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USING THIS DOCUMENT

The Exchange Bin may be customized for each meeting’s specific needs. The role
names and fields used in this document may differ from your implementation;
however, the essential functions will be the same. The instructions are applicable to
both the Review Admin and the Review Chair and the Session Admin and the
Sessioner. There are two types of Exchange Bins: The Exchange Bin in the Review
Center and the Exchange Bin in the Session Center. This document covers both
uses.

Note: The Review Center Exchange Bin and the Session Center Exchange Bin should
not be used at the same time.

OVERVIEW OF THE EXCHANGE BINS

The Exchange Bin is a tool that allows Chairs and Sessioners to work collaboratively to
re-categorize submissions during the review or session process. In both scenarios,
users can place submissions that may have been submitted to the wrong category into
a shared Exchange Bin, where users can then review and update the submission to
the correct category. What follows is steps to use the Exchange Bin in two scenarios:
during review to ensure the submission is being scored by the right group of reviewers;
and during sessioning to ensure the submission is scheduled in a session with like
content.

THE REVIEW CENTER EXCHANGE BIN

ACCESSING THE EXCHANGE BIN

Log into ScholarOne Abstracts through your normal log in process.

Click the Review tab. Using the dropdown, select the role you will be working with.
The Exchange Bin process is the same for the Review Admin and Review Chair role

types.

# Welcome # Submission ¢ Review ~ i Session ~  Admin B Planner
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O Review -

i Session ~

| Reviewer Admin|

General Reviewer

Video Reviewer

USING THE SCORE REPORT

Page 2

Depending on your configuration, abstracts can be available for assignment to the

Exchange Bin based on:

1. Areviewer selecting Wrong Category, or

2. Any abstract can be reassigned, regardless of reviewer input.

Based on your configuration, the first step in the Review Exchange Bin process is to
identify abstracts that may need reassignment. From the Review menu, select
Reviewer Score Report. Populate the grid with the Review Role you want to work with.
If you only have one review role, that role will automatically populate.

Assign Reviewers

Automatic Reviewer Assignment
Assign Sessioner

Assign by Category

Assign by Topic

Exchange Bin

Reviewer Score Report >
Reviewer Status Report

Session Proposals

Review Admin Instructions

The s1a am 2017 Reviewer Admin has many options to work with in the Review Center:

Assign Abstracts
Status Report

Score Report
Impeorting of Decisions

[ Reviewer Score Report

Exchange Bin

General Reviewer

12 3053647 Edit
H 2082947 Edit
d 2156657 dit

i

~ | Save/Edit | Delete

v | ¥ Show me all abstracts = Import/Export to Excel » |« | Mass Update
Control ID Edit ... | Title Category Avg Sc... #As... | Review Wrong Category - Decision.l Re-CategurizeI

Exchange ...
Abstract #1
Absfract #2!

1 1 1
1 ] ]
5 2 1 0 Reject

Be-Categorize
Accept...

Using the Columns dropdown, select the columns you want to display in the grid. You
will want to display the category, control ID, and wrong category columns, if you have
configuration set to only allow Wrong Category abstracts to be reassigned. The
Recategorize column will populate by default. You may select other columns as

appropriate.
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-

Control ID
Edit Abstract
Title
Presenter

Presentation Type

Sub-Presentation Type
Category
Sub-Category

stracts | = Import/Expo
.= Prese._. Category

Submission Role

N _ Avg Score
P41 Sort Ascending
z _ Std. Dev
P1 %] Sort Descending ]
! Eeviews
1 Configure Sort _
3 Presenter Email
Columns 3 ——
. Presenter Institution
p.| ] Filters b Conflict of Interest
p...  Poster... Clinica... Presenter Country
i, \ideo Clinica. .. Contact Author
b, Video Clinica...

Wrong Category
Contact Author Email
Contact Author Institution
Contact Author Country
Awards

Decision.

Pt

... Video Clinica. ..
... Video Admini...
... Video Admini. ..
Cral P... Basic ...
Video Clinica. ..

