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COMS documentation (all)

This documentation can be used to help configure and manage a COMS site.
Administrator privileges are required in order to access all the relevant functions.

The documentation can be viewed in one single file, suitable for printing, as [HTML] (all.html) or

1. Getting started

With the exception of emails, which are configured on the Emails page, all of the configuration tasks are
accomplished on the "Configuration” page, which can be accessed by administrators after logging onto their

account.

The following provides an overview of the tasks needed to set up a site and can be used as a check list for the

configuration. Implementation details are provided in the sub menus.

General functions

Input the conference descriptors

Title, venue, dates, conference website.

Styling

Create a banner and set the colour scheme.

Languages and texts

Select the language/s of the site. Add your own. Edit texts seen by the users

Module activation and configuration

Participants
Set up forms and upload buttons to collect personal data from the users. Flag users for participation, based on
various criteria (as a result of a selection process; as a result of a registration process; after confirmation is

received from the users).

Submissions
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Set up the submission form and activate upload buttons to collect documents associated with the submission.

Reviews

Set up the review form and select options to guide the review assignment function.

Payments

Activate up to five registration forms and connect your account to the COMS system.

Administrators

Create admin accounts

Upload admin accounts or assign the admin function to existing users.

Emails

Set general parameters

Define the sender email. Set a signature to be inserted in all emails.

Activate and edit email templates

Automatic emails, bulk emails, email alerts.

Access control

Set access permissions

Set timers on functions accessed by the users, to enforce deadlines.

Control disclosures

Select the data, if any, that should be shown to the users (reviews, feedback, presentation details).

Test the configuration

Test data

Create test data (users, submissions, reviews) to test your setup and delete them before going live.

Checking users' accounts

Access users' accounts to verify that the set up is correct.
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1.1. First steps

The conference descriptors, basic email parameters and languages should be set at the start of the

configuration, as they are important, yet easy to overlook.

Input the conference descriptors

Go to "Configuration / General functions / Conference descriptors" .

Input the conference title, venue, dates and website.

There are placeholders for these data which can be inserted in texts and emails, for instance {conference-
dates}.

In the case of recurrent or multiple events that use the same configuration, placeholders allow organisers to
reuse texts and emails from a previous or existing site without edits, by simply updating the conference

descriptors.

Display useful information on users' accounts

The column on the right hand side of a COMS website features cards displaying useful data for the users. This

column is seen both before and after login.

Fig 1. shows an example of the right hand column, with the following cards:

Language
This card only appears if you activate more than one language on the site. It allows users to choose
their preferred language. The system remembers the selected language for each user. You can activate

or deactivate languages at "Configuration / General functions / Language settings" .

Contact
This card displays a link to the conference email address. It is only shown if an email address is

provided at "Configuration / General functions / Conference descriptors” .

Website
This card displays a link to the conference website. It is only shown if the URL of the website is provided

at "Configuration / General functions / Conference descriptors™.

Privacy policy
This card displays a link to your GDPR privacy declaration. It is only shown if you decide to publish it.

The next section describes the function that allows editing and publishing of the declaration.
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If you need to modify the texts and headings that accompany the data shown on the cards, you can use the

text-IDs shown in Fig 2. The page at Texts & translations / Identify and edit any text

(https://www.conference-service.com/doc/getting_started/texts.html#2) explains how to retrieve and edit

these texts.

Fig. 1: Right column on a user's account Fig. 2: Right column with text-IDs

LANGUAGE[1781]

English Francais

LANGUAGE

English Francais

ConTACT[916]

For assistance and questions,

CoNTACT

For assistance and questions,
. please contact:[1147]

lease contact: -
P Conference email[2997]

Conference email

WEBSITE[2368]
COMS-2020 Website[2114]

WEBSITE

COMS-2020 Website

PrRIVACY POLICY[2839]

PrIVACY POLICY
GDPR Statement [2858]

Q[2868]

GDPR Statement &

Publish a GDPR privacy statement

Go to "Configuration / General functions / GDPR Statement” .

You will find a ready-made statement that can be used as is, or can be edited to fit your needs, in the section
labelled 3. Sample Privacy Statement.

If you decide to use it as is, you will need to provide the name of your institution, which will be inserted in the
text. This can be done in the section labelled 2. Display the Privacy Statement on the login
page.

Once the text is ready, you can activate its display on the site.

It will appear as a link that leads to the prepared text, in the right column of all the pages seen by the users. It

will also be seen in the right column, before login.
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Insert a banner

A\ Basic knowledge of HTML/CSS is required.

Go to "Configuration / General functions / Banner" .

The top part of the site can be personalised with texts and pictures which can be uploaded to the site before
being used.

Templates for typical types of banners are provided (e.g. pure picture banner, logos on the sides and text in

the middle).

Change the colour scheme

A\ Basic knowledge of HTML/CSS s required.
Go to "Configuration / General functions / Styling” .

You can modify the colour scheme of the site to match the banner or the conference website.

Select the languages of the site

Go to "Configuration / General functions / Languages" .

You can activate up to three languages.

COMS maintains texts in English, German and French.

It is possible to replace the default languages with others, or add another language.

A translation module is provided to manage texts in all languages.

The texts can be edited in all languages.

Users can select their preferred language which will be remembered by the system. This is only relevant for

sites that use more than one language.

Settings in the email module

Go to "Emails / Overview and settings" .
Set the sender of the emails (4\ important) - When users receive an email and reply, their email will be

sent to this address.
Set a global signature (optional) - You can set a signature to use in all emails. If you add the placeholder

{signature} to the text of the emails, this placeholder will be replaced by the recorded signature.
Receive copies of emails (optional) - You can input a list of email addresses that will receive copies of all the

automatic emails generated by the system, to monitor activity.
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Check access permissions

Go to "Configuration / Access rights / Access to functions & deadlines" .

Set the time zone.

Review the permissions listed on that page. They determine whether users can access the various functions
available to them (account creation form, submission form, payments etc).

Note that you can control the permissions in three ways: you can deactivate a permission completely, you can
make it available between two dates, or you can make it available without time restrictions. Time restrictions
can be made to coincide with deadlines and are enforced automatically. For example, you can set a deadline
for abstract submission on a given day at midnight. The deadline will be enforced at midnight in the time zone
indicated at the top of the page.

Throughout the life time of the site, it will be important to ensure that the permissions are set correctly. Many of
them change with time. For example, you might decide to allocate reviews and invite reviewers to work on
their assignments once the reviews have all been allocated. During the allocation process, you might want to
bar access to the reviews. Before you email the reviewers and invite them to start reviewing, you might want to

check that the reviews are accessible.

1.2. Texts & translations

Overview

Accessing the text editing functions
The text module, accessible at "Configuration / Texts" , can be used to edit texts displayed anywhere on the

site.

Use of an editor

The texts can be edited and formatted with a rich editor or directly as HTML in a text box.

Inserting images
Images can be inserted in the texts. They need to be uploaded first to the COMS server. An upload button is

provided.

Providing reference documents for download
You can upload documents to the COMS server. Once they are uploaded, a link to their location can be copied

and pasted in texts and emails, allowing participants to download them.

Editing more than one language

If more than one language is activated, edits can be performed for all active languages.

Translations
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If you use a language that is not one of the languages actively maintained by COMS, you can use the text
module to retrieve English texts and translate them. The translations are input and saved on your account and do

not require any download or upload of data.

Identify and edit any text

Go to "Configuration / Texts / Edit any text / 3. Switch on text identification” and activate text identification.
When this option is on, text identifiers are appended to the texts, between square brackets, as illustrated

below:

Texts Texts[804]

Edit any text Edit any text[805]

Fig. 3: Normal display Fig. 4: Display with text identifiers

The numbers displayed between the brackets identify the texts and can be used to retrieve them for editing.
Go to "Configuration / Texts / Edit any text / 1. Edit a text" and input the identifier of the text you want to edit
in the edit box labelled "Text identifier", then click on the "Display" button to call the text into the edit box
under it.

