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USE GET HELP NOW & FAQS

As a ScholarOne Abstracts Sessioner, one of your greatest help tools is ScholarOne’s
Frequently Asked Questions tab on our help site, Get Help Now. Our FAQs provide
immediate answers to common user questions.

In addition, Get Help Now offers downloadable guides (such as this one), video
tutorials, and the ability to Submit a Question/Create a Case to get assistance from
our Customer Support team. You can also submit suggestions on how you think we can
enhance the system through the Make Suggestion tab. We recommend that you
bookmark our help site and visit often.

GET HELP NOW

TRAINING:
Author

Reviewer/Decisioner

Sessioner

Administrator
RELEASE NOTES
SUPPORT ALERTS

Contact

SCHOLARONE

Customer Care

For Sessioners creating sessions, adding hosts, and adding abstracts through the ScholarOne Abstracts Session
Center, we offer an online guide and relevant FAQs for your training needs. In addition, you can submit a question/create a case
or make a suggestion using the Support portal below. .

SESSIONER GUIDE ‘Publons

Sessioner Guide November 2017

Track your peer review work with a free Publons profile

Become a master of peer review with the Publons
Academy

SESSIONER SUPPORT PORTAL

QOur Frequently Asked Questions provide answers to relevant topics for Sessioners of our system.

Find FAQs
|sessioning| fin| Al | - |
Browse Categories
[ ]
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OVERVIEW OF THE SESSION CENTER

The ScholarOne Abstracts Session Center uses a set of cutting-edge Web 2.0 tools
designed for greater usability, flexibility, and better performance when managing the
sessioning process for meetings.

This Guide provides a general overview of the Session Center capabilities. Your
Society’s specific workflow options may differ depending on the Society’s requirements.
You may need to contact your Society Administrator for site specific procedures.

ACCESS THE SESSION CENTER

On the ScholarOne Abstracts login page, log in using your ScholarOne Abstracts User
ID and Password. Click the Log In button.

LogIn Create An Account

UserID

%

[ Remember User ID

Password

Forgot Password

If you have forgotten your Password, click on Forgot Password. You will enter the
email address associated with the account and will then receive a link via email to
update your Password. Be sure to not create a second account as this will create
duplicate accounts for you.

Select the Session tab at the top of your Welcome Screen.

# Welcome # Submission ¢ Review £ Session ~
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SESSION & EVENTS
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Programming Sessions & Events involves several steps. In this guide you will learn

how to:

e Enter the basic information about a session or event (title, type, and session

duration)

e Add/remove abstracts to/from sessions
e Add hosts to Sessions and Events

e Set durations for session presentations

e Use the Session Builder Tool (if configured)

ACCESS SESSIONING

Select Sessioning on the left menu. Then select Sessions & Events. The Sessions

& Events grid displays.

Session Center Instructions

Dashboard & Instructions e

Schedule Sessions

Sessions & Events

Edits
[edit]
[ean]
[edit]
[edit]
[ean]

s o a session by right-clicking on the sessi

Select One | Save/Edit | Delete

Title
Administration #2
Clinical # 19
Clinical #25
Clinical #3
Clinical 19

Abbrev.
5104

cL2

Session Type
Symposium
oral

Clinical Session
Minisymposium
Clinical Session

Your list of available sessions and events appear below. Click Create New to create a new session or event; you may edit an existing item by double-clicking or rig]
2 of these fields to edit it directly in the grid.

pencil icon next o the header of each field that allows this, double-click in ons
Sessions & Events S AddHosts - add hosts to a session by dovble-clicking on the session
-a

on in question and selecting "Add Abstracts.” This will take you to the "Manage Abstracts"

Duration.
90
60
60
60
60

in question and navigating to the "Add/Edit Hosts" tab in the pop-up window.

tab in the pop-up window whes

TEDTT NS TRUCTIONS]]

ht-clicking on the desired row. If in-line editing is turned on, you will see a

te you may search for abstracts and assign ther

Search X |Found In:| All Columns

@ Create New - | @ Delete Selected | [5] Finalize Selected Sessions | (&) Print Selected | & Import / Export = | o7 Mass Update -

Date Start Time
Saturday 10/15/2016 800 AM
Friday 10/14/2016 7:00 AM
Friday 10/14/2016 11:00 AM
Friday 10/14/2016 9:30 AM

End Time
9:30 AM
8:00 AM
12:00 PM

10:30 AM

# of Assigned Ab.
0

1
1
1
1

~| Clear Search | ;5

Location
Barboursville R.
Fifeville

Ashiawn Room

Christina

CREATE/EDIT/DELETE SESSIONS AND EVENTS

To begin, navigate to the Sessions & Events area on the left side the grid, click the
Create New button near the top left of the grid. Choose either Create New Session,
Create New Session from Symposium (if configured) or Create New Event.

Effective Date: 05-Decembert-2018
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Note: In some cases, your session will already be created so you will only need to
assign the abstracts.