Poster... Clinica...

] T T = 1 T = =T = = = 1 < R

Note: You may want to save this view so that the display is available each time you
review the score report.
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Reviewer Score Report

|' Exchange Bin v | ISavefEdit | Delete

General Reviewer | | # Show me all abstracts

If you are using the Exchange Bin for only those abstracts identified as Wrong
Category, sort on the Wrong Category column using the Descending option in the
column dropdown menu. You can also filter on Re-Categorize from that column. All
wrong category abstracts will sort to the top for easy viewing. The Wrong Category
column will display the number of reviewers who have scored the abstract as a Wrong
Category. A minimum of 1 is required to recategorize, if your configuration is set to only
allow Wrong Category abstracts to be reassigned.

Reviewer Score Report
Exchange Bin | Save/Edit | Delete Search: X | Clear S
General Reviewer |+ | ¥/ Show me all abstracts | 5| Import/Export to Excel - | [s] Mass Update | |Hide Reviewer
= Contro...  Edit... Title Prese... Prese...  Category Avg Sc... Reviews | Wrong Category Re-Categorize Decision-
= 2280391 Edit Abstract #5 Suppo... Poster... Clinica... 1 1 Re-Categorize
= 2287075 Edit Abstract #17 Cham... OralP... Clinica... 1 1 Re-Categorize
= 2287152 Edit Abstract #36 Thomp... Video Admini.... 1 1 Re-Categorize L

Review each wrong category abstract by clicking on the control ID to display the proof
pop-up. If you determine the abstract can immediately be recategorized to another
category, click on the Recategorize link and record the new category.

L}
Re-Categorize Abstract

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bin =0 that ancther Chair may re-categorize it, select "send o Exchange Bin.”

Motes for Exchange Bin:

Select a new categaory: |Clini|:al Science Al | OR

@ Re-Categorize s
@ Send to Exchange Bin
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If you are unsure which category is appropriate for the abstract, or it requires a review
from other Chairs, click Send to Exchange Bin.

L
Re-Categorize Abstract

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bin so that another Chair may re-categorize it, select "send to Exchange Bin.”

Noles for Exchange Bin:

Select a new categary: | Basic Science v | OR

@ Re-Categorize o
Send to Exchange Bin

You can also leave recategorization notes in the text box. The notes will be visible to
you and other Chairs when you access the Exchange Bin. If configured, notes may be
required to send an abstract to the Exchange Bin.

= Abstracts in Exchange Bin
Select One ~ | Save/Edit | Delete Search: X |Found In: |All Columns i
= Export to Excel - | L] Download Reassignment Report
[E1 Control ID Re-Categorize Category Date Moved To Exchange Bin Recategorize Notes Title History
[ 2287075 re-categorize Clinical Science Mon 8/06/2018 This may be Basic Science Abstract#17 [view]
[ 3053646 re-categorize Basic Science Fri 8/03/2018 Exchange Bin #3 [view]

If configured, you will receive an email notifying you that there is a new abstract in the
Exchange Bin. This email template is in Admin->Email Administration->System Emails.

Admin Center

Dashboard NAME

Search Abstract placed in Exchange Bin

User Administration

Abstract Re-assigned from Review Exchange Bin
Email Administration >

Effective Date: 30-Aug-2018 D Clarlvate
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USING THE EXCHANGE BIN

To access the Exchange Bin, return to the Review Center menu and select Exchange
Bin.

Abstracts

Assign Reviewers

Automatic Reviewer Assignment
Assign Sessioner

Assign by Category

Assign by Topic

Exchange Bin >

Reviewer Score Report
Reviewer Status Report

Session Proposals

The Exchange Bin displays abstracts awaiting category review and recategorizing. It is
important to check the Reviewer Score Report on a regular basis during the review
period, to identify new abstracts that may require action.