Edit the text, click on "Update" and check the result.

This function can be useful if you want to change several texts. After activating the display of all text-IDs, you

can make a list of the text-IDs you need to edit.

Find a text and its ID through a search

Go to "Configuration / Texts / Edit any text / 2. Find the ID of a text" and input a text, or part of a text, then
click on the "Search" button.

Alist of IDs corresponding to all the texts that contain the text snippet will be displayed. These IDs can be
used to edit the texts, as described above.

This function can be useful if you want to change all instances of a text that is repeated throughout the site.

In-place editing

Many of the simple display texts (instructions, headers), can be edited directly, in-place.
To enable in-place editing, go to "Configuration / Texts / In-place editing" and activate the feature.
Navigate to the text you want to edit. Texts that can be edited in-place are marked by a dashed frame (Fig.1).

When you click inside the frame, an editor is activated, allowing you to modify the text. As soon as your edits
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are saved, the new text will replace the old one on all accounts.
Note: the editor is only available to the user who activates the feature.
As soon as edits are completed, go back to "Configuration / Texts / In-place editing” and deactivate the

feature.

Fig. 5: Screenshot showing the in-place editing function.

K
Your conference submissions

10N this page you can check the status of all the submissions you have created for this conference. Within the given deadlines, you
:can create, edit or withdraw existing submissions. :
]
1

[

)]

List of submissions

. Lorem ipsum dolor sit amet, consectetur adipiscing elit
Abstract title P P e

Submission-1D =

Edit a text on a form

If the text is part of a form, for example a label or instructions ("Email", "Please only input a single email

address"), it should be edited directly on the page dedicated to the setup of the form.

1.3. Reference documents

You can upload reference documents to the COMS server and let users download them.

Upload a document to the COMS server

Go to "Configuration / Texts / Insert links & pictures / 1. Upload a document to the COMS server” and use the

upload button to upload any file to the COMS server.
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Get the URL of the uploaded document

Once the document is uploaded, its URL will be printed at "Configuration / Texts / Insert links & pictures / 2.
List of uploaded documents™ . For example, if you uploaded a document titled PrivacyStatement.docx to
https://conference-service.com/myconf2024/, the URL of the uploaded file will be https://conference-

service.com/myconf2024/documents/PrivacyStatement.docx.

Copy this URL.

Create a download link for the document

Locate and edit the text that will include the link. This can be done at "Configuration / Texts / Edit any text" . If
you are using the HTML editor, locate the link button in the toolbar of the editor and use it to create a link to the
URL you just copied. In addition to the URL, you will need to provide a text for the link, for instance, Privacy

statement. If you are using a simple text editor, you will need to use HTML tags to create the link.

Add a download link to an email

Go to "Emails" and locate the email template you want to use. Simply paste the URL you copied into the the

body of the email. There is no need to add HTML tags.

1.4. GDPR

This page describes two functions linked to the European "General Data Protection Regulation" (GDPR):
The GDPR declaration, a document published by the organisers (the "controller"), informing participants of

their rights regarding the collection of personal data.

The GDPR agreement, a contract between COMS (the "processor") and the organisers that details the

measures taken by COMS to implement the GDPR.

GDPR declaration

Organisers can activate, edit and publish a GDPR declaration, as follows:
Log in to your COMS account and go to "Configuration / General functions / GDPR Statement" .
Input the name of your institute / organisation, to identify the "Controller" (owner of the collected data) in the
declaration.
Review, and optionally change, the text proposed for the declaration. This is a standard statement that can be

used as found, or edited and adapted to your specific use case (Fig. 1).
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Activate the display of the text on users' accounts (Fig. 2). This will be displayed on the right hand side of the
access page, as well as the page seen by participants after they log in, in a dedicated card element. Other

data, i.e. link to the conference website and a contact email can be displayed as well.

Note: instead of using the proposed function, you can disable it and create a link to an existing statement, for
instance a PDF document that can be downloaded by the participants. If you choose this option, see the
documentation at "Home / Getting_started / Reference documents (https://conference-

service.com/doc/getting_started/reference_documents.html)" and "Home / Getting started / Texts &

translations (https://conference-service.com/doc/getting_started/texts.html)"

Fig. 6: Edit the GDPR privacy statement

28 Maximize [ Source [§@ [2 @& - Q5= T,
B I US|x x|}z = E|E £ E E We mIE= Q=
Format ~ | Foni ~ | Size - A- B~

Privacy Policy
Last updated: {last-updated}.

This data privacy declaration applies to the site at {system-url}, which is used by the data controller to collect and process data for
the "{conference-title}" event.

1. Background to the General Data Protection Policy (GDPR)

The General Data Protection Policy of 2016 replaces the EU Data Protection Directive of 1995. Its purpese is to protect the rights of
individuals and to ensure that personal data are not processed without their knowledge, and, wherever possible, that it is processed
with their consent.

2. Data controller
The data controller is "{organiser}".
3. Collection and processing of personal and other data

3.1 Non-personal data collected automatically

Words: 527, Characters: 2839
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Fig. 7: Displaying a link to the GDPR statement on all accounts

CONTACT

For assistance and questions, please

contact:
Conference email

PRIVACY POLICY

GDPR Statement [

1.5. Linking to your COMS site

This section shows you how to link your website to the access page of the COMS site.

Use of the site in one language

If the URL of your site is:

https://conference-service.com/coms_demo

and you would like to create a link with the text:

Abstract submission

you can use the following HTML snippet to create a link that will open in a new window:
<a href="https://conference-service.com/coms_demo" target="_blank">Abstract

submission</a>

This will create the following link:
Abstract submission (https://conference-service.com/coms demo).

Use of the site in more than one language

If you use more than one language, you can add a parameter to the URL to open the site in the desired

language.
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For the English version, use:

https://conference-service.com/coms_demo?lang=en

For the German version, use:

https://conference-service.com/coms_demo?lang=de

For the French version, use:

https://conference-service.com/coms_demo?lang=£fr

2. Recurring events

Many conferences reoccur at regular intervals, mostly annually or biennially. Even though their location and local
organising committee might change with every edition, the different editions often share the same tested
workflow. Moreover, a fraction of the participants might attend more than one edition of the event. COMS has
options to reduce unnecessary work for both organisers and delegates, by allowing the configuration and users

to be retained for recurring events.

Reusing a configuration saves time for the organisers
Recurring events that use COMS to handle their submissions and registrations can save time when setting up
the site by copying an existing configuration from one site to the next. Organisers can use this initial setup as a

starting point and make any necessary changes to suit their needs.

Reusing existing accounts saves time for returning delegates
Users' accounts can be copied from one site to the next. Returning users do not need to recreate their profile to

access the new site.

Benefitting from software updates
As time goes, the COMS software evolves. As a result, each edition of an event, which uses its own dedicated
COMS site, uses a slightly different version of COMS and can take advantage of the latest developments of the

software. This does not prevent the transfer of the configuration and accounts from one site to the next.

2.1. Copying the setup of a site

When the configuration of a site is copied to another, the following data are transferred:

Modules and functions
The modules and functions used on the previous sites are activated, while those that were not, are left inactive.

For example, if payments are in use on one site, they will be activated on the next; if a function used to select
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users for participation was activated, it will also be activated; if a custom form was used, it will be activated for

use again; the same language/s will be activated etc.