Sessions & Events

[¥]

i
]

elect ~ | Save/Edit | Delete
@ Create New || @ Delete Selected |[H |
) Create New Sessian

@ Create New Session from Symposium
&) Create New Event

I W = T ] e L ——

(4]

[qE]

Choosing one of the options will open the Information tab where you assign the
Session or Event a title, as well as assign additional data items such as Session Type,
Topic/Track, and Duration. Once you have entered all the required items, indicated by a
red asterisk (*), press the Save button to complete the new session or event.
Session/Event Information is the first step in creating a session or event.

pate Sess)

| | Information add/Edit Hosts

Session M|
Abbreviation:

| * Session Title:| | inical 52

ient Session

ID:
* Session Type| | Clinical Session v
Session Topic: | Select... v

* Duration {in | |60

minutes):

2 Clarivate
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Event

Information Add/Edit Hosts

Event |
Abbreviation:

l * Event Tide: Lunch

Client Event ID:

" Event Type: | |Luncheon bl

Event Topic: Select... v

* Duration (in| |60
minutes):

Once a session has been created, it will automatically be available in the grid. Deleting
a session or event is just like editing a session or event — navigate to Sessions &
Events, find your session or event in the list, check the box, then press the Delete
Selected button from the action bar.

Sessions & Events

W]
[y+]

elect On

w | Save/Edit | Delete

@ Create New - |@ Delete Selected | [=] Finalize Selected Sessions

Edit+~ Titles" Abbrev.” Session Type
. [edit] Administration #2 5104 Sympaosium
.[m] Clinical # 19 Oral

[edit] Clinical #25 Clinical Session
[edit] Clinical #3 CcL2 Minisympaosium
[edit] Clinical 19 Clinical Session

Note: If a session has abstracts assigned to it, the abstracts will first need to be
removed from the session.

2 Clarivate
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ADD/EDIT HOSTS

Next, you will add Hosts (chairs, co-chairs, moderators, etc.) to your session or event.
Navigate to the Add/Edit Hosts tab next to the Information tab.

Edit Session: cads =l

[ Information ] Add/Edit Hosts I Manage Abstracts l

Instructions

Instructions
To assign a host, find their name in the list of available hosts and drag them into the Current Hosts grid below. Be sure to choose the appropriate Role (i.e. — Chair or Moderator)
for each Host. If you are unable to find the person you are locking for, click Search for New Hosts to search the site for them.

[EDIT INSTRUCTIONS]

Available Hosts

[ Search: X [I i
Q) Search for New Hosts
First MName | Middle Na... LastName @ S.. D...  Insfitution D.. A. A. |City C.. |St.. Zip | Email Add... Phone Limit # of Assigned to S...
Alex Host ScholarCne hosti0@d. .. 5 1 —
Alexis Host ScholarCne host21@d. .. 5 2
Ben Host ScholarOne hosi7@do. .. 5 1
Christina Host ScholarOne hosti2@d. .. 5 2
David Host ScholarGne u s1ahost5 5 1
Elsie Host ScholarOne host15@d. 5 2 i
4 4 |Pagef1 | B W |50 |~ |Records per page | & Displaying 1 - 24 of 24
Current Hosts
@ Remove Selected i
First Mame | Middle Na_ Last Name | Su D Institution D Ad Ad Cily C St | Zip | Email Add Phone Role Invitation __
1| Alex Host ScholarOne hostid@d... Co-chair Mot Yet In...

-

|[E save ||[= Save & Close ||@ Close |

A list of available hosts will automatically populate in the top grid and you may type a

name in the Search area to narrow the list. Once you have the correct person, simply
drag and drop them from the top grid to the bottom grid. If you have multiple hosts to

select, you can hold down the control key to select them all at once. You will need to

assign the person a role by clicking the Role field and choosing the desired role from

the drop-down box.

Current Hosts
@ Remove Selected i
First Name Middle Na_ Last Name @ Su D Institution D Ad Ad Ciy C St Zip  Email Add Phone IE_H Invitation
1| Alex Host ScholarOne host10@d... | ~ | Not Yet In...
Co-chair
Lecturer | -
B save ||EMOderator ;‘vSEEHe Close |
Panel Lea...
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Note: If there is only one host role configured, that role will be assigned to a host
automatically when the host is added to the session or event. If there are more
than one host roles created, the user will be prompted to select the host role
from the host role name dropdown.

Create Host Account on the Fly

If you search for a host and they do not have an account in the system, you can add a
new host on-the-fly. Click the Search for New Hosts link at the top left of the Available
Hosts grid. You will first search for the new host and if no account is found, you will be
able to add a host account.

Available Hosts
Search: x/lid
d Search for New Hosts |
First Mame | Middle Ma... LastName S... D.. Institution D.. A. |A. |City C.. |St.|Zip | Email Add...  Phone Limit # of Azsigned to 5.
Alex Host ScholarOne hosti0@d. .. 5 1 o
Alexis Host ScholarCne host21@d. .. 5 2
Ben Host ScholarOne hosi7@do. .. 5 1
Christina Host ScholarOne hosti2@d... 5 2
David Host ScholarCne u... siahost5. .. 5 1
Elsie Host ScholarCne host15@d. .. 5 2 -
H 4 IPagef 1/ b M 50 |+ Records per page | & Displaying 1 - 24 of 24}

Enter the information for the Host you would like to search for and click Search. You
can search on First Name, Last Name, Institution or Email Address. If there is no
host account found, you will receive a message for adding a new host.

2 Clarivate
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Search Hosts

[EDIT INSTRUCTIONS]

Search Criteria

First Name: Last Mame: | HI:IIEI:|
Institution:

Email Address:

|4, Search | & Close |

Is an author on =
an Abstract?