Abstracts in Exchange Bin

Select One v | Save/Edit | Delete Search: % |Found In: | All Columns v | Clear Search |} §
[E] Export to Excel - | ] Download Reassignment Report
[F] Control ID | Re-Categorize Title Category Date Moved To Exch... | Recategorize Motes History
[ 2287117 re-categorize Abstract #23 Administration Wed 8/01/2018 [view]
[ 2859922 re-categorize Exchange Bin #1 Basic Science Thu 8/02/2018 Probably Basic Science  [view]

Note: When an abstract is in the Exchange Bin, it will not display on the Review Center
Score Report.
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When an abstract is added to the Exchange Bin you will review each abstract to
determine what would be the appropriate category for the abstract. You select a new
category and click Recategorize if you are ready to make a category suggestion. If you
need to leave the abstract in the Exchange Bin for others to review, select Leave in
Exchange Bin.This allows other Chairs to process the abstract.

Re-Categorize Abstract

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bin so that ancther Chair may re-categorize it, select "send to Exchange Bin.”

Exchange Bim Motes:

OR E Leave in Exchange Bin

Select a new category:)| Select

Basic Science
Clinical Science
Administration

Select a new category. This will trigger the email to the reviewers assigned to the new
category letting them know they have an additional abstract to review. These custom
emails are sent on a nightly schedule.

Name: Abstract Re-assigned from Review Exchange Bin

To: #user_emaikss B
From: #Hcurrent_user_emaik##

Cc:

Bcc:

Subject: #meeting_short_name##: Abstract Re-assigned for re
Body:

##date_todayss
Dear ##user_salutation# #‘."‘-#l.,l5‘»EI'_1'_IFS1II"IEll'f'lEif?'-'r’ié #USEI’JBSTH&NE##,

You have been assigned one or more abstracts from the Exchange Bin to review. Please log in to view and score the new abstract(s).
Sincerely,

##site_contact_name##
##site_contact_email_address##
##meeting_long_name#

2 Clarivate
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Note: When abstracts are in the Exchange Bin, there will be a symbol with two arrows
next to Exchange Bin in the left-hand Review menu. When all abstracts have
been recategorized there will be no symbol displayed. It is important that the
Exchange Bin be emptied so no abstracts get hidden for review.

Assign Reviewers >
Automatic Reviewer Assignment
Assign Sessioner

Assign by Category

Assign by Topic

Exchange Bin =

Reviewer Score Report
Reviewer Status Report

Session Proposals

REVIEWER TASKS

Category reviewers will access their Review Center to review the abstract. If the
Reviewer agrees with the recategorization, he or she will score the abstract and the
Review Center Score Report will reflect the new category and the new score.

If Reviewers do not agree with the recategorization to their category, they can check
the Wrong Category box and the abstract will appear on the Score Report for further
review.
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Abstract Reviews

| Completed reviews |v | Save/Edit | Delete

= Import / Export - | &) Print Selected -

| T+ | Control ID Title Presenting... Conflict of ...  Wrong Cat... Score A
O]+ 2156657 Abstract #21 Support, .. O O 4] ]
O] + 2280387 Abstract #4 Support, ... | | 5 5
] « 3053647 Exchange Bin #4 Smith, Alex = Select .. 0

CLOSING THE REVIEW CENTER EXCHANGE BIN

Once the Review Center is closed, you may have abstracts still in the Exchange Bin. It
Is important that all the abstracts be assigned to a category.

To remove an abstract after the Review close date, select the original category and
click Recategorize. This prevents the abstract from being sent to a Reviewer after their
access to the Review Center has expired. Choosing the same category will send the
abstracts back to the original category, where any previous scores will be retained and
show in the Reviewer Score Report. It will then be available for decision and
sessioning.

£ close Window

Abstracts in Exchange Bin

Select One v | Save/Edit | Delete ¢

[&l Export to Excel - | L] Download Reassig Re-Categorize Abstract
[} Control ID | Re-Categorize

2287075  recategorize | C
[ 3053646 re-cateqorize ' Basic Science

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bin so that ancther Chair may re-categorize it, select "send to Exchange Bin."