Forms and their setup

All the forms that had been activated and configured for the previous edition will be activated and configured in
the exact same way, with the same questions. The forms can be used as found, or can be modified in part.
Typically, the topics used on the submission form might be changed, while the prices used on a registration form

might be updated.

Texts and emails

Organisers spend time writing instructions, adapting the content of emails and creating content that is displayed
on the site, sometimes in more than one language. All these texts are copied to the new site, as found. If they
include references to locations and dates, they might need to be updated. They can, of course, also be changed
or suppressed. Instructions for editing texts can be found at Texts & translations (https://www.conference-

service.com/doc/getting_started/texts.html).

Deadlines and access permissions

Deadlines, which set time limits on various functions, are copied as found and are bound to be outdated on the
new site. Access permissions, which control access to functions without taking time limits into account, might or
might not be outdated. Both need to be reviewed. This can be done at "Configuration / Access rights / Access

to functions & deadlines" .

2.2. Copying the users of a site

It is possible to transfer all, or some of the account found on a site to another site. The following describes the

process:

Initially the users are given an inactive status
Initially, users that are copied to the new site are present, but not visible to administrators. If they log in to their

account, their status is immediately activated and they become active users.

Returning users can reuse the same password or reset it
Users are able to log in with the password previously used. They are also able to reset a forgotten password by

means of the password recovery function accessible under the login box.

Administrators can send emails to inactive users
A dedicated template, found at "Emails / Bulk emails / Inactive accounts" , can be used to send a bulk email to
all inactive users, for instance to invite them to access the site. The list of recipients will gradually be reduced as

users activate their account.

A\ Admins must decide whether to preserve or suppress users' functions prior to the transfer
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By default, users assigned specific functions, like reviewer or track chair, will retain them when transferred.

Organisers will need to indicate whether these functions should be removed.

3. Accounts & user data

In setting up the site to manage participants' data, the first task is to configure the account creation form and

related functions. There are, however, additional functions that can be used to gather personal data from the

participants.

Used together, these functions can be useful for sites that focus on selecting participants for a summer or winter

school, or for events with a strong social programme.

Account creation form

This form is used to create a profile of the participants and provide them with a password to the site.

It is possible to add any number of questions to the form.

Selecting participants

Administrators can activate a function to flag users' participation in the conference.
A participation status can be assigned to each user, based on various criteria: registration and payment status;

confirmation by the users; acceptance or rejection by the organisers.

Activating additional forms

Up to two forms can be activated and used to collect personal data from the participants.

These forms are freely configurable.

They can be used, for example, to register users to non-paying events (for instance workshops) or to collect
travel details, résumés etc.

Each form is accessed on a user's account through a dedicated tab.

Activating upload buttons

Up to three upload buttons can be activated to collect personal documents from the participants.
Typically, these are used to collect scans of student cards, curriculum vitae or proposals.
Each upload button is accessed on a user's account through a dedicated tab.

Functions are provided to manage the collected documents.
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3.1. Functions on the site

The COMS system allows admins to assign functions to users. This page describes the available functions,
their roles and permissions to access various admin functions. It is possible for a user to have more than

one function. For example, a user can be an administrator and a reviewer at the same time.

List of available functions

The assignment of functions is done on the pages that relate most closely to their functions. There are three
different pages for assigning functions. Note that some of the functions can be assigned on more than one page

(e.g. invited speaker and reviewer).

Functions assigned at "Participants / Accounts / Assign functions to users™

With the exception of invited speakers, these functions are used to manage the site.

System administrator
System administrators have access to all the functions on the site and have all privileges.

Conference administrator
Conference administrators have access to all the functions on the site and have almost all privileges. They
cannot assign or revoke the functions of system administrators and cannot delete the accounts of system
administrators. System administrators can optionally prevent conference administrators from accessing the
configuration tab. When this is done, conference administrators are able to manage all the data (users,
abstracts, reviews, payments etc) but cannot modify the setup of the site.

Reviewer
System administrators and conference administrators can assign the function of reviewer to any user.
Reviewers can then be assigned submissions to review and to make recommendations for the selection of
the submissions. Their assignments are listed on their account. They do not have access to the admin
functions.

Editor
System administrators and conference administrators can assign the function of editor to any user. Editors
can then be assigned submissions to edit. This function is useful to fix typing mistakes and formatting
issues. Their assignments are listed on their account. They do not have access to the admin functions.

Accountant
System administrators and conference administrators can assign the function of accountant to any user.
Accountants have access to the payment records, as well as file uploaded by users (e.g. scan of student
card) on the Participants page.

Registration desk
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System administrators and conference administrators can assign the function of registration desk to any
user. These users have access to the check-in page on the Participants tab where they can register
participants' arrival.

Invited speaker
System administrators and conference administrators can assign the invited speaker role to any user. This

is done for filtering purposes, for example, to allow targetting the speakers by email.

Functions assigned at "Submissions & reviews / Review supervisors and reviewers / Assign the
functions"

These functions are used for the review and selection of abstracts and papers.

Review supervisor
System administrators and conference administrators can assign the review supervisor role to any user.
Review supervisors can assign reviews and select submissions for acceptance. Typically, they only have
access to a subset of the submissions and should not have access to submissions assigned to other review
supervisors. The aim of this function is to divide the review and selection of submissions between serveral
persons, which is useful if the number of submissions is too large for one person to manage.

Reviewer

See above.

Functions assigned at "Agenda & proceedings / Chairs & moderators / List the chairs and

moderators”

These functions are used in the agenda.

Invited speaker
See above.

Session Chair
System administrators and conference administrators can assign this role to any user when building the
agenda. They do so, by selecting, for a given session, a user (or several users) in a dropdown of users.
These users are then flagged as chairs for the session and included in the list of chairs that can be
targetted by a bulk email.

Moderator
System administrators and conference administrators can assign the moderator role to any user when
building the agenda. They do so, by selecting, for a given session, a user (or several users) in a dropdown
of users. These users are then flagged as moderators for the session and included in the list of chairs that

can be targetted by a bulk email.
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Note: it is possible to activate two more functions (discussant and organiser) to list on the agenda.

3.2. Account creation form

Find the required functions for the setup

Go to "Configuration / Participants / Account registration form" to configure the form.

Overview of existing fields

You can view and modify a list of fields included, or available for inclusion, on the form, at " 1. Configure the
form™ . It consists of a number of predefined fields that are commonly found on account creation forms, and
optionally, of any number of user-defined fields (custom fields that are created by administrators). For each field,

the following data are displayed:

Field ID
It uniquely identifies the field in the database. It is not used on the form, but can be used in your correspondence
with COMS, to identify the field. Example: "105".

Label
It identifies the field on the form. Example: "Last name".

Type
This refers to the type of component: [Edit box / Radio buttons / Check boxes / Drop down

list / Date / Date & time / Separator / Text].

Usage
The usage attribute consists of a value chosen in a drop down list, among the following options : [Not to be

used / Optional / Required].

Display order
This refers to the position of the field on the form. It consists of an edit box that contains the order value of the

field. The position of the field can be modified by modifying its order value.

An edit button
The edit button allows you to edit additional properties of the fields that are not displayed in the overview list
described above. For example after clicking on the button, you can edit instructions for the field (e.g., "Please

provide a single email address") or edit the options of a drop down.

A delete button
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A delete button is provided to remove user-defined fields. Predefined fields cannot be deleted.

/A\ Note: When you delete a field, all the data collected for this field are deleted too. To

suppress a field from a form, without erasing the corresponding data, it is enough to

switch the usage of the field to Not to be used.

A clone button
It allows you to duplicate an existing field. This can be handy if the field to be created is similar to an existing one.
You can then edit the attributes of the new field and modify them as needed. The clone button is only available

for user-defined fields.

