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Manual – Author 

PAPER PHASE 

EPS Electronic Paper System – CIMAC Congress 2019 

2018 Version 2.0 

IMPORTANT: For best experience we recommend the following browsers to use this software:  
Latest Versions of Mozilla Firefox or Google Chrome and Internet Explorer from 11.0 / Edge. 

This manual is in addition to your Abstract Phase User Manual and shall be useful during 
work in the Paper Phase. Standard features like Add Authors or Change Password or 
similar basic workflows are as known and described in the Abstract Phase Manual. 

 

1.  MY PAPERS - HOW TO CREATE 

Click on the PAPERS main navigation menu to see the status of your papers. All accepted abstracts will be 
displayed where you can create a paper. Click on CREATE PAPER – and the wizard opens for the paper upload 
procedure. 

 

 

 

2. PAPER WIZARD 

To submit your paper, you will have to follow the Paper Wizard. Please keep in mind, you can interrupt the 
process at any step in the Paper Wizard if you are unsure or want to make changes to your paper. The 
reviewers will receive the paper only after a successful submission, i.e., when you click on the ‘Submit for 
Review’ button.  

Within the following screen you see Step 1 of the Wizard tab called ‘Paper’. Here you see all the relevant 
information of the current paper that you’re working on. 
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The option ‘Send comment to Reviewer’ at the bottom may be used at any time during the review process to 
get in touch with your reviewers.  
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2.1.  HISTORY 

As shown below, here you will see your uploaded paper and the status. The “History” will also provide you with 
the review cycles along with the review files uploaded by the reviewers as is shown later.  

 

 

 

2.2.  EDIT AUTHORS 

As the main author, here you see a List of Authors submitted with your abstract. If you want to change or add 
co-authors, you can do this within the upload process of your paper until you submit your paper for a review. 
After you submit your paper for a review, you cannot change the co-authors. After receiving feedback from the 
reviewers and if changes are needed to your paper, you will have to repeat the same process and upload a new 
paper version. During this time, you can make changes to the list of co-authors again.  
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2.3. UPLOAD YOUR PAPER 

Here you can upload the final paper you wish to submit. In case of wrong selection please select a new file 
using “Choose file” again and click on “Upload Paper”.   Authors are instructed to submit their papers either in 
the Microsoft Word document format (Word 97-2003 .doc format and not .docx) or in the rich text format 
(.rtf) for ease of use across all platforms. The recommended paper file size is 10 mb with a maximum size 
limit of 25 mb per file. 

 

The paper naming format shall be "CIMAC_Congress2019_XXX_Name_of_Author.doc" (or .rtf) where XXX is the 
abstract number of the paper.  

 

After uploading, the system confirms if your file has been successfully uploaded and shows the uploaded file, 
upload date and time. You will now have to Submit the paper for a Review.  Please make sure that you do not 
forget to “Submit” your paper.  
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2.4. PAPER SUBMITTED 

After your Upload and your click on “Submit for Review” the system will confirm as follows.  

 

The Paper is now submitted for a review. The Reviewers of your paper shall get in touch with you in case of any 
questions, which will be notified through messages as well as an email. In case the review has been completed, 
you will be informed through an e-mail message about the feedback including the review files when available.  

 

The following section shows how to proceed after receiving a review (feedback).  
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3. REVIEW DONE – PAPER NEEDS CHANGES 

 

 

After the review of your paper is completed, and the Reviewers need additional changes from your side, your 
paper is re-opened for changes. You shall receive an e-mail including a link to your paper.  

You will now see the review documents of one or both the reviewers (when available) and the current 
classification as presentation or poster session evaluated by the reviewers. In case of any questions, please do 
not hesitate to contact your reviewers by using the comment box.  

This process is then repeated for one or more review cycles until the Reviewers are satisfied with the quality of 
your paper and classify the paper as ‘Accepted’.  
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3.1.  REVIEW DONE – PAPER ACCEPTED 

Congratulations. Your paper has been accepted by the Reviewers. Please wait for further information regarding 
finalization. In this case there are following steps to finish the paper for publication by generating a pdf. Please 
see chapter 4 of this manual for the same.  

 

3.2.  REVIEW DONE – PAPER REJECTED 

Unfortunately, the paper does not fit to the quality criteria and has been rejected by your Reviewers.  

 

3.3.  REVIEW DONE – CLASSIFICATON CHANGED 

In this case, the Reviewers have changed the initial classification of the paper proposed by you (Presentation or 
Poster). This was during the review process and they have found that the paper meets the qualification criteria 
of the new classification.  

 

3.4.  HISTORY DURING REVIEW PROCESS 

 

 

In case you want to check older versions of your paper and check the reviews and classifications, you will find 
this information including the documents archived under “History” within the paper wizard.  
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3.5 PAPER WITHDRAWAL 

In case you wish to withdraw your paper at any time during the process, please use the delete Icon next to the 
edit (pencil-symbol) from the list of papers. A warning message will be displayed, you will have to confirm that 
you really want to withdraw your paper.  

 

 

After the withdrawal a confirmation will be displayed and your paper (please see example Paper Nr. 012) is 
now reset back to the start.   
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4. Generating the FINAL PDF 

To finalize your paper for the Congress and for publication purposes in the technical database please upload 
your final paper as a pdf-file. The system combines your paper with the CIMAC Congress 2019 cover page and 
the general information of your paper such as Title, Author, Co-Authors and abstract text. You can see a 
preview by clicking on the ‘Preview’ icon (screenshot on next page).   
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You will now have to check the preview and confirm the final pdf, with the blue ‘PDF output is correct’ button 
when everything is OK. If you see any visual errors, please describe them in the comments box below and click 
on red ‘PDF output has visual issues’ button to send. 
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5. INBOX 

The “Inbox” menu on the main navigation page is similar to your email inbox where you receive notifications 
regarding the paper upload as well as communication messages from your Reviewers regarding the paper. It 
must be noted however, that all important email notifications will also be sent out as email confirmations to 
your email address registered in the EPS.  
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6. PERSONAL DATA – CURRICULUM VITAE 

Under the main navigation menu item ‘Personal Data’ you shall find your “Curriculum Vitae” to be filled in. You 
will have to initially fill in all the information but are also welcome to modify them later.  This, however, will 
have to be complete by the Paper submission dates.   
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The Curriculum Vitae page is as shown below. We invite all the Authors to give a simple and short description 
about yourselves (including some career milestones if any), for the Session Organizers to introduce you suitably 
to the audience during the Technical Sessions at the Congress.  

 

 

 

This manual has been created carefully to the best of our knowledge. Should you find that more explanation is 
needed in certain areas, please do not hesitate to let us know. We will be more than happy to evaluate your 
suggestions and, if appropriate, implement these in one of the next revisions of this manual. 
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