[~] Search Results

R A
"R |
3 Add to List of Available Hosts Only & Add Hosts to Current Session @ Add New Host

[F] First Mame.” Last Mame.” Institution.” Email Address.”

4 4 |Page[l [of1| » M |[50 |v|Records per page | & No data to display

b3

The following message will display if the person does not have an account in the
system. Click Ok.

Effective Date: 05-Decembert-2018
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First Mame:

Institution:

Is an author on
an Abstract?

Your search returmned no results,
please try again or add a new host.

@ Add to List of Available Hosts Only @ Add Hosts to Current Sessionj @ Add Mew Host

First Name.+” Last Name.” Institutions” Email Address.”

2 Clarivate
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Then enter the required host information: First Name, Last Name, Institution, and
Email Address and click Save.

Search Hosts =]

[EDIT INSTRUCTIONS]

I Search Criterial

First Mame: 'Rick Last Mame:

Institution: Email Address:

Is an author on (]
an Abstract?

|24, Search | | @ Close |

[~] Search Results

3 Add to List of Available Hosts Only @ Add Hosts to Current & Add New Host
[F] First Name. Last Mame- Institution. Email Address.-
Rick Host ScholarQone rickifddonotsend.com
| | Cancel [} Sawve |
4 4 |Page[l [of1| » M |50 |v|Records per page | & No data to display

Once the host has been saved, click the checkbox to the left of the host name and
select Add to List of Available Hosts (so they may be added to other sessions) or
Add Host to Current Session.

2 Clarivate
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Search Results
B ¥
5 ]
(& Add to List of Available Hosts Only & Add Hosts to Current Session| @ Add New Host
First Mame.” Last Name.” Institution.~ Email Address."
EI Betsy Lewis ScholarCne betsy@donotsend.com
M 4 |Pagell Jof 1| b M |50 |v|Records per page | & No data to display
COMPLETING EVENTS

If you are building an Event, you are complete after you add hosts. You may not have
hosts associated with an Event and will only complete the Information tab.

ADD ABSTRACTS TO SESSIONS

The final step in building a complete session is adding the abstracts to the session.
Click on the third tab to go to Manage Abstracts. Search for the abstracts you would
like to assign to the session.

Note: You may search for abstracts by: Decision Status Category, Sub- Category,
Presentation Type, specific Author Name or Email Address, and Control Id. All
unassigned abstracts will list those abstracts that have yet to be assigned to any
session. You can also assign abstracts by Control ID.

2 Clarivate
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[ Information H Add/Edit Hosts l Manage Abstracts ]
[ Search H Results l
i
Author First Author Last
Name: Name:
Author Author Email i
Institution: Address: [
ICategory: |Basic Science ] £ Sub-Category: |Select a Sub-Category... =7
Presentation Select a Presentation Type... | Control IDs: (123456
Type: 234567 r
= 345678
|De1:|5|on Name: |Aocept for Poster F’]

Unassigned (] [Q Search ]
abstracts:

Currently Assigned Abstracts

58

Search: Xl
@ Add Placeholder | @ Withdraw Selected - | @ Remove Selected | o] Mass Update - Duration: 0 min — Remaining: 80 min
Control ID | Edit...  Final IDs" | Titles” Presenting Author Order  Start T... End Ti... Day/Date Presentation Type

-

Bl save ||[= Save &Close ||€ Close |

Assign the abstracts returned in the search by dragging and dropping them into the
Currently Assigned Abstracts grid. If you have multiple abstracts to assign from your
search results, you can also check the box next to each abstract and click Assign
Selected Abstracts.

2 Clarivate
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© Assign Selected Abstracts

Control ID | Title Submitted Date = Presenting Author Status Category Sub-Category Presentation Tyj
2280419 Abstract #9 Wed 4/01/2015  Support, Meetings Decisioned Ac... Administration none Video -
2280423  Abstract#10 Wed 4/01/2015  Support, Meetings Decisioned Ac... Administration none Video

2287047 Abstract #11 Tue 4/07/2015 Chambers, Patrick Decisioned Ac... Basic Science none Oral Preferre
2287061 Abstract#12 Tue 4/07/2015  Chambers, Patrick Decisioned Ac... Clinical Science none Video

2287067 Abstract #13 Tue 4/07/2015 Chambers, Patrick Decisioned Ac... Clinical Science none FPoster Prefel .
= E— o S SR Z o o R ,

M 4 |Page f1| b Pl |50 |v|Records per page | & Displaying 1 - 26 of 26

LX)

Search: Xles

(& Add Placeholdel | @ Withdraw Selected - | @ Remove Selected | |+] Mass Update ~ Duration: 0 min - Remaining: 0 min

Control ID | Edit ..}  Final ID+" | Titles" Presenting Author Order  StartT... End Ti... Day/Date Presentation Type
1| 2280392 Edit Abstract #6 Support, Meetings 1 2:00 AM 300 AM  Saturday 10M1... Video
2 2280414 Edit Abstract #7 Support, Meetings 2 2:00 AM 300 AM  Saturday 10M1... Video
5 228_»041 G ii_l Abstract #3 Support, Meetings 3 2:00 AM 300 AM  Saturday 10/M1... Video

-

© 1 selected row(s
& = save ||[=] Save &Close ||@ Close |

You can drag and drop between both grids or within each individual grid, allowing you
to both add and remove abstracts or to change the order of abstract presentations in
the Session.