Modify existing fields

Modify the order of the fields
Use the edit boxes in the column labelled Display order. The edit boxes contain positive integers. Taken
together, they form a sequence that defines the order of the fields on the form.
You can modify the order of the fields by modifying that sequence and saving it by using the button labelled
Update order, at the bottom of the Display order column. The digits forming the sequence should all be
different. They do not need to be contiguous. In fact, it is recommended to define the sequence as 10, 20,
30 ....ltisthen easy to insert a field between two others, by using an intermediary number (e.g. use 15 to

place a field between the fields with display orders 10 and 20).

Modify the usage of a field
Select a suitable option in the drop down list located in the Usage column and click on Update usage, at
the bottom of the overview, to save the change.
There are three options to choose from: [Not to be used / Optional / Required]. The Required
option will add a star next to the field, to indicate its mandatory status; Not to be used will remove the field
from he form. If this is done at a stage where data have already been collected for that field, the data will not

be erased. If the usage is later set to one of the other options, the data will be accessible again.

Modify the label or instructions of a field

Click the Edit button to access the edit boxes for the label and instructions of the field.

Modify other attributes of the field
You can access and modify other attributes of the fields, for instance the options of a drop down list, by clicking

on the Edit button.
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Add a custom field to the form

Go to "2. Add a component to the form" , select a component in the list and click on "Add this item" to
create a new field on the form.

You will first have to input the attributes of the field (label, instructions etc.).

After saving the form, the new field will be added at the bottom of the form.

You can then adjust its position and usage in the overview list.

Add instructions above the form

Go to "3. Edit the instructions displayed above the form" . An editor is available to help with the formatting of
the text.

Set permissions to access the form

Participants can access the form externally (when registering an account with the site) and on their account,
once logged in, if they wish to modify their profile and other data contained on the form. Access rights can be
set for both.

Go to "Configuration / Access rights / Access to functions & deadlines" to set the permissions.

Go to "2. Access to the forms on the login page / Activate the account creation form" to control access to
the account creation form (the external form). In order for the form to be accessible, you need to activate
access and define a suitable period of availability. Typically, this period should coincide with the account
registration deadlines.

Go to "3. Accounts / Allow users to edit their own profile" and set suitable permissions, including dates of

availability, to control access to the form after login.

Set up a welcome email

You can set up the site to automatically send a welcome email to users who have just created an account.
For this, go to "Emails / Automatic emails / Activate and edit the emails / 2. Registration with the system" .
Set the Activate dropdown to Yes.

Default texts for the subject line and content of the email are provided. They can be edited and adapted to

your needs.

3.3. Selecting participants

You can activate functions to flag the users' participation status.
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These functions can be useful for selecting applicants who wish to take part in a course or a summer school.

They can also be useful if participation requires confirmation by the delegates. In this case, their participation

status can be set by administrators following their decision.

Users can be contacted by email based on their participation status. You can also export the list of accepted or

confirmed participants.

If the registration & payments module is used, this function might not be needed. The registration or

payment status might be used instead.

Activate and configure the participation function

Go to "Configuration / Participants / Participation status” .
Activate the selection function at "1. Activate functions to flag participation status" .
If payments are in use, you might want to automatically set the participation status to Will participate as

soon as the registration payment is completed. This can be done at "2. Set rules for automatic participant

selection" .

Edit the list of participation options at "3. Edit the drop down list of participant status " . By default, the
options are set to [Undecided / Will participate / Will not participate / Waiting
list]. You can, however extend or shorten the list. You can also modify the options, for instance replace

Will participate with Accepted.

Keeping track of participation

Once the function is activated, you can set and track the participation status at "Participants / Participation
status” .

The page at "Set participation status individually" page contains a list of users and a dropdown of
participation statuses that can be used to flag the users individually. A filter is also provided.

The page at "Set participation in bulk" contains functions to set assign a status to multiple users. For

example, you can synchronize participant selection with the paper selection status.

Sending emails to users based on their participation status

You can send an email to the users flagged as Accepted or Will participate at "Emails / Bulk emails /
Conference participants / 2. Free-style email to accepted applicants" .
You can send an email to the users flagged as Rejected or Will not participate at "Emails / Bulk

emails / Conference participants / 3. Free-style email to rejected applicants" .
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An additional template can be found at "Emails / Bulk emails / Hand-picked users" . This template allows you

to select the recipients base on their participation status in combination with other filters.

Exporting the data

The export at "Exports / Participants / Export to CSV or Excel / All system users" contains the profiles of all
the users, as well as their participation status.

To export a filtered list of the users, go to "Participants / Accounts / View, edit user data / 2. Work on the
selected records” . This section lists the users. At the top of the list, you will find three export links: For
selected records: Export to: [HTML] [x1ls] [xlsx].Before the export, you can select the

records by using the filter at the top of the page.

3.4. Configurable forms

Up to two forms can be configured from scratch and made available to participants. These forms are accessible

after login, from a tab located on the horizontal navigation bar at the top of the page.

Custom forms are typically used to create a questionnaire or register participants to free events, for instance

workshops.

Find the required functions and activate the form

Find the setup page

Go to "Configuration / Additional forms" and access one of the two forms listed in the menu.

Activate the form
Begin by activating the form at " 1. Activate the form and related functions" . This is necessary to ensure that all
related functions are available. Access to the form is not necessarily activated when this function is on, as this is

done independently.

Name the form and add instructions

Name the tab

Go to "2. Texts / Name of the tab" and input a suitable label to the tab that gives access to the form.

Add a heading to the page
Go to "2. Texts / Heading of the page" and enter the heading displayed above the form.

Add instructions
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Go to "2. Texts / Instructions" and edit the instructions that will be displayed under the the heading. An editor is

supplied to help formatting the text.

Configure the form

Add fields
Go to "5. Add a component to the form" and add fields to the form. To add a field, first select a suitable

component in the drop down list.

Possible options are: [Edit box / Drop down list / Radio buttons / Check boxes / Date /

Date & time / Separator / Text].
The separator is used to separate different sections on the form.

The text component can be used to insert a text in the middle of the form. The text can contain pictures and links.

Configure the fields
After selecting a suitable component, you are presented with a form and can enter the main attributes of the field

(label, instructions, height of an edit box, options of a check list etc.).

Other attributes, like the position of the field on the form can be set in the overview of the fields, at "4. Edit form

components " .

View the form

The form can be previewed at "6. View the form in its current state" .

Add quotas
You can set quotas on any of the selection fields (radio buttons, check boxes and drop down lists).
In order to set a quota, go to "Configuration / Quotas / Set limits on bookings" .

When a quota is set on an option, this option will be greyed on the form as soon as the quota is reached. The

text [Booked out] will be appended to the option.

Administrators can track quotas at "Participants / Quotas" .

Control access to the form

Go to "Configuration / Access rights / Access to functions & deadlines / 7. Additional forms" to enable access

to the form. The following permissions can be set:

Allow access to the page that contains the form
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This setting activates the tab leading to the form. If it is inactive, the tab is removed from the navigation bar. If it is

active, you can also set a period of availability, to enforce deadlines.

Allow delegates to edit the form
This setting controls edits. If it is deactivated, users can see the form in read mode only. If it is active, they can

edit it. Here too, you can set a period of availability.

Invite participants to fill in the form
If you want to contact the participants and invite them to fill in the form, you can send them an email.

For this, go to "Emails / Bulk emails” and look for an email that targets the appropriate group of participants

(e.g. all users, submitters, reviewers).

If you do not find the appropriate email, you can use the template labelled "Handpicked users" which provides

a filter to select the recipients.

Export the data

Export to Excel or CSV
Go to "Exports / [Name of the form]: Export to CSV or Excel" .

Export to HTML
Go to "Exports / [Name of the form]: Export to HTML" .

