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Chapter I: Logging in * 
 

1. To start you need to log in and go on the Reviewer Homepage.  
 

 
 

2. From the Reviewers Homepage select the linked title of the submission.*  
 

 
 

* OR follow the link in the notification email in which case you skip this chapter. 
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Chapter II: Reviewing a Submission 
 
3. Review the Submission Metadata and the Review Schedule. 

 
 
 

4. Follow the Review steps to complete your task: 
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Step 1: Inform the Track Director that you will do the review (or are unable 
to do the review) 

- Click on the appropriate email icon which sends an already prepared email 
notification.  
 

Step 2: Review the submission 

- Before starting the review please read Reviewer Guidelines (bottom of 
the page) prepared by Dr Roger Clark 

- Download the Submission Manuscript (if you can not see the submitted 
document please check if you have agreed to do the review under step 1) 

 

 
 

- Perform the review and fill in the Bled eConference Review Form at the 
beginning of the Manuscript (if the form is missing in the document, please 
contact BledConference@FOV.Uni-Mb.si)  
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Step 3: Type your review 

- Use the Review icon to bring up two text boxes that allow you to 
communicate with both the Track Chair (in the OCS it’s called Director) 
and the Author or with the Track Director only 

 

 
 
Step 4: Upload a separate file for the track Director and/or the Author 

- Upload the Manuscript with filled in Review Form and/or tracked changes  
for the Track Director, who will then decide if the author can or can not 
read the uploaded file 

 
Step 5: Advise the Track Director of your recommendation 

- Use the dropdown menu to make your selection 

- Use the Submit Review To Director to submit it 

- Send an email notification to Research Track Chair and Co-chair 
regarding your recommendation 
 

 
 
Your task has been completed.  
Thank you again for your important contribution to this process.  
 

Technical Committee of Bled eConference 