Removing an abstract from the session will return it to unassigned status so that it may
be selected for another session. Withdrawing an abstract will leave the abstract in the
session, but it will appear with a red (w) next to it. Highlight the abstracts and click
Withdraw Selected or Remove Selected. Withdrawing abstracts and maintaining their
inclusion in the session is a configurable option.

Currently Assigned Abstracts
Search: x|g3
© Add Placeholder |@ Withdraw Selected ~ | @ Remove Seleded]l o/ Mass Update - Duraton: 0 min — Remsining: 80 min
Control ID | Titles" I Presenting Author "Order | StartT.. EndTi. Day/Date Presentation Type.” Duration «~ Category
1| 2280392 Abstract #6 Support, Meetings 1 200 AM  8:00AM Saturday 10M1... Video 0 Clinical 5
2 | 2287067 Abstract#13 Chambers, Patrick 2 &:00AM 3:00 AM  Saturday 10/1... Poster Preferred 0 Clinical 5
3| 2280414 Abstract #7 Support, Meetings 3 200 AM  8:00AM Saturday 10M1... Video 0 Clinical 5
14 | Abstract #8 Support, Meetings 4 200AM B8:00AM Saturday 10/1.. Video 0 Clinical §
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SET DURATIONS

To set the duration of an abstract presentation, go to the Currently Assigned
Abstracts grid located on the Manage Abstracts tab of the Edit Session window.

If the Session Type has a configured default duration value, it will be set for each
abstract as it is added to the session. Otherwise, you may manually set the
presentation duration in the Duration column by double clicking in the field and typing
in the desired value.

If you wish to assign durations of equal value to the current presentations, select Mass
Update. The Assign Durations option will suggest a time to set for all session
presentations based on the number of abstracts in the session and the total duration of

the session.

Currently Assigned Abstracts

LY

Search: Xl e
@ Add Placeholder | @ Withdraw Selected ~ | @ Remove Selected W | Duration: 20 min — Remaining: 70 min1
Control ID | Titles” Presenting Author Order | Start|T| |7 Assign Durations Presentation Type.” Duration »* Category
1 2280392  Abstract#6 Support, Meetings 1 S00R 7 Assign Final ID(s) [}~ Video 20 Clinical St
2 | 2287067 Abstract #13 Chambers, Patrick 2 820 (7 Assign DOI(s) {.. Poster Preferred 0 Clinical St
3 2280414 Abstract #7 Support, Mestings 3 820 T B2UANT Sawroay Ty, Video 0 Clinical S
4| 2280416 Abstract #3 Support, Meetings 4 820 AM  8:20 AM  Saturday 10M1... Video 0 Clinical S
o o o o Ll o

For example, if the session duration is 60 minutes and there are 9 presentations in the
session, clicking the Assign Durations button will trigger a prompt to set all
presentations to a duration of 6 minutes. However, you may overwrite the suggested

value by simply typing in a new value via inline editing.

E Assign Abstracts Duration
[}

4
W4 Pageli Jof1| » ¥ |50 ||

Assign each Abstract a duration of & minutes.

|

Currently Assigned Abstracts
|2 Assign || @ Cancel | Search: Xlww
Select One... ~| Save/Edit | Delete

& Add Placeholder | @ Withdraw Selected » | @ Remove Selected | |«7 Mass Update = Duration: 0 min — Remaining: 50 min
Presenting Author Order StartT... End Ti...  Day/Date Presentafion Type Duration =" Disfin.... ory Sub-Category
LA vl ol dus & g A o A rikdy 1wWisis. . viueu u [ | DdsiL atiene: e "
Donovan, Grace 4 700 AM T:00 AM Friday 10M42... Video ] Clinical Science  none
Donovan, Grace 5 T:00 AM 700 AM  Friday 10M4/2...  No Preferrence 0 Basic Science none
Thormpson, David 6 700 AM  T:00 AM  Friday 10M4/2... Oral Prefemred o Administration naone
Thompson, David 7 700 AM  T:00 AM  Friday 10M4/2.. Video 0 Bagic Science none
Thompson, David & T:00 AM 700 AM  Friday 10M4/2...  No Preferrence o Clinical Science  none
Thormpson, David 9 T:00 AM  T:00 AM  Friday 10M42... Video o Administration naone -

»
Displaying 1- 19 of 19
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You will see in the right corner of the grid a section that helps track the session
duration. It lists the Time Remaining and total Current Duration as time is set for each
session.

Currently Assigned Abstracts

LN

Search: Xl e
@ Add Placeholder | @ Withdraw Selected ~ | @ Remove Selected rDulaﬁon: 20 min — Remaining: 70 min]
Control ID | Titles” Presenting Author Order | Start Presentation Type.” Duration »* Category
1| 2280392 Abstract #6 Support, Meetings 1 8:00. . Video 20 Clinical S
2 2287067  Abstract#13 Chambers, Patrick 2 s:20 p .. Poster Preferred 0 Clinical St
3 2280414 Abstract #7 Support, Meetings 3 820 T . Video 0 Clinical S
4| 2280416 Abstract #3 Support, Meetings 4 820 AM  8:20 AM  Saturday 10M1... Video 0 Clinical S
= o [Py P Llem o

EDIT SESSION OR EVENT INFORMATION

There are three ways to edit the information found in the grid: new window, in-line
edit, or the Edit link on each session and event in the grid.