3.5. Document uploads

Up to three upload buttons can be activated, allowing participants to upload various documents.

Find and activate the relevant functions

Locate the setup page
Go to "Configuration / Upload buttons" and access one of the three menus in that section. Each leads to the

setup of an upload button.

Activate the button
Activate the button, at "1. Activate the form and related functions"” , at the top of the page. This is necessary in
order to switch on related functions, which would not appear otherwise. Activating an upload button does not

necessarily enable its usage by participants.
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Control access to the upload tab

Go to "2. Form access" and make sure access is not enabled while you are configuring the upload function.

Name the tab, add a heading, add instructions
Go to "3. Texts" .

Name the button

Input a name for the upload button, for instance Student card. This name will be used to label the tab used to

access the button. It will also be used in other functions, for instance on the exports page.

Page heading
Input a heading for the page.

Instructions

Input instructions. These will appear below the heading and above the button

Control the type and size of the uploads
Go to "4. File upload options" .

Set the allowed file extensions
Specify a comma separated list of allowed file extensions (e.g. doc, docx or pdf).

Leave the box empty to allow all types.

Set a size limit on the files
The given limit applies to a single file, not to the total.
If no limit is given, the limit set by the system will apply (about 50 MB). Please bear in mind that slow

connections are likely to time out on large files.

Allow users to access the upload button

Go to "Configuration / Access rights / Access to functions & deadlines" and find the section relating to the

upload button.

Allow access

Activate access at "Allow access to the page that contains the upload button” .

Set dates of availability

Set a suitable start and end dates for the period of availability.
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Fig. 8: A user's view of an upload function

Upload Speaker Photo

Upload a portrait photo by means of the upload button on this page.

Please include the following information:
- photo (head shot) as .jpg, .png or any of the popular photo file formats, preferably in the size of 250 x 250 px.

Uploaded document Date of upload Action

doc3_u0001_d0208_schmidt_Wilhelm.pg 08-12-2022 at 14:15:36

Manage and download the files
Once the files start coming in, you might want to inspect or retrieve them.

View, annotate and flag the files
Go to "Participants / Uploaded documents / [Name of the upload button]" to work on the uploads.

You will be able to select files to work on, with the help of a filter, found at "1. Select the records to work on" .

You can view, annotate and set an acceptance status on each file in the section labelled "2. Work on the

selected records” .

Download all or selected files
On that same page, in the section labelled "2. Work on the selected records" , at the top of the list of

uploaded files, you will find a download link labelled Download: [Selected documents].

Clicking on this link will retrieve a zip file containing all the documents selected by the filter at the top of the
page.

To retrieve all files, be sure to clear the filter. You can save the zip on your computer and unzip it to get the

individual files.

Note
When a user uploads a file, it is renamed by the software.
The names of the downloaded files will all follow a determined scheme that contains the user-ID, the

document-ID and the name of the user. Example: docl_u0010_d0005_Sorel Guillaume.jpg.

file:///srv/doc/htdocs1/all.html

25/185



8/19/24, 3:36 PM COMS documentation (all)

Fig. 9: Admin view of an upload function

LIST OF UPLOADED DOCUMENTS [UPLOAD SPEAKER PHOTO] Download: [Selected documents]

User-1D Title First Affiliation Actions Uploaded document Document
name status
1 Prof Pearson Mike COMs doc1 u0001_doD01 Pearson_Mike.jpg N
4 Undecided w
2 Dr Morell Marc Altmann Mo data found 4 [Undedded »
3 Prof Kamiriski Lucas Pellentesque Mo data found | Undecided o
University ‘
4 Mr Toschack John University of doc1_u0004 doo02 Toschack John.jpg

Undecided v
Warsaw A

Save changes for this page Download: [Selected documents]

3.6. Emails

Before setting up emails, be sure to set up general functions relating to the email module (sender, signature,

language etc.). These functions are found at "Emails / Overview and settings" .

Automatic emails

Automatic emails are sent automatically by the system, in response to actions taken by the users. Their aim is to
provide feedback and information. They are provided with pre-defined texts that can be edited and adapted to

your needs.

Locate the function
Go to "Emails / Automatic emails / Activate and edit the emails" . All automatic emails are listed on that page,
where they can be both activated (or deactivated) and edited.

Activate useful emails
Review the list of automatic emails and activate or deactivate those appropriate to the submission process:
Automatic password recovery
Registration with the system
Creation of a new COMS user by a conference administrator
Send an email to users who complete the upload of a document (up to three)

Send an email to users who save a custom form (up to two)

Edit the email templates

Review the contents of the activated emails (body and subject line) and edit, if necessary.
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Bulk emails

Bulk emails are one-off emails sent to a group of users at a time of your choosing. They can be found at "Emails

/ Bulk emails™ and can be used to target any number of participants:

Predefined groups of users
All system users
Conference participants:
Email to a specific type of participants
Email to accepted applicants
Email to rejected applicants
Inform/remind participants of the need to fill in a custom form
Conference administrators

Inactive accounts

Hand-picked users

You will be able to send an email to any user or group of users.

3.7. Access permissions

Locate the functions

Go to "Configuration / Access rights / Access to functions & deadlines"

Select the appropriate time zone

At the top of the page, at "1. Time zone" .

Set permissions on functions accessed after login

Go to "3. Accounts" and check the various options. Each option describes a function and lets you activate or
deactivate access to it. If the function is activated, you can restrict access to a period of availability, which can be

made to correspond with your deadlines.

Allow delegates and submitters to log in
When this function is deactivated, only administrators are able to log in. The following message is given to

unprivileged users who attempt to log in: Logins are currently reserved for administrators of

the system.
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Allow users to edit their own profile

If this function is deactivated, users can view their profile, but cannot modify it.

Additional forms / Upload buttons

You can also set permissions to access and use the custom forms, as well as the upload buttons.

Activate / deactivate the account creation form

This form is located on the login page and can be accessed by all. Deactivate it to prevent the creation of new
accounts.

To activate or deactivate the form, go to "2. Access to the forms on the login page / Activate the account

creation form"

3.8. Upload user accounts

Locate the upload function

Go to "Participants > Accounts / Create multiple accounts" .

This page contains all functions necessary for the upload, as well as detailed instructions.

Download the Excel template

It contains headings for all the fields relating to user profiles.

Input the profiles in the spreadsheet

Each profile should occupy a row.

Mandatory fields are marked in red.

The column labelled Functions allows you to set the users' functions (e.g. system administrator, reviewer,
session chair).

Save the data. The resulting file should have an x1sx extension.

Upload the file

Use the upload button to upload the Excel file to the database.

On upload, the programme will check the data.
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If errors are detected, the file will not be processed.

An error message and a detailed list of errors will be displayed.

Review the data and commit to the database

If the data are parsed correctly, you will be able to review them before committing them to the database.
You will also be able to decide whether or not to send a password to the newly created users.
Once the upload is completed, its status is displayed, showing the range of user IDs created, the date of

creation and whether emails were sent out.

3.9. Delete accounts

Prepare a list of the user IDs you want to delete
For example 233, 4-100r3, 5, 11.

Find the delete function

Go to "Participants / Delete" , enter the list in the edit box and click Delete.

Review the list of users and confirm
You will get a list with the details of the users you want to delete and will be able to either commit or cancel the

deletion.

Note

All the data linked to these accounts will be deleted (profile, submissions, uploads, payment records).

3.10. Set up a survey form

After the conference, you might want to collect feedback from participants. The following is a step by step guide

to configuring a questionnaire and collecting the data.

Please note: As an option, it is possible to anonymize the questionnaires. This means that the data that are
exported will not contain the names and other details identifying the users. Please contact COMS, prior to the

setup, to activate this feature.

