicked by reviewer

: Email has been sent to the author / reviewer
: Email has been opened by the author / reviewer
: Email has been clicked by the author (if a link is clicked)

: The email has been clicked by the reviewer
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® Will be sent : Email is still being sent
® Goes to spam : Emails sent by the system go into the spam folder
® Permanent fail / bounced: The author / reviewer email was not registered by the server

® Rejected by our email service: Email is considered dangerous and our system automatically prevents
the email from being sent.

6. Fill in the reviewer contact data on the pop up form according to the
required information then click the "Send Mail" button to add a list and
invite the conference reviewer team that was created.

</ Invite Reviewers

Hame Emai Institution Experise #invitation Agreed Action
- Response

Mo data available in table

=

7. Handling accidentially click cancellation invitation reviewer. Click the "Yes,
Dismiss this Reviewer" button to continue cancellation.

Are you sure want to dismiss
this invitation?

i
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8. Click the "Create Notes" link to provide notes to the author.

Waiting +

MNotes to Author:

9. Fill in the message to the author on the pop up form according to the
information required then click the "Save Changes" button to save the
message. Your message will also be sent via email.

Notes to Author

—

10. If your reviewer has given his recommendation, then the reviewer status
on the manuscript will display a sign "Review has been completed" then you
can click on "Result” under the "Reviewer" column.
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1.Alfian Firmansyah Alfian
Firmanyah
(alhanvansykes@gmail.com)
R Feb 06,2021
+ Feb 06,2021
O® Jan 05,2021
[DFeb 062021
I + Review has been comple!ed.l

1syah

gmailcom) 2.Alfian Firmansyah There is no

(alfian.firmansyah@ui.ac.id)
& Feb 06,2021
+ Feb 06,2021
® Jan 05,2021
D Eeb0c 2021
I + Review has been completed.l

T

Your result reviewers will be displayed as follows.

Result

[Reviewer #1]

1. Type your question
« Ini reviewer pertama

2. Type your question
o Ini reviewer pertama yaaa

3. Type your question
o Type your Option here

4. Type your question
« Option

S. Type your question
e Type your option

6. Type your label file descriptions/information to inform reviewers

[Reviewer #2]

1. Type your question

After you get a recommendation from the reviewer you invite, you can
make a paper decision (for example accept) > Click Apply Changes.
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(Revise v Waiting
decided at: 2021-02-20 v Accept
Select decision Revise
Reject
Withdraw 5
Notes to Author:

Notes to Author:

*Please note, the system will automatically send a notification email message of papers passing
the provisions to the author accompanied by an LoA attachment.

11. Click the "Accepted"” menu to see a list of passes for submitting papers by
participants > If you want to cancel it, click the "Cancel"” button to cancel >
Click the "Plagiarism Status" button to activate the plagiarism evaluation *.

Submitted Papers

ersity of Indonesia Technology Cenference [UITC)

o) [ Accepted ) | Rejecte Withdrawn (0

D (BmanansykesEgmal £om)
‘eftical Take O Landing Universitas ndonesia, RS decided at 2021-02-21

, e 21 oo a  MedcalMachine Fenma‘l;.;i 2021 indrains)ya 1T @gmai cam) /5t Yiaeg Mn:1251
Weywords: VTOL, Al - Notes 1o Author

A

 APPLY CHANGES. &

Information pop up adding manuscript to plagiarism evaluation list
successfully done will appearing.

Request has been sent!

Click the "Ok" button to finish.

*Please note, the plagiarism results will appear after going through the plagiarism evaluation
process by the submit-manuscript.
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% Plagiarism Percentage: 10%. ¢

exPosienrea)

Wote

12. Click the "Revised" menu to see a revised list of scientific submissions.

*PLease noted, the system will automatically send an email notification of papers that need
revision to the author.

Submitted Papers

Vertical Take Off Landing
Medical Machine

1 Feb 20, 16:54

Keywards: VTOL, Al

13. Click the "Rejected” menu to see a list of rejections for submitting papers.

*Please noted, the system will automatically send an email notification of papers that do not pass
the provisions to the author.

Submitted Papers

Rejected 1)

Vertical Take Off Landing
Medieal Machine

Keywords: VTOL, Al Hiotes o fusthar
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14. Click the "Withdrawn" menu to see a list of paper submission

cancellations.
*Please noted, the system will automatically send an email notification of paper canceled to the
author.

Submitted Papers

Withdrawn (1}

1.5. Manage Conference Registration Payments

1. In the created conference, click the "Actions" button to manage the
conference > Click the "Registration Payment" menu or click the "View all
payments" link to manage the conference participant payments.

CONFERENCES =~ DATE AUTHOR STATUS CONFERENCE STATUS

Abstract Submission

Full Paper Submission @
s e

Paper Acceptance

Conference will be held on

2. Click the "Incoming Payment" menu to see a list of conference registration
payment bills > Click the "Author Payment Receipt” link to review the
conference participant's payment receipt file > Click the dropdown to
manage payment status > Click the "+ Apply Author Payment" button to
complete the invoice process.
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Registration Payment

Registrations:

1

PAPER ID = INVOICE 1D AUTHORS. REGISTRATION TYPE CURRENCY NOMINAL PAYMENT STATUS

[=]

3. Click the "Paid Payments" menu to see a list of completed participant bills.

Begistratont

1

PAPER  IVON BECISTRATION PAYMENT
-y VOIS AUTHORS i CURRENCY NOMINAL -
o sTatus

1.6. Connect with the Author

1. At the conference that has been created, click the "Actions" button to
manage the conference > Click the "Chat with Author" menu to connect
directly with the author.