Edit in New Window

To edit type items (Session Types, Session Topics, or even the session or event
data) and to access the Information, Add/Edit Hosts and Manage Abstracts tabs,
double click on the checkmark field to the left of the session or event. The
Information Tab opens.

2 Clarivate
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H Add/Edit Hosts H Manage Abstracts

Instructions

Enter the necessary information in the area below; all required fields are marked with a red asterisk. Please note that you will not be able to navigate to any other tab until all the
required fields are complete.

[EDIT INSTRUCTIONS]

| @ Show Special Characters |

Session 5104 [3=] Session Support, Meetings
Abbreviation: Creator:
# Sessjon Title: | Administration #2| Session Donovan, Grace,
Owner(s): ScholarOne
| Add/Edit Owners |
Client Session Session Notes:
ID:
* Session Type: | Symposium A
Session Topic: | Medical Administration v MNotes to
Admin:
Symposium: Select... e

* Duration (in |90
minutes): Learning

Edit In-Line

When working on the highest level of data, double-clicking an item will allow you to
edit the data directly in the grid. In the example below, double-click on a Title to edit
the title. Inline Editing is available for basic session data.

Columns allowing in-line editing are indicated with a pencil icon in the column
header.

& Abbr{ Clie... | Edit<| Title- Dwration-
o 20 [edif] Lunch 50
i [edif] Lunch &0
& 180 [edif] Lunch 120
& [edif] Lunch 45
O si04 140 [edif] Administration #2 90
B cu 50 [edif] Clinical # 19 60

2 Clarivate
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Edit Link

To quickly access the Information, Add/Edit Hosts, and Manage Abstracts tabs, click on
the Edit Link. By default, the Edit Link appears in the first column, but it may be moved
to other locations in the grid using the drag and drop feature.

Sessions & Events
Training 12 v | Save/Edit | Delete Search: * |Found In: | All Columns ~ | Clear Search | 5
@ Create New ~ | @ Delete Selected | [ Finalize Selected Sessions | () Print Selected | &= Import / Export ~ | |7 Mass Update -
Abbrev. C...| Titles” Durations” | Date Start ... | End Time | Location # of Assig... | Session Type
[edit] 5104 Administration #2 a0 Saturday 10M15/2...  8:00 AM 9:30 AM Barbour... 0 Symposium
[edif] Clinical # 19 60 Friday 10/14/2016  7:00 AM  8:00 AM Fifeville 1 Oral
[edif] Clinical #25 60 Friday 10/14/2016  11:00 ... 1200PM Ashlawn... 1 Clinical Session

Clicking Edit will open the Information tab by default.

CHANGING YOUR VIEW

You can customize your view to display the information sorted as you specify. You can
also filter the display to limit the submissions listed.

Sorting

To sort by a column, you can simply click on the column header. An arrow appears
indicating that the display is sorted by this column in ascending order. Click again to
change from ascending to descending order.

=l Import / Export = | (&) Print Selected ~

Control ID TitIeE Reviewer Comments = Presenting Author Presentation Type Conflict? Wrong Category? @ Score Average | T ¥
2280387 Abstract #4 viewledit Support, Meetings  Poster Preferred Select.. 0
2659922 Sample Title viewledit Smith, Chris Video Select.. 0

Alternately, you may place your mouse over any column header and click the down-
arrow to display a list of sorting and configuration options. To sort by the selected
column, choose either Sort Ascending or Sort Descending.
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Control ID = = Title

83059 %} sort Ascending
99063 il Sort Descending
49079
Configure Sort
28081
Columns b
Filters b

To sort by multiple columns, select Configure Sort from the dropdown list on the
column header. Click the Add button to select a column then select ascending or
descending order. Repeat for each column you want to sort by. You may re-order the

sort options by selecting a sort and clicking the Up or Down buttons. Click the Apply
button.

= Import / Export = | &) Print Selected -
Control ID Title « » | Reviewer Comments Presenting Author
2280387 Abstract #4 21 Sort Ascending |Support, Meetings
2659922 Sample Title il Sort Descending Smith, Chris
Cnnﬁgure Sort
E Columns b
Filters 2
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Sort

[EDIT INSTRUCTIONS]

© Add [ Deete

Column Order
1 " Score Ascending
2 Fr,-'i'a.reraga Ascending
3  Control ID Ascending

@ Apply ||@ Close |

Display or Hide Columns

Page 19

Place your mouse over any column header and select the down arrow. Select the
Columns item to view a list of available columns. Place a check next to any column

you wish to display. Uncheck any column you wish to hide.
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= Import / Export - | (&) Print Selected -

Control ID Title & * | Reviewer Comments Presenting Author Presentation
2280387 Abstract #4 21 Sort Ascending |Support, Meetings Poster Prefe
2659922 Sample Title z : Smith, Chris Video

%l Sort Descending

Configure Sort
Columns bl
-
Filters b Title
Reviewer Comments

Presenting Author
Presentation Type
Sub-Presentation Type
Category
Sub-Category
Submission Role
Sessions

Conflict?

Wrong Category?

S EOO0O0O0O0ORERA

Total Score
Average
Abstract Status

O & O

[ 4 |F‘agef1| ¥ bl [|50 |+ Records per page

Reorder Columns

You may re-order the columns in your view by dragging and dropping the column
header. Click the column header of the column you want to move and then drag it to
where you want it to display. You will see blue arrows indicating the location it will
display. In the example below, the Category column is being moved to the right of the
Title column.