Activate the survey form

Go to "Configuration / Additional forms" and access one of the first two forms. Activate the form at "Activate

the form and related functions” .
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Configure the form
On that same page, visit the five sections under the activation function:

Texts

Name the tab used to access the questionnaire on users' accounts.
Name the form.

Write instructions that will be displayed above the form.

Form access

Activate the access tab on users' accounts.

Allow edits.

Edit the form

This section lists the fields / questions included on the form.

At first, the form is empty, but as soon as fields are added to it, they can be edited in this section.

Add an item to the form

Create the fields (edit boxes, check boxes, radio buttons etc.).

View the form in its current state

The form you have just configured can be viewed at the bottom of the page.

Configure a feedback email
When users save their input on the questionnaire form, it is possible to send them a thank you email.

To activate and edit the thank you email, go to "Emails / Automatic mail / Send an email to users who save the

questionnaire form" .

Import the users
This step is only relevant if you need to import the users who will be invited to fill in the survey form.

Please go to "Participants / Accounts / Create multiple accounts" to upload the users.

Invite participants to fill in the questionnaire

Select an email template

Go to "Emails / Bulk emails” and select a template that targets the appropriate users. Examples:
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"All system users" will select all the users registered in the system,

"Conference participants / Free-style email to accepted applicants" will select users who have been flagged as

accepted for conference participation,

"Conference participants / Inform/remind participants of the need to fill in the Questionnaire form" to select all

non-rejected users,

"Hand-picked users" can be used if a specific group of recipients needs to be filtered.

Edit the template
When editing the template, you can use the <quest-direct-access-url> placehoder to allow users to access the

questionnaire tab directly, without having to log in.
When the emails are sent out, the placeholder will be replaced by a URL that contains the user's log in details.

Clicking on this link in the email will take them directly to the form.

Save, preview test and send the emails
After saving the text of the template, please check the preview before sending the emails, to ensure that the

placeholder is replaced correctly.

The access URL should look like this:

https://www.conference-service.com/myconf/quest.html|?
coms_direct_login=U2FsdGVkX18gmSmkVamBhdg5w8 GCAcPNE6959nMaGLgBft1WakhzE11B6mZEFhy2

The URL bit, on the right, contains login details and will be different for each user.

When the recipients click on this link, they will access the questionnaire directly, without having to log in. It is
recommended that the email be tested first by sending it to your own account. You will be able to check that

clicking the link leads you to the questionnaire.

Export the data

Go to "Export data / Questionnaire" to export the data to Excel or HTML.

If you have labelled the tab to something else than Questionnaire, look for the given label: "Export data / Tab

label” .

4. Submissions

In planning the submission process, administrators have several different tasks at hand:
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Collect all the data required for the production of the proceedings and conference programme.
Collect meta data that will help with the review and selection process.

Collect data necessary for the management of the submissions, for instance, permission to print the abstracts.

This can be achieved by adding custom fields to the submission form.

Ensure that the submission process runs smoothly for the authors of submissions: to this end, emails have to

be prepared and suitable access permissions must be set.

Steps required for the setup of the submission process

Activate the submission module and set options for the submission process.

Configure the submission form.

Set up automatic emails that will be triggered when users submit an abstract and perform actions related to
the submission.

Set permissions on the functions related to the submission process. You will be able to control users' ability to

create, edit and withdraw submissions, as well as their ability to upload files.

Collecting meta data

Meta data can be used to assist the distribution of submissions into sessions. They can also be exported to Excel

(or other formats) for further processing.

Presentation types
You can create a list of presentation types, for instance, poster and oral, and allow authors of submissions to
indicate their preferred type.
The list of presentation types can be used to assist the distribution of submissions into the conference
sessions. For example, if a session is defined as a poster session, you will only see submissions categorised
as be posters when choosing submissions for inclusion into that session.
When selecting submissions for acceptance or rejection, you can view the presentation types selected by the

submitters and reassign them.

Topics

authors
You can create a list of topics and allow of submissions to select suitable values for their abstracts.
The topics can be classified into themes or tracks.
You can assign some of these topics (or themes) to reviewers, as speciality topics, and distribute submissions
by matching the topics selected on the submissions with the speciality topics assigned to the reviewers.
The list of topics (or themes) can also be used to assist the distribution of submissions into the conference
sessions. For example, you can assign a list of topics to a session. Only submissions assigned to these topics

will be shown as candidates for inclusion into that session.
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When selecting submissions for acceptance or rejection, you can view the topics selected by the submitters

and reassign them.

Predefined keywords
You can define a list of keywords and let submitters select any numbers of those keywords on the submission
form.

The chosen keywords will be shown to administrators when they select and classify the submissions.

Free keywords
You can let submitters input a comma-separated list of keywords on the submission form.

The chosen keywords will be shown to administrators when they select and classify the submissions.

4.1. Options for the submission process

Before configuring the submission form, you should review and set options found at "Configuration /

Submissions / Options for the submission process" .

Activate abstract submission

This is necessary in order to activate all the functions needed to manage submissions. If you do not use the

submission module, make sure it is switched off, to avoid the display of unnecessary functions.

Allow the insertion of pictures in the abstract

Submitters will be able to insert pictures in the text of the abstract, provided the text editor is activated.

You can control the types of pictures allowed and set a limit on their number and size.

Limit the number of abstracts per account

Leave empty if no limit is applied.

Activate the upload of extended abstracts

Once activated, you can specify an availability period, the type of files allowed and a size
limit.

The upload button will be displayed on the submission form and can be further configured at Configuration
/ Submissions / Submission form. There you can position the button on the form, edit its label and

decide whether it should be optional or mandatory.
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Activate the upload of full-papers

Once activated, you can specify an availability period, the type of files allowed and a size
limit.

The upload button will be displayed next to the submission form.

Activate the upload of presentations

Once activated, you can specify an availability period, the type of files allowed and a size
limit.

The upload button will be displayed next to the submission form.

Classify topics into themes

Activate this option if you need a two-level classification of the topics. Switch it off for a simple list.
The (themes and) topics can be input in the configuration of the submission form, at "Configuration /

Submissions / Submission form" .

Require that presenting authors have an account with the system

With this option, listed authors flagged as presenters will be required to have an account on the site.

In most cases, the submitter is also the presenter, which automatically guarantees that the presenter has an
account.

In cases where this is not the case, the submitter will be required to supply an email address for the presenter
and the software will use it to check that an account exists for this email.

Setting this option allows you to check that presenting authors have paid their registration feed when creating

the agenda.

4.2. Submission form

The submission form contains a number of pre-defined fields that are standard parts of an abstract.
These can be switched off, if not needed.

In addition, administrators can add any number of custom fields to the form.

Technically, it is possible to replace some of the standard fields with custom ones. For example, it is
possible to replace the standard abstract title component with a custom edit box. However, since the

standard fields all have special functions in the workflow (for instance in the review and selection
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process), as well as special attributes, it is usually preferable to use the standard fields whenever

possible.

Locate the relevant functions

Go to "Configuration / Submissions / Submission form" to set up the form. Other pages in the "Configuration

/ Submissions" also provide needed functions for the setup.

List of pre-defined fields
The following describes the pre-defined fields, their attributes and special functions.

Abstract title
The title of the abstract can be input either as simple text in a simple edit box or by means of an editor
that allows simple formattings (bold, italics, subscripts and superscripts). On request, other formattings can be
added.
A size limit can be imposed on the title, either on the number of words or the number of characters.
The title of the abstract is automatically displayed in various places, for example on users' accounts, in the
overview list of their submissions. Search functions can also use the title, or part of a title, to locate a

submission and its author.