Exchange Bin Notes:
This may be Basic Science

Select a new category: |Clini cal Science v | OR @ Leave in Exchange Bin
@ Re-Categorize

It is best practice to close the Exchange Bin before the Review period ends. This
assures that no abstracts in the Exchange Bin are assigned to reviewers after the
Review Center close date. Set your open and close dates in Admin->Client
Configuration->Schedule.

2 Clarivate
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REVIEWER_NEW Center (Role: Reviewer Admin)

Open : AM  v|  EST|02/012016 =
Display Deadline : PM v|  EDT| 1011572019 &

4 v v
Actual Deadiine : PM  v|  EST| 1153012019 5
Exchange Bin Start Date E : AM v| EDT| 08232016 &
Exchange Bin End Date E : PM v| EDT| 082412019 &

REASSIGNMENT REPORT

The Reassignment Report details all the Exchange Bin activity. If you are using the
Exchange Bin during review and sessioning, the report includes all activity across both
bins. You may only have one review and one session Exchange Bin configured for your
site.

To access the report, first access the Exchange Bin. Click on Download

Abstracts in Exchange Bin

(]

elect One ~ | Save/Edit | Delete

[=] Export to Excel - || L] Download Reassignment Report

The report will open in a .csv file. It contains the history of all abstracts that went
through the Recategorization process.

A B C D E F G H | J
1 |Control ID Title Category Submitted Date Abstract Status Presenting Author  Recategorize Notes Date Moved Currently History
Exchange Bin #3  Basic Science 8/2/2018 scored smith, Alex none 8/3/2018 Yes Abstract sent to Exchange

Bin - Notes for Exchange
Bin: (as reviewer) on 03-
Aug-2018, 13:33 PM by
Alex Smith
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THE SESSION CENTER EXCHANGE BIN

ACCESSING THE SESSION CENTER EXCHANGE BIN

Click the Session tab. Using the dropdown, select the role you will be working with.
The Exchange Bin process is the same for Session Admin and Sessioner role types.

# Welcome # Submission ¢ Review B Session ~  Admin ~

Sessioner

Frogram Viewer

| Session Center Admin |

Select Sessioning from the left-hand menu. Then select the Exchange Bin.

Dashboard & Instructions

Meeting Setup
Sessions & Events
Session Builder
Schedule Sessions

Abstracts

Exchange Bin >

Reports

Effective Date: 30-Aug-2018 ‘; Clarlvate
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Sessioner
To begin using the Exchange Bin, the sessioner will first access the Session Builder
under Sessioning in the left-hand menu.
Dashboard & Instructions
Meeting Setup
SESSiOI'IiHH
Sessions & Events
Session Builder >
Schedule Sessions
Abstracts
Exchange Bin
REDDI’[S
As sessioners build their sessions, they can suggest recategorization of unassigned
abstracts.
Edit- Title~ AL # L [ Control ID Edit Abstract Submission Role Abstract Status I Re-Categorize I
[edit Developments of DFT fr... E02 11 = [O] 2832199 Edit Abstract Submission Decisioned Accepted Re-Categorize
[edit Developments of DFT fr... P02 11 [ 2834377 Edit Abstract Submission Decisioned Accepted Re-Categorize
[edit Thin Film Growth, Proc... Y17 15 [ 2881388 Edit Abstract Submission Decisioned Accepted Re-Categorize
[edit "Whither Pairing Correl... R04 4 [F1| 2882764 Edit Abstract Submission Decisioned Accepted Re-Categorize
[edit 16.0 General Theory, Co... 15 [F1]| 2883995 Edit Abstract Submission Decisioned Accepted Re-Categorize
[edit 16.1.1 Petascale Scienc... A34 13 [ 2888308 Edit Invited Abstract Submission Decisioned Accepted Re-Categorize
[edit 16.1.1 Petascale Scienc... B34 13 [ 2292055 Edi Abstract Submission Decisioned Accepted Re-Categorize
dit 16.1.1 Peta le Sci . C34 10 M _ann7470 i Imasitmd Abodraed O bhminnian Minnminianad & anoebed Min Matnsnri—s
et S e 14 4 [Paget Jof1| » bl [200]v|Records per page | & Dig