2 Clarivate

Effective Date: 05-Decembert-2018 AnalytiCS

Document Version: 3.2



Clarivate Analytics | ScholarOne Abstracts™ Sessioner User Guide Page 21

Abstracts
"
|:| Control... Title Presenting A... Submissi.. Presentation ... Category =
) o 1 . - ) )

1223845 Field Mice in Mebr...” Dos mposi.. Symposium... Category 1
[C] @ 1223846 © Category ™ ymp gory
|:| 1223847 The application o... Doe, Jane SYmposi.. Symposium.. Category 1
|:| 1218138 Movement of the ... Jefferzon, Fr... Abstract.. Poster Prefer... EPITHELLAL ..

Filter Displayed Information

You can filter the data displayed to meet your specific needs.

You can filter by selecting one or more values from a column. Place your mouse over
any column header and click the down arrow. Hover over Filters then check all values
to include from the checkilist.

Score > ATV

Select.. | 4] Sort Ascending
%} sort Descending
Configure Sort
Columns b
] Fiters b

OO0O0O0OO0
(T S SV N R

To remove filters from the current view, click the Clear Search link in the upper right
corner of the grid. This refreshes the view to include all submissions from the previous
view.

Search: % |WCl=ar Search
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Note: Use the Search feature to show only the abstracts that fit your specified criteria.

Saving Views

When you have a view configured that you want to save, select Save/Edit and give the
view a name. If you wish to mark it as your default view, click Use as Default. If you
have used filters for the view, check Added Filters. The view will then appear in the
dropdown for you to use when you want that specific view to be applied.

Save Grid Configuration
[EDIT INSTRUCTIONS]

Use as Default:
Added Flters:

Make available I+
to all users of
this site:

Mame: Wrong Category Abstracts

Roles:
[All Roles]

(=l

Reviewear Admin

General Reviewer

M Save [|@ Close |

SCHEDULING SESSIONS & EVENTS

The Session Center features session scheduling tools designed to help you create your

complete meeting program.

GRID SCHEDULER

The most popular way to schedule sessions and events is with the Grid Scheduler. To
begin, select Schedule Sessions on the left-hand navigation pane.
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Session Center

Dashboard & Instructions

Sessioning

Sessions & Events

Schedule Sessions
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Select the day from the top drop-down menu and then drag sessions to and from the
pre-loaded sessions list into any of the available rooms. This tool allows users to drag
sessions from room to room or time to time without needing to un-schedule them first.
Follow the same process for Events using the Event listing. Red lines in a room indicate
the unavailability of that room and time.

In addition, you may filter down the list of available sessions by typing in the Title field,
or by selecting sessions and events by type or topic (if configured). Clicking on a
session or event will reveal details about that session or event in the space immediately

below the Rooms option.

Schedule Sessions

Tille: |
Type: |Choose Session Type
Topic: | Choose Session Topic

Sessions

(CL2) Clinical #3 |

Events
s

Session/Event Information I

DIENER]

v ] [F] [+

7:00 AM

=] Swilch to Iltinerary Level View | % Refresh Grid | & Show All Rooms | Meeting Dayl Friday, October 14th, 2016 A I

Albemarle Room ~ Ashlawn Room  Barboursville Room Blue Ridge Room Buckingham Room Christina

Color by: | Type ~

7:15 AM

7:30 AM

7:45 AM

8:00 AM

8:15 AM

8:30 AM

8:45 AM

9:00 AM

9:15 AM

9:30 AM

9:45 AM

10:00 AM

10:15 AM

10:30 AM

10:45 AM

11:00 AM

©11:00 AM - 12:00 P

11:15 AM

(PLO6) Plenary 1;

Workshop; Host

11:30 AM

MNames: Host, Steve;

rv: CL2
Title: Clinical #3
Topic:
Type: Minisymposium
Hnet Nawid

11:45 AM

Presenters: Donovan,
Grare: Danavan.

12:00 PM

12:15PM
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Tip: Assignments that run over the available time, conflict with previously assigned
sessions, or result in Presenter or Host conflicts will generate an error message,
and the assignment can continue to be made or the scheduling can be canceled.

Confirm
? ) Waming, the following Presenter(s) and Host(s) may have a

potential conflict. Choose Continue to ignore this warning and
continue with the change; choose Cancel to cancel this update.

Host Session Session Time
Christina Host Clinical Session 25 3:15 AM-9:30 AM
| Continue || Cancel |
Room Views

By default, the first ten rooms will be displayed (in alphabetical sort). To show all rooms
in the Scheduling Grid, click Show All Rooms.

Schedule Sessions

= Switch to Itinerary Level View | 2> Refresh Grid || () Show All Rooms | Meeting Day: | Friday, October 14th, 2016 A

You can also change the number of rooms displayed by dragging and dropping the
rooms to the room listing in the left portion of the Grid. This will remove the room from
the scheduling grid.
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Filters -
Title: %
Type: |Choose Session Type v
Topic: |Choose Session Topic v
Sessions +
Events +
select all | —
L] Fifeville

l#| Fluvanna Room
¥ Fry Springs Room
) Mont

] Test Room

] Time

SESSION BUILDER

As an added feature, the Session Builder can be used to create sessions, add abstracts
to sessions, and add hosts. There are two views to work with: Assign Abstracts and
Assign Hosts.

