
ACCE 2024 Reviewer Instructions

Go to www.4spe.org/ACCEReviewers. Click the link that says: “Reviewer Portal” or the blue button that says “Access Reviewer Portal Here.”

http://www.4spe.org/ACCEReviewers


Login to the Reviewer Portal with:

• Your Email Address
• Event Judging Password: ACCE24*



Review Assignment Page
Once you’ve logged in, a page will open with your review assignments, including a list of submitted papers.
Links of Note:
• View Category Judges
• Export Data
• Download Judging Info



Review Assignment Page
NOTE: Until you have assigned submissions, you will not see this list.
When you do have assigned submissions, the list includes:
• Submitter Name
• Submission Date
• Submission Title
• Submission Category
• Status
• Judging Info



Accessing Submissions

Click link in the “Title” column of your list of submissions to access a submitter’s abstract/paper/presentation.



Accessing Submissions

Submission will open in a separate window. On this page, you will see the submitter’s information. You will use this information here to
assess the submission for review. When papers and/or presentations are submitted, links to download them will also be on this page.



Submit Your Review

After assessing a submission, you can submit your review of the submission by clicking the “Submit Review” button found on your main assignment page.



Submit Your Review

After clicking the “Submit Review” button, a review form will open. Fill out the form and make sure to include comments and your recommendation. 
Then click the “Submit” button and your review will be saved in the database for later access.



Modifying Your Review

Since you will also be reviewing papers and presentations, you will be able to access your review form to review those elements. 
To modify your review, click the “Modify Review” button found on your main assignment page.



Modifying Your Review

After clicking the “Modify Review” button, the review form will open. You can make modifications and continue your review (i.e., to review
paper/presentation after you’ve reviewed the abstract). After modifications, click the “Submit” button found at the bottom of the review page.



Status

The “Status” column on the main page of your review assignments shows submission review status (i.e. “Review Complete,” “Submitted,” etc.).
If status indicates “Submitted,” you may submit your review. Once you submit your review, status will change to “Review Complete.”



Judging Info

Reviewer results can be found by clicking links in the “Judging Info” column on the main page of your review assignment.



Judging Info

After clicking the link in the “Judging Info” column, a page will open with the review results.



Change Category

You may change a submission’s category by clicking the “Change Category” button on your review assignments page.



Change Category

After clicking the “Change Category” button, page will open that allows you to change a submission’s category through a dropdown list
of available categories. After choosing appropriate category, click “Submit” and submission category will be changed.



Change Status

You may change a submission’s status by clicking the “Change Status” button on your review assignments page.



Change Status

After clicking the “Change Status” button, page will open that allows you to change a submission’s status. 



Change Status, con’t

You may also email the submitter directly to let him/her know what their submission status is.



Change Status, con’t

You may also include and edit reviews when emailing a submitter. To edit a review, highlight areas to edit and either click your Backspace button or your Delete button.

To send the email, click the ‘Submit’ button.



Change Status, con’t

If you don’t want to use the internal email system:

• AFTER changing Status, make sure ‘Send Email’ is set to ‘No’ and click the ‘Submit’ button
• Then you can email the submitter from your personal email BUT make sure to include this link to their submission:

• https://www.4spe.org/custom/submissions/submissions_portal/index.cfm
• When submitter goes to this link, they’ll need to login to access their submission
• Once they access the page, they’ll see a list of their submissions. Next to a listing will be buttons that say ‘View’ or ‘Edit’
• They’ll click the ‘Edit’ button to access and update their submission

https://www.4spe.org/custom/submissions/submissions_portal/index.cfm


Questions?

If you have any questions, please contact cbarry@4spe.org. 

mailto:cbarry@4spe.org
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