[edit 16.1.2 Electrons, Phono... X29 12
[edit 16.1.2 Electrons, Phono... L29 13
[edit 16.1.2 Electrons, Phono... P29 13
[edit 16.1.2 Electrons, Phono... R29 13 Duration: 144 min — Remaining: 36 min

[edit 16.1.2 Electrons, Phono... 529 13 Select One v | Save/Edit | Delete
[edit 16.1.2 Electrons, Phono... V29 13
[edit 16.1.3 First-principles M... A28 13

Cuprate Superconductors?"”

IOO0O0OCOO0O0O0O00000@EODOOO

[F] Control ID | Edit .. | FinalID." | Title~

dit 16.1.3 First-principles M... B20 13
N rst-principles [ 2891348 Edit Topelogical skyrmion pseudegap ...
dit 16.1.3 First-principles M... C29 13
[e—! rskprneiples [ 2292481  Edit Strong Magnetic Fields at the Cr._
ledit 16.1.3 First-principles M... E29 13 . [ 2895692  Edit New insight into the cuprate p
lfadit 18 1 % Firet nrincinlas M F?0_ 13

4 4 |Page[t |of4| b ¥ [[200 |~ » [0 2898421  Edit Closing the gaps in our unders...

Currently Assigned Abstracts [ Min: 3, Max: 5 ] ""Whither Pairing Correlations or Quantum Criticality

@ Add Placeholder | @ Add Stub | @ Withdraw Selected - | @ Remove Selected | [« Mass Update -

Sg
Speaker/Chair~ Order StatT... EndTi.
Pepin, Catherine 1
Harrison, Neil 2
Greven, Martin 3
Georges, Antoine 4
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The sessioner will click Recategorization next to the abstract in the top right of the
Session Builder. The recategorize options appear for all unassigned abstracts.

Re-Categorize Abstract

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bim =0 that another Chair may re-categorize it, select "send to Exchange Bin.”

* Motes for Exchange Bin:

Select a new category: | Select v | OR

@ Re-Categorize 4
@ Send to Exchange Bin

The sessioner will select Recategorize to give the abstract a new category. It will then
be forwarded to the appropriate session owner to session. They can also select Send
to Exchange Bin to have it reviewed by other sessioners or the Session Admin for
recategorization via the Exchange Bin.

The abstracts are ready for review and assignment. The sessioner may select a new
category and click on Recategorize or the sessioner can leave it in the bin for another
admin/sessioner to review.

Re-Categorize Abstract

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bim 20 that another Chair may re-categorize it, select "send to Exchange Bin."

Exchange Bin Motes:

Select a new category: Select OR E| Leave in Exchange Bin

Basgic Science

Clinical Science
Adminigtration

If you select a new category, an email will be sent to the new category sessioner
alerting them that a new abstract is in their sessioning queue. If the sessioner wants to
send it back to the Exchange Bin for recategorizing, the sessioner will be required to
leave a note explaining why they cannot recategorize it.

Effective Date: 30-Aug-2018 D Clarlvate
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Note: When abstracts are in the Exchange Bin, there will be a symbol with two arrows
next to Exchange Bin in the left-hand Session menu. When all abstracts have
been recategorized there will be no symbol displayed. It is important that the
Exchange Bin be emptied so no abstracts are hidden for sessioning.

CLOSING THE SESSION CENTER EXCHANGE BIN

Once the Session Center is closed, you may have abstracts still in the Exchange Bin. It
is important that all the abstracts be assigned to a category. For those abstracts that
remain, you will need to move them back to the unassigned grid for sessioning. If this is
not done, the abstracts will not be available for sessioning. Select the original category
in the dropdown and click Recategorize. This will prevent the abstract from moving to
another sessioner’s queue after the sessioning period has ended.