To access the Session Builder, select Sessioning on the left menu and then Session
Builder. The default view is Assign Abstracts.
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Session Builder
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ASSIGN ABSTRACTS TOGGLE VIEW
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The Assign Abstracts Toggle View has three sections: sessions on the left, submitted
abstracts on the top right and currently assigned abstracts on the bottom right.

To begin building your session, click Create Session at the top left of the Grid. Enter
the required data and click Save. Your session will appear in the session listing on the

left.

-3 Session Builder

Toggle Grids: Assign Hosts [= Toggle View

L@ Create Session 1@' Delete Session | &
Select une " |+ | Save/Edit | Delete
Search ®

[F1| Edit Title- A | B
[l [edif Clinical# 19 CL1 10
[ [edif Clinical #3 cLz 1
[ [edif Clinical 30 CL5 1
[¥ [edif Clinical Session £1 cL~ 3
[[] [edif Clinical Trials 2
[T [edif Clinical90 2
[ [edif Oral Example 1
[ [edif Plenary 35 0
[T [edif Poster45 2
[ [edif Sample Session ]
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The next step is to add abstracts to the Session. Check the Session title for the session
with which you wish to work. From the Abstracts portion of the Grid, drag and drop the
desired abstracts to the Currently Assigned Abstracts section on the bottom right.
Alternately, drop and drag the abstract straight to the session title. Check more than
one abstract to move several to the Currently Assigned grid at one time.

[ Session Builder

Toggle Grids: Assign Hosts [ Toggle View » Clear Search |33

@ Create Session | @ Delete Session | & | Export to Excel 4 Search for New Hosts * Remove from View
Select One ~ Save/Edit | Delete Select One v | Save/Edit | Delete

Search x Search: x

[F| Edit Title.” A.. | #..||[0 Control ID Title Presenting Author Present... | Category Abstract Status

[ [edif Clinical #19 CL1 10 [ 2287078 Abstract #18 Chambers, Patrick Video Administr... Decisioned Rejected -

[T [edif Clinical #3 cL2 1 [ 2287153 Abstract #37 Thompson, David Poster...  Clinical ... Decisioned Accepted

[T [edif Clinical 30 CLs 1 [F] 2287155 Abstract #35 Thompson, David Video Adminisir...  Submitted

[¥] [edif Clinical Session &1 cL* 3 2287159 Abstract #39 Thompson, David Mo Pref...  Basic Sci... Decisioned Accepied

[T} [edif Clinical Trials 2 2287177 Abstract #41 Cooney, Jane Video Basic Sci... Decisioned Accepled

[] [edif Clinical3o 2 B 87153 Abstract #42 Cooney, Jane Oral Pre... Basic Sci...  Submitted

[T [edif Oral Example 1 I— M Abstract #43 Cooney, Jane Video Basic Sci...  Submitted

[} [edif Plenary 35 0 [0 228730 Abstract #45 Cooney, Jane Video Clinical S...  Decisioned Accepted =

[ [edif Poster 45 2 oA |P§qu|of1| » 7l |[50 |~ |Records per page | @& Displaying 1- 12 of 12| Selected 0 of 12

[ [edif Sample Session ]

[ Currentiy\assigned Abstracts "Clinical Session #1" |

Duration: 60 min%- Remaining: 0 min Search: Xles
~ Save/Edit | Delete

Withdraw Selected - | @ Remove Selected | -7 Mass Update -

& Add Placeholder

[F]| Control ID | Final ID- Title: Presenting Author Order Start T... End Ti... | Day/Date

[F] 2287081 bstract #12 Chambers, Patrick 1 745 AM 8:05 AM  Saturday 10M1...

[ 2287117 Abstract #23 Donovan, Grace 2 8:05 AM 815 AM  Saturday 10M1...

B Coffee Break 5 815 AM  8:25 AM  Saturday 10/1...

[ 2287124 Abstract #27 Donovan, Grace 4 225 AM 345 AM  Saturday 10M1...
{ [Page[1 Jof1| ¥ » ([0 [v] = |, D

To hide abstracts in the Abstracts section of the Grid, check the abstracts you wish to
hide and select Remove from View in the top right corner. To make the abstracts
reappear in the grid, reload the Session Builder grid by clicking on Session Builder in
the left-hand menu.

Clear Search | ;&

Ii; Remove from "u'iewl
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ASSIGN HOSTS TOGGLE VIEW

After abstracts have been assigned to the Session, the next step is to add hosts, if
applicable. Select Toggle Grids: Assign Hosts.

Session Builder

Toggle Grids: | Assign Hosis Toggle View -

@ Create Session | @ Delete Session | & | Export to Excel

The grid has three main sections: Sessions on the left, Available Hosts on the top
right, and Current Hosts on the bottom right.