List of authors and affiliations
The listing of authors consists of two parts: a list of affiliations and a list of authors' personal
details.
Submitters start by listing and numbering all the affiliations (organisations) and go on to list the authors.
When listing the authors, submitters can list the affiliations associated with each author.
Both the affiliations and authors' details consist of individual pre-defined fields that can be used or not in the
setup. For example, it is possible to use a field to collect the email address of an author; the country and city of
the affiliations can be collected. Administrators can also decide whether these fields are optional or mandatory.
Administrators can set a limit on the number of authors that can be listed. They can also allow
the use of an "et al." check box.
Submitters can also indicate who, among the listed authors, will be the presenter at the conference.
As an option, it is possible to request that all presenters have an account on the site. This
is useful if you need to check that presenters are duly registered for participation when creating the agenda.
The software uses the email collected for the authors to enforce this requirement.

There are several formats available to display the authors and their affiliations.

Abstract text
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The text of the abstract can be input either as simple text in a simple edit box or by means of an editor
fitted with a number formattings (bold, italics, subscripts, superscripts, bullet lists, links and others). On
request, the list of allowed formattings can be adjusted.

A size limit can be imposed on the title, either on the number of words or the number of characters.

The text of the abstract can be viewed by reviewers and administrators who select abstracts.

Pre-defined keywords
Administrators can define a list of keywords to display as check boxes on the form and let users select any
number of them.
The selected keywords can be displayed in the overview list of submissions used for the selection and

classification of the abstracts.

Freely defined keywords
Instead of (or in addition to) letting submitters choose keywords in a list of pre-defined items, you can let them
input their own list.

The freely selected keywords are also shown to administrators in the selection process.

Themes & topics
To help classify the submissions, you can activate a list of topics on the form, to let submitters indicate the
topic/s that can be best associated with their submissions.
The topics can be classified in different themes (or tracks).
It is possible to let submitters indicate a second and third topic.
The topics selected by the submitters are shown to administrators who can confirm their choice or reassign

them to other topics.

Presentation types
You can activate a drop down list on the submission form, to let submitters indicate their preferred presentation
type.
If you have several presentation types, you can let submitters indicate a second and third choice.
The preferences indicated by the submitters are shown to administrators, who can confirm their choice or
reassign them to other presentation types.
Once assigned, or reassigned, the presentation types can also be used to set constraints in the creation of the
agenda: if you decide that a session will be a poster session and set the poster option as a constraint on that
session, you will not be able to insert submissions that are not flagged as posters in that session. This type of
constraint is mostly useful for large conferences, when administrators need to sift through a large number of
submissions.

Upload button for an extended abstract
You can add an upload button to the submission form, to collect together with the abstract.
If you make the button mandatory, users will only be able to submit the form if a file has been successfully
uploaded.
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If the button is optional, users can submit their abstract without an upload. Once the abstract is submitted, they
will find an upload button next to their submission and will be able to add the file.

In the case of an optional upload, you can activate an automatic email that will be sent out to submitters who
have created their abstract without an upload. This email will server as a reminder that an upload is still

needed to complete the submission.

Select pre-defined fields

Go to "1. Configure the form" to include or exclude suitable pre-defined fields form the submission form. This
can be done by means of the usage drop down. Save your selection.
Use the Display order to rearrange the fields on the form.

Access the attributes of the fields by means of the Edit button, on the right hand side.

Add custom fields to the form

Go to " 2. Add a component to the form™ to add a custom field.

Choose a field type in the drop down list and click on Add this item.

Fill in he form by inputting the attributes of the field (label, instructions etc.) and save.
As soon as you submit the form, the new field is added at the bottom of the form.

Adjust the position and usage of the item in the overview of fields.

Add instructions

You can add instructions that will be displayed above the form.
Go to "3. Edit the instructions displayed above the form " .

Input the instructions in the edit box. Alternatively, activate the editor to input formatted text.

4.3. Extended abstracts

Extended abstracts are files that are collected at the time of the submission of the abstract. An upload button is

added to the submission form, allowing submitters to create their abstract and upload the file in one step.

You can activate, configure and manage the upload of extended abstracts as follows:

Activate the feature

To activate and configure the upload of extended abstracts, go to "Configuration / Submissions / Options for

the submission process / Allow the upload of extended abstracts" .
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Configure the uploads

Once you activate the function, you can set size limits and file extensions constraints on the files.

Display the upload button on the submission form

You can control access to the upload button by setting dates of availability.

Within the availability period, an upload button will be displayed on the submission form.

The appearance of the upload button on the submission form can be configured at "Configuration /
Submissions / Submission form / 1. Configure the form / 212 Extended abstract / Edit" . You can position the
button on the form, modify its label, add explanations and decide whether the upload should be optional or

mandatory.

Download all or some of the extended abstracts

To download all the extended abstracts as a zipped file, go to "Exports / Submissions / Download uploaded
files / Download [extended abstracts]" .

You can download all or a subset of the extended abstracts as a zip at "Submissions & reviews> Accept or
reject submissions / 2. Individual assignments... / For selected records: Download: [extended abstracts]” .

Prior to the download, you can use the filter, at the top of the page to select the extended abstracts to include
in the zip file. Clearing the filter will select all the extended abstracts.

4.4. Full papers

Full papers are files that are collected after the submission of the abstract, in a two-stage process. The upload
button is not displayed on the submission form. It is displayed next to the button used to edit the submission.

You can activate, configure and manage the upload of full papers as follows:

Activate the feature

To activate and configure the upload of full papers, go to "Configuration / Submissions / Options for the

submission process / Allow the upload of full papers" .

Configure the uploads

Once you activate the function, you can set size limits and file extensions constraints on the files.
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Display the upload button on users' accounts

You can control access to the upload button by setting dates of availability.
Within the availability period, users get an upload button for their presentation on their submissions page.
Note that it is only shown for accepted submissions. Others do not see a button.

In order to check this, you can edit the submissions of a user with an accepted abstract and a rejected one at
"Participants / View edit user data" .

Download all or some of the full papers

To download all the full papers as a zipped file, go to "Exports / Submissions / Download uploaded files /
Download [full papers]” .

You can download all or a subset of the full papers as a zip at "Submissions & reviews> Accept or reject
submissions / 2. Individual assignments... / For selected records: Download: [full papers]"” .

Prior to the download, you can use the filter, at the top of the page to select the full papers to include in the zip
file. Clearing the filter will select all the full papers.

4.5. Presentations

You can activate, configure and manage the upload of speakers' presentations as follows:

Activate the upload of presentations

To activate and configure the presentation upload function, go to "Configuration / Submissions / Options for
the submission process / Allow the upload of presentations" . You will be able to specify the allowed file

types (e.g. "pdf pptx") and set deadlines, if needed.
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Fig. 10: Activate the upload of presentations

6. Allow the upload of presentations A Top

Allow submitters to upload their
posters or presentations to the
server (except videos)

Availability period

Uploads will only be possible during the
defined period.

Allowed file extensions for full-
paper upload

File size limit for full paper upload
in kilobhytes

Yes - Update

First day Last day Update

'y | 01-01-2019 00:00:00 | |3142—2022 23:59:59

o ]

If you want to restrict the file types that are allowed for uplead, you can list the allowed file extensions here.
Please input a blank separated list, e.g. doc pdfzip. Input a * or leave the box empty to allow any file type. Note
that the filter is case insensitive: no need to list doc and DOC simultanecusly.

40000 Update

Set permissions for users' access

The upload button is displayed on the users' submision page. Make sure that the page is accessible, by

setting the right permissions at "Configuration / Access rights / Access to functions & deadlines / Allow

access to the submissions page" .

Make sure that the users can log in, access the submissions page and access the upload button, as

shown in Fig. 2.