Abstracts in Exchange Bin £ close Window

F

Select One v | Save/Edit | Delete

[&l Export to Excel - | L] Download Reassig Re-Categorize Abstract

[} Control ID | Re-Categorize ate
Clinical Science

2287075 re-categorize
[ 3053646 re-cateqorize Basic Science

Select a new category for the abstract from the list below. If you would like to instead place the abstract into the
Exchange Bin so that ancther Chair may re-categorize it, select "send to Exchange Bin."

Exchange Bin Notes:
This may be Basic Science

Select a new category: | Clinical Science v ||or @ Leave in Exchange Bin
@ Re-Categorize

Note: It is best practice to close the Exchange Bin before sessioning ends. This will
allow sessioners time to complete their final sessioning before the closing of the
Exchange Bin.
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EXCHANGE BIN SYSTEM EMAILS

There are two system emails related to the Exchange Bins which are most frequently
used.

For the Review Center Exchange Bin, you will use the following system email: Abstract
Reassigned from Review Exchange Bin. This is the template used to send reviewers
notice that they have had a new abstract reassigned to their category for review.

EDIT BEFORE
SENDING
NAME STATUS ACTIVATE  (ADMINS ONLY)  VIEW SENT
Abstract placed in Exchange Bin Inactive o O Q
Abstract Re-assigned from Review Exchange Bin Active 7]l Q
Abstract Re-assigned from Session Exchange Bin Active 77 Q

Abstract Re-assigned from Review Exchange Bin

# Site Tags
MName: Abstract Re-assigned from Review Exchange Bin
To: #user_emaiks [
From: #tcurrent_user_email##
Cc:
Bec:
Subject: #meeting_short_names#: Abstract Re-assigned for re
Body:

##date_today##

Dear ##user_salutations## ##user_firstname#s# ##user_lastnames,

IYou have been assigned one or more abstracts from the Exchange Bin to review. Please log in to view and score the new abstract(s).
nCerely,

##site_contact_name##
##site_contact_email_address##
##meeting_long_name##

Effective Date: 30-Aug-2018 D Clarlvate
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For the Session Center Exchange Bin, you will use this email template: Abstract
Reassigned from Session Exchange Bin. The email template is used to send
sessioners notice that they have had a new abstract reassigned to their category for
sessioning.

System Email Templates

System Email Templates =~ Custom Email Templates

Click the hyperlinked email name to edit the template.
Check or uncheck the boxes in the Activate column to change the status of the email.
o |f a box i5 unchecked in the Activate column then the system will not send the email.
+ | the administrator wants the ability to edit an email before it goes to a particular recipient then check the box in the Edit Before
Sending (Admins Only) column.
« Click Update Status at the bottom to save your changes.
« Note: the variable tags available for use will differ across emails.

& Edit
EDIT BEFORE
SENDING
NAME STATUS ACTIVATE (ADMINS ONLY) VIEW SENT
Abstract placed in Exchange Bin Inactive o o Q
Abstract Re-assigned from Review Exchange Bin Active 73 Q

| Abstract Re-assigned from Session Exchange Bin | Active 2l Q

Effective Date: 30-Aug-2018 D Clarlvate
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Abstract Re-assigned from Session Exchange Bin

(# Site Tags
Name: Abstract Re-assigned from Session Exchange Bin
To: #ser_emaikss [
From: #current_user_emaik##
Cc:
Bce:
Subject: #meeting_short_name##: Abstract Re-assigned for s
Body:

Dear ##user_salutations# ##user_firstname## ##user_lastnames,

You have been assigned one or more abstracts from the Exchange Bin to session. Please log in to view and session the new abstract{s}l
Sincerely,

##site_contact_names#
##site_contact_email_address##
##meeting_long_names

Effective Date: 30-Aug-2018 D Clarlvate
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