[*2 Session Builder
Toggle Grids: Assign Abstracts Clear Search |23
& Create Session | @ Delete Session | & Export to Excel "4 Search for New Hosts
Select One ~ | Save/Edit | Delete Select One ~ | Save/Edit | Delete
Search x Search: X
[ Edit- Title.” A._. | #.. | [0 First Name.” Last Name.” # of Assigned to Sessions
[ [edif Clinical #19 cL1 10 [ Patrick Chambers 1 -
[ [edif Clinical #3 cLz 1 [ Grace Donovan 0
[ [edif Clinical 30 cLs 1 [ Alex Host 3
[} [edif Clinical Session #1 cL» 3 [0 Alexis Host [3
[ [edif Clinical Trials 2 [ David Host 2
[ [edif Clinical30 2 [ Emily Host 1
[ [edif Oral Example 1 [F] Erica Host 2
[T} [edif Plenary 35 0 [T George Host 1 -
[0 ledif Poster45 2 | [ 4 |Page[l Jof1| » »i |[50 [+ |Records perpage | & Displaying 1- 29 of 29| Selected 0 of 29
[T [edif Sample Session 0
I [ Current Hosts "Clinical Session #1"1
Remove Selected 44
First Name Last Name Institution Email Address Role
1 Christina Host ScholarOne hosti2@donoizend.com  Moderator v|
2 Een Host ScholarOne host7@donotsend.com Panel Leader v|
3 Elsie Host ScholarOne hosti5@donotsend.com  Co-chair 7|

Note: Each of the three grids in the Session Builder view have their own customizable
view. When a view is saved as a default view that view will appear each time a
sessioner uses each portion of the grid.

To search for a host to add to the session, use the Search option at the top of the grid.
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Select One +  Save/Edit | Delete
[paticd____|x]
TFirst Name-™ & Last Name.” # of Assigned o Sessions
O Alex Host 3 -
[ Alexis Host =
[[] Betsy Owens 0
[ David Host 2
[ Emily Host 1
[} Erica Host 2
[F] Fred Reviewer 1
[ George Host 1 -
4 4 |Page[1 Jof1| » »i |50 |v|Records perpage| & Displaying 1 - 29 of 29| Selected 1 0f 29

Once you locate the correct host, drag and drop the host to the Current Hosts section
in the bottom right.

After you have added the abstracts and hosts, return to the Session & Events Grid to
view the complete session.

[7] Sessions & Events
Training 12 ~ Save/Edit| Delele search:| || Found in:[All Columns ~ Clear Search | 3§
& Create Mew » @ Delete Selected  [& Finalize Selected i & Print [ Import f Export~ .7 Mass Update »

O o Abbrev.” Edits C... | Title D...| Date StartTi.. EndTime | Location | #ofAssign.. | Session Type
[ 198870 5104  [edif] 140 Administration #2 60 Ssturdsy 1052016 S00AM G-30AM  Barboursv.. 5 Sympasium

[ 289270 [edif] 50  Clinical # 19 60  Friday 10/14/2016 T-00 AM  8:00 AM Fifeville o Oral

[ 270533 [edif] 10 Clinical #25 60  Friday 10/14/2016 1:00AM 1200 PM  Ashizwn .. 1 Clinical Session
[ 264348 cLz [edif] 80  Clinical #3 60  Friday 10/14/2016 10:00 AM  11:00 AM Ashlawn .. 1 Minisympsium
[[ Z7e0ee [edif] 80  Clinical 19 60  Friday 10/14/2016 830 AM  10:30 AM Christina 1 Clinical Session
[ 303815 [edif] 10 Clinical 30 60 1 Clinical Session
[ 288118 eif] 30 Clinical Session #1 a0 0 Minisympesium
[ 273774 edit] 60  Clinical Session 25 75 Friday 10142018 E&15AM @:30AM  Albemare.. 0 Clinical Session
[ 283570  PL1S  [edif] 70 Eguipment 60 Friday 10/14/2018  S00AM S:00AM  BlueRidg.. 1 Flenary

[ z53508 eif] 20 Lunch a0 0 Lunchean

[ 305481 Jedif] 180 Lunch 120 Sunday 10/16/2016  11:30AM 1:30PM  Barboursv... O Lunchean

[ aos47 Jedif] 40 Orsl Exampie 80 1 Oral

M| 280380 Jedif] 120 Plenary #38 80  Friday 107142018 100PM  200PM  Barboursv... 1 Planary

[ 281232 PLOS [ediff 120 Flenary 1 60 Friday 10/14/2018 11:00AM 1200PM  Barboursv... 2 Viorkshop

[ 253505 edif] 150 Flenary 2 80 Saturday 10152018 CGODAM 1000AM  Albemare... 1 Planary

[ aosese edif] 180 Foster 45 120 Ssturdsy 10152018 G45AM  11:45AM  Flwanna... 2 Poster 2

[ fese77  S102 [edif] 170 Poster Session #2 60 Ssturday 1052016 10:00 AM 11:00AM  Barboursv... 2 Foster

[ =10882 edif] Sample Sazsion a5 0 Planary

[ 188820  S105 [edif 100 Session Tile #3 120 Friday 101142018 1000 AM 1200PM  BlueRidg.. 1 Technical Session
Hd I'-‘ageoH » bl |50 |+ Records per page & Displaying 1 - 19 of 19 |Selected 0 of 19
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ScholarOne, a Clarivate Analytics Business, provides comprehensive workflow
management systems for scholarly journals, books, and conferences. Its web-based
applications enable publishers to manage the submission, peer review, production, and
publication processes more efficiently, increasing their profile among authors, decreasing
time-to-market for critical scientific data, and lowering infrastructure costs. ScholarOne
offers workflow solutions for the submission and review of manuscripts, abstracts,
proceedings, books, grants & awards, and production. Supporting over 365 societies and
publishers, over 3,400 books and journals, and 13 million users, ScholarOne is the

industry leader.

To learn more, visit:

Clarivate.com
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