CONFERENCES = DATE AUTHOR STATUS CONFERENCE STATUS

Abstract Submission Submissions:

Full Paper Submission

- @)

February 22, 2021 - March 7, 2021
Registrations:
Paper Acceptance

March 15, 2021

Submission link

Conference will be held on

2. Click the intended author username link.
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OpencChat

........

R

3. Type a message in the available typing bar > Click the embed icon to attach
the file and the paper airplane icon to send > Click the "Unsent Lastchat"
button to cancel sending the last conversation.

Adhyastha Tristan % Unsend Lastchat

- R

:

4. If there is an author's unread or unreplied message, the message will
automatically be forwarded to the email conference manager. Click the
“View this chat in submit-manuscript.org” link to read and reply to
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messages via the chat web application or click the “or Send Directly Reply”
button to read and reply to messages via email.

Submit-Manuscript.Org

Cloud Conference Management Sy

Dear Adhyastha,

You received chat message(s) from ' Insiyah Mastiti at Submit-
Manuscript.Org. Here is the last one that you missed:

Selamat malam Adhyastha, mohon segera selesaikan pembayaran anda. Terimakasih

T et e e e pc e 2T o [yt

iew this chat in submit-manuscript.org

Unsubscribe from this email newslefter update.

5. Type a message in the typing bar provided then click the "Send" button to
send a message via email.
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Submit-Manuscript.Org

Direct Reply to Insiyah Nastiti

l Write your message here
||
| |
|

© 2021, Submit-Manuscript.Org. All Rights Reserved.

1.7. Manage Reviewer Databases

1. At the conference that has been created, click the "Actions" button to
manage the conference > Click the "Reviewer Database” menu to manage
the reviewer database.

+ CREATE A CONFERENCE

Shaw 10 v conferences
CONFERENCES = DATE AUTHOR STATUS CONFERENCE STATUS hat with Author

Abstract Submission
Abstract date is not set

Submissions:
1) total
an

assignment/review
Full Paper Submission
of Indonesia Technology

Canfe ITe) February 22, 2021 - March 7, 2021
created: February 20,2021 Registrations: m
Paper Acceptance

Universitas Indonesia March 15, 2021 (040) Paiel has receipts [waiting to be

Conference will be held on
April 5, 2021 - April 7, 2021

(€40} Paiel invoices (confirmed)

2. Click the "Import Data" link to enter the reviewer database with .xls file>
Click the checkbox to select reviewer data management > Click the "Delete
Selected" button to delete the reviewer data selection > Click the "Export to
Excel" button to download the reviewer database into the .xls file .
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Data Reviewers

Import Reviewers on University of

1

The fields belo scidresses)

SALUTATION =~ SALUTATION2 EMAIL

Showing 1101 of 1entries

INSTITUTION EXPERTISE

Institut Teknolegi Bandung Al

3. Click the "Download Format" link to download the reviewer database

format .xIs > Upload the reviewer database by clicking the "Choose File"

button to select the file on the your device.

Form Import

Please download the xlsx format, fill and upload it below. (Filetype: xIsx only)

Choose File |No file chosen

1.8. Manage Conference Sessions

1. At the conference that has been created, click the "Actions" button to

manage the conference > Click the "Create Procedding” menu to manage

the conference session.

CONFERENCES ~

DATE AUTHOR STATUS

Abstract Submission Submisslons:

Full Paper Submission

February 22, 2021 - March 7, 2021
Registrations:
Paper Acceptance

March 15, 2021

Conference will be held on

April 5,2021 - April 7, 2021

CONFERENCE STATUS

- @)

Submission link
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2. Click the "+ Add New Conference Session" button to add a list of conference
sessions > Click the manage session dropdown > Click the "Edit Session"
menu to edit session data > Fill in the conference session list data in the
form according to the required information > Click the "Export Proceeding"
button to download the session database into a .docx file.

Proceeding

The conference session database is downloaded in a .docx file format.

University of Indonesia Techndogy Conference (UITC)
2284 24thMarch - Februsry, 2021

Usniversitas Indonasia.

Dok Todonesia

it

Conference Managers

1y Me. Alfim, (Veivenita ndoossia, fiaymsvion @gmal com)

Al
Reom A, Mareh 22ud 2021

f;"’ Title and autber Presentation time Page

1| Vemical Take OF Landing Matical IZ0OPM-IZISPM [1-1

L Tndonasis,
inciminsfyahl T @gmail com)

3. Fill in the conference session data on the pop up form according to the
required information then click the "Save" button to save a list of the
created conference sessions.
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ADD CONFERENCE SESSION

1

4. Edit the conference session data in the pop up form according to the
required information then click the "Update"” button to save the list of

edited conference sessions.

EDIT CONFERENCE SESSION

®
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