
Abstract Review Instructions 
for Session Organizers
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Accessing the System

Log in to the abstract submission system at 
https://events.decorporate.ca/CSACongress2024/abstract/
Login details will be sent to all organizers the week of December 4.

All session organizers have been designated as ‘Reviewers’ in their respective 
sessions.  One or two of these organizers will be assigned to the role of ‘Chair’ as 
well.

Contact us at office@csa-scs.ca if you have not received your login username and 
password, if changes are required for those assigned to the role of chair or 
reviewer, or if you experience any difficulty with the abstract review system and 
process.
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Logistics - Scheduling

Based on the EDT time zone

� Virtual sessions - Monday, June 3 to Friday, June 7, 2024
¡ 11:00am – 12:30pm
¡ 1:00pm – 2:30pm
¡ 3:00pm – 4:30pm

� In-person sessions at McGill University - Monday, June 17 to Friday, June 21, 2024
¡ 9:00am – 10:30am
¡ 11:00am – 12:30pm
¡ 1:30pm – 3:00pm
¡ 3:30pm - 5:00pm

 
Research Cluster meetings and special events will be scheduled after 5:00pm
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Logistics – Session Formats

Paper Presentation sessions
� Can accommodate between 3 and 5 presentations
� Speakers will be allotted between 12 and 20 minutes depending on the number of 

presentations in the session
� Presentations must proceed in the order listed in the program
� A discussant may only be included in sessions with 3 or 4 presentations due to time 

constraints

Panel Sessions
� May include up to 5 panelists and a moderator for a group discussion

Roundtable Sessions
� May include up to 7 participants discussing research proposals, work in progress, or 

literature reviews
� Multiple roundtable sessions will be held in one large room
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Session Capacities and Organization Guidelines

The CSA will be contacting you on January 31 to advise on the final status of your session 
and will work with you to reorganize if required based on the following guidelines.   

� Sessions with less than 3 submitted/accepted abstracts will be cancelled or merged 
¡ This policy also applies if a presenter withdraws or fails to comply with the Conference registration 

requirements by April 15

� Sessions with 3 or 4 accepted abstracts may be asked to consider similarly themed 
abstracts from cancelled or merged sessions to create a full session of 5 presentations

� Sessions with 7 or more accepted abstracts will be considered for one or more additional 
sub-sessions pending space and time availability in the program (to be confirmed by the 
CSA office on January 31)
¡ Sub-session details must be sent to the CSA office by February 19

÷ Sub-session titles and description
÷ Presentations to be assigned to each sub-session and order of presentations

If your session has been designated as open to in-person presentations OR virtual 
presentations, you may skip to slide 8.
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Sessions Open to In-person AND Virtual Presentations

If your session was open to ‘Either in-person and virtual presentations’, then 
additional planning is required.  

On January 31, the CSA office will send recommendations to organize your 
session(s) for the in-person and/or virtual Conference sections based on the 
participation preferences of the submissions you received.

In-person and virtual sessions must have between 3 and 5 accepted abstracts.

The CSA will work with organizers to reassign abstracts within the research cluster 
or theme to balance the sessions.

Refer to the next slide for possible scenarios after the call for abstracts has closed.
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Scenarios for In-person and Virtual Sub-sessions

1. Between 3 and 5 accepted abstracts indicating in-person presentation or flexibility in 
presenting in-person

o The session will be held in-person at McGill University between June 17 - 21

2. Between 3 and 5 accepted abstracts indicating virtual presentation or flexibility in 
presenting virtually

o The session will be held virtually between June 3 and 7

3. Between 3 and 7 accepted abstracts split between in-person presentations and virtual 
presentations

o The CSA will work with you and other organizers in the research cluster or similarly 
themed sessions to coordinate abstracts so an in-person and/or virtual session can be 
formed

4. Over 7 accepted abstracts split between in-person presentations and virtual presentations
o The number of in-person or virtual sub-sessions that can be accommodated will be sent 

to you on January 31
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Session Organizer Dashboard

Once logged in, you will reach the Welcome Page / Dashboard.

� You have been given a profile as an ‘Author’ and ‘Reviewer’
¡ If you also see a profile ‘Chair’, please refer to slide 12

� Utilize the Author profile to submit abstracts to your session or another session 
by January 29, 2024
¡ If you submit an abstract, it will appear on your dashboard
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Reviewers

Reviewers may view the abstracts but are not required to enter decisions on the system.

After discussing the abstracts among the co-organizers (if applicable), the session organizer 
designated as Chair will enter the decision to approve, decline, on place on stand-by.

The Chair will also be able to leave comments for the author.

To see submissions to your 
session, click ‘I am a 
Session Reviewer’ then 
‘Review Abstracts’
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Submissions – Reviewer Access

Select ‘Download Multiple Submissions’ for a pdf copy of all submissions in the session

Click the icon under ‘Action’ 
beside the submission to view 
or download a specific abstract
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Reviews should be completed immediately following the January 29 abstract 
submission deadline to allow time for consultation with other co-organizers (if 
applicable) and to enable the chair to enter the final grade by the February 15 
deadline.



Abstract Submission Display
11

This is a sample of the abstract 
information you will be able to view. 
Take note of the new questions for 
this year;

• Presentation format
• Presentation elements
• Full paper presentation
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Chairs

To see submissions to your session, click ‘I am a Session Chair’ then ‘Chair 
Dashboard’
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Click ‘Action’ to access 
submissions in a specific session

Download all submissions (if you are chairing multiple sessions) into a pdf document 



Submissions – Chair Access

Click  ‘Action’ under the session’s 
submissions 

Select ‘View Submissions’ to access specific abstracts in pdf format

Select ‘Download Submission Report’ for the author and abstract information 
for the session in Excel format (useful for compiling email addresses for 
communication)
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Chair Action Items

Click the Action icon beside a 
specific abstract submission

Select ‘Preview Submission’ first to review the abstract before proceeding 
to ‘Grading Breakdown’
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Abstract Submission Display
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This is a sample of the abstract 
information you will be able to view.
Take note of the new questions for 
this year;

• Presentation format
• Presentation elements
• Full paper presentation
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Grading Breakdown Part I

Click ‘Chair Action’ for grading options

Select an overall decision for the 
submission.

This information will be visible to the 
author and Conference Administrator;
Accept = Approved for presentation
Standby = Approval pending a second 
session spot or further consideration
Decline = Not approved in the session. 
Use the comment box to indicate if you 
are recommending reassignment
Under Review = Pending final decision 
or revisions requested from the author

Deadline to complete grading: February 15
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Grading Breakdown Part II

You have the option of entering 
comments to the author when notice of 
the submission review result is posted on 
February 16

You may also send messages to the 
CSA office but it would be best to 
contact us directly at office@csa-
scs.ca
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Next Steps

January 30 – February 2: The CSA will contact organizers to coordinate 
sessions (in-person or virtual, sub-session allocation if applicable)

February 15: Final decisions should be entered into the system by the Chair

February 16: The system will send authors an automated message with 
notification on the status of their submission (approved or declined)

February 19: Sub-session information must be sent to the CSA if applicable

February 17 – March 1: The Conference Committee will be scheduling sessions

March 6: Preliminary program will be posted
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