Specialty Section Review Instructions

Each Specialty Section (SS) will be pre-assigned a User ID and Password from SOT Headquarters.  In order to review a proposal, one must first log in to the system using the assigned User ID and Password.

Individuals submitting a proposal have the opportunity to indicate SS endorsements.  Each SS can be designated as either the “Primary” or “Secondary” endorser.  The Primary endorser (1 SS) should be the SS with which the submitter has worked closely during the proposal development. Submitters are encouraged to work with officers of a SS prior to submission. The secondary endorser(s) (up to 3 SS) are any additional SS in which the proposal may be of interest.

The online review by the SS has two objectives.

1. Provide a ranking (1 High – 10 Low) for the TOP 10 proposals (Symposium, Workshop, or Roundtable are one category and CE course is the other) that have selected your SS as the Primary endorser.  PLEASE RANK ONLY THOSE PROPOSALS FOR WHICH YOUR SS IS THE PRIMARY ENDORSER.
2. Provide an endorsement recommendation for ALL proposals for which you have been requested to endorse.  While you have access to all submitted proposals, please endorse only those for which you have been requested to provide an endorsement.

Detailed instructions for reviewing the proposals are listed below.

Reviewing a Proposal

The system is set up to allow you to view a proposal after it has been submitted and assigned to your section to review.  Reviewer assignments will be made at 3:00 PM daily (Monday-Friday).  It is the responsibility of the individual submitting the proposal to give you the Control ID so you can search for the proposal.

To review a proposal

1. Log in using your pre-assigned User ID and Password.

2. Click on the “REVIEW” tab.

3. Click on “Review Abstract” located in the left navigational column.

4. Select how you would like to sort the proposals.

There are several ways you can choose to view the proposals.

By Category/Specialty Section:  If you choose to sort the proposals by category/specialty section, the system will list all the proposals that have selected your SS as the primary endorser.  If your SS is endorsing proposals but is not the primary endorser, you should search by Control ID (see instructions below).  Each category/specialty section is a live link. Clicking on the category/specialty section name (link) will display only those proposals for the SS providing the primary endorsement. Clicking on the "Show All" link will display all proposals. Proposals are listed in Control ID number order within each category.
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By Presentation Type:  If you choose to sort the proposals by presentation type, each presentation type will be listed in the summary table at the top of the page. Each presentation type is a live link. Clicking on the presentation type name (link) will display only proposals of that presentation type. Clicking on the "Show all" link will display all proposals that have been submitted. Proposals are listed in Control ID number order within presentation types.
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By Control ID:  If you choose to sort proposals by Control ID, you can search for a single Control ID or a range of Control ID numbers.  If you want to search for a single Control ID number, enter the same number in BOTH boxes on the first line. Entering the number in only the first box will display that proposal and all others with higher Control ID numbers. To search for several different Control ID numbers, enter the numbers separated by a comma (maximum 5) and press the "Search" button (i.e. 32000, 32002, 36000 will display proposals 32000, 32002, and 36000). Clicking on the "Show all" link will display all abstracts that have been submitted. Proposals are listed in Control ID number order.
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By Session Title:  If you choose to sort by session title, all the session titles of the submitted proposals will be listed.  Clicking on the session title (link) will display that proposal only.  Clicking on the "Show all" link will display all proposals that have been submitted. Proposals are listed in Control ID number order.
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5. View the proposal proof

Regardless of how you sort the proposals, all proposals are viewed the same way.  Click on the Control ID (link) of the proposal you wish to view.  The system will open a new window with the proposal proof.  From the proposal proof page, you will have the option to enter comments.  When you have completed entering your comments, you must click the “Save” button for the comments to be saved to the system.  Closing the window without clicking the “Save” button will lose the comments.  These comments will be available for the Continuing Education and Program Committees to see.  

From the proposal proof page, you can also print a copy of the proposal.  In the upper left corner, there is a “Print” button.  Any comments that you entered will appear on the print version.

To close window, select the “X” in the upper right corner.  This will only close the proposal proof window and not the Abstract Central site.

6. Rank the Proposal

Each Specialty Section is to rank the TOP 10 proposals within each presentation type (CE course or Symposia/Workshop/Roundtable) for which they have been asked to provide the primary endorsement.  (If you have been asked to endorse more than 10, it is only necessary to enter a rank in the SS Ranking column for the top 10.  Please only select each ranking order once, using 1 for the highest and 10 for the lowest. IMPORTANT:  When complete, click the “Save” button.  Your selections will not be saved if you do not click the “Save” button.
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7. Make your recommendation

For each proposal you are endorsing please supply a recommendation. Unlike the ranking, you are requested to select either Endorse or Do Not Endorse for each proposal that has your SS listed as endorsing the session. Please do not provide recommendations for proposals that your SS has not been listed as endorsing.   IMPORTANT:  When complete, you must click the “Save” button or your selections will not be saved.  It is the responsibility of the individual submitting the proposal to provide each SS with the Control ID assigned to the proposal.  

Printing Proposals
There are 3 options for printing a proposal

1. Print for the Proposal Proof

On the proposal Proof, there is a print button.  The printout will be from a web browser.

2. Print Continuous (HTML)

Printing Continuous can be done from all of the Proposal Review sorting options.  Towards the bottom of the page there is a “Print Continuous (HTML)” button.  If you click on this button, the system will open a new window will all the assigned proposals.  The will be no page break between them.  To print, select the “Print” button at the top of the page.

3. 1 Per Page (PDF)

Printing 1 Per Page can be done from all of the Proposal Review sorting options.  Towards the bottom of the page there is a “Print 1 Per Page (PDF)” button.   If you click on this button,  the system will launch Acrobat Reader and display all the assigned proposals in a PDF.  (NOTE:  If you do not have Acrobat Reader installed on your computer, this printing method will not work.)  Each proposal will be printed on its own page.  To print, select file from the menu and choose print.