All users will be able to access the submissions page, but the upload button will only be displayed for

accepted submissions.
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Fig. 11: Setting permissions to access the upload button

Configuration / Access rights / Access to functions & deadlines

» HOWTO

1. Time zone

2. Access to the forms on the login page

' Activate the account creation form

H Activate the account creation & abstract submission form

3. Accounts

|”é Allow delegates and submitters to log in |

& Allow users to edit their own profile

4. Ssubmissions

| o Allow access to the submissions page |

H Allow users to submit abstracts

M Users can edit their submissions

K Users can withdraw their submissions
N Extended abstract upload

K Paper upload

 Presentations

5. Reviews

K Allow reviewers to indicate, for each abstract, whether they wish to review it (bidding process)
H Allow reviewers to access their reviews

6. Payments
 Conference registration - Allow access to the page that contains the form

« Conference registration - Allow delegates to edit the form

Check the setup

You can check that the upload button is accessible by the users by logging in to one or two accounts at
"Participants / View edit user data" .
You can use the filter above the list, to select a user with an accepted abstract and another with a rejected

one, then access their accounts to check that the setup is correct.
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Fig. 12: Accessing a user's account

LIST OF PARTICIPANTS

For selected records: Exportto: [HTML] [xIs] [xlIsx]

View / edit Bookings &
Payments

Conference

registration

(Sed University)

Access this account Girard turpis@habitasse.com Submitter Profile
Delete... E‘:‘;Ir:';) or Submissions [62]
Access this account 84 Bagiriski morbi@vestibulum.ac Submitter Profile
Delete, Lucas, Prof Submissions [61]
(Ut University)
Access this account 83 Prochazka sit@nibh.be Submitter Profile
Delete, Manen, Submissions [60]
(Turpis AG)
Access this account 82 Kaczmarek in@dui.fr Submitter Profile
Delete... Mathias, Mr Submissions [59]

Fig. 13: Presentation upload on a user's account

#74 W.Alonso [Reviewer | Track Your Account Participants Submissions & reviews Emails
chair]
Logout B
Your Submission/s
YOUR ACCOUNT
e On this page you can check the status of all the submissions you have created for this conference. Within the given deadlines, you
elcome
can create, edit or withdraw existing submissions.
Your Profile

Emalls sent to you

Your Submission/s

Conference registration

Your Review Assignments

Abstract title
submission-1D
Submission status
Assigned topic

Assigned type of
presentation

Actions

The working language at the conference is English and all contributions must be submitted in English.

New conference submissions are not available

Reviews List of submissions

Aliquam quam mauris, malesuada eget, feugiat a, laoreet in, sem updated
51

Accepted

[PDF] [HTML]

Presentation

Note: Video presentations cannot be uploaded here. |

[Presentation] (Uploaded on 19-09-2021) I

LANGUAGE

English German French

CONTACT

For assistance and questions,

please contact

Conference email

WEBSITE

COMS-2020 Website

COMS 3.1.2

Invite the users to upload

To send an invitation email to authors of accepted submissions, you can use the template at "Emails / Bulk
emails / Authors of submissions / 2. Email to all authors of accepted papers"
text that can be edited. After saving your modifications, preview the emails and send them out.

If you need to send an invitation email to any other group of users or to a single user, use the email at "Emails

/ Bulk emails / Hand-picked users" . A filter is provided to select the recipients of the email. The text of the

email can be edited and previewed.
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View and manage the presentations in the admin area

To view the uploads, go to "Agenda & proceedings / Presentations / Review uploaded presentations” .

You will be able to upload or reupload presentations on behalf of the presenters.

Fig. 14: Presentation uploads in the admin area

Op | Tue 14 | 11:00 - 11:06 | Negat esse eam, inquit, propter
se expetendam bb
Sofie Thomsen (Maecenas GMBH)

Praesent dui leo, aliquet eu, tempus at, convallis quis, enim du

Op | Tue 14 | 11:00 - 11:06 | Negat esse eam, inquit, propter
se expetendam bb
Maxime Bianchi (Nec Inc)

Morbi magna mauris, posuere fermentum, tincidunt ac, fermentum
at, odio

Agenda & proceedings / Presentations / Review uploaded presentations

#1 | Submission 10 | User 33

#2 | Submission 16 | User 39

Presentation

NLEEIERGILGLE  Upload/reupload the presentation

Note: Video presentations cannot be uploaded here

Presentation 1

presentation_0016_submitter 0039 Bianchi Maxime.pdf
{Uploaded on 18-08-2021) m I

Note: Video presentations cannot be uploaded here,

Download the presentations

To download all the presentations as a zipped file, go to "Exports / Submissions / Download uploaded files /

Download [Presentations]" .

You can download all or a subset of the presentations as a zip at "Submissions & reviews / Accept or reject

submissions / 2. Individual assignments... / For selected records: Download: [Presentations]" .

Prior to the download, you can use the filter, at the top of the page to select the presentations to include in the

zip file. Clearing the filter will select all the presentations.

Insert the presentations in the agenda / remove the presentations

To insert the presentations, go to "Agenda & proceedings / Agenda / Export options" , activate the insertion

of presentations and recreate the agenda (button in the bottom left corner).

Deactivate the insertion of the presentations and recreate the agenda to remove the presentations from the

agenda.
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Fig. 15: Presentation uploads in the admin area

Logout [

AGENDA & PROCEEDINGS

General
Instructions
Type of event

Options

Chairs & moderators
Create their accounts

List the chairs and moderators

Zoom
Sessions overview
Start links

Recordings

Sessions
Conference dates & time zone
Rooms
Session types

Sessions and presentation IDs

Save or update the agenda

Your Account Participants Submissions & reviews Agenda & proceedings m_

Agenda & proceedings / Interactive agenda / Export options

Include pictures in the abstracts

If the texts of the abstracts contain pictures, this option should be activated.

Include links to extended abstracts

If activated, links to the extended abstracts, when found, will be added under the abstract text.

Include links to full papers

If activated, links to the full papers, when found will be added under the abstract text.

Include links to presentations / videos

If activated, links to the presentations (e.g. PowePoint) will be added under the abstract text.

4.6. Video presentations

You can activate, configure and manage the upload of speakers' pre-recorded videos as follows:

Activate the upload function

To activate and configure the presentation upload function, go to "Configuration / Submissions / Options for

the submission process / Video presentation” . You will be able to set deadlines, if needed.

Fig. 16: Activate the upload of pre-recorded videos

Allow speakers or submitters to Yes v
upload their pre-recorded videos

Availability period First day Last day

7. Video presentation 4 Top

Uploads will only be possible during the v 4 ‘ 01-01-2020 00:00:00 | ‘ 31-12-2022 23:59:59

defined period.
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Set permissions for users' access

The upload button is displayed on the users' submision page. Make sure that the page is accessible, by
setting the right permissions at "Configuration / Access rights / Access to functions & deadlines / Allow
access to the submissions page" .

Make sure that the users can log in, access the submissions page and access the upload button, as
shown in Fig. 2.

All users will be able to access the submissions page, but the upload button will only be displayed for

accepted submissions.

Fig. 17: Setting permissions to access the upload button

Configuration / Access rights / Access to functions & deadlines

» HOWTO

1. Time zone
2. Access to the forms on the login page

' Activate the account creation form
K Activate the account creation & abstract submission form

3. Accounts

|'é' Allow delegates and submitters to log in |

o Allow users to edit their own profile

4. Submissions

[ # Allow access to the submissions page |

K Allow users to submit abstracts
H Users can edit their submissions
H Users can withdraw their submissions
N Extended abstract upload
N Paper upload
5. Reviews
N Allow reviewers to indicate, for each abstract, whether they wish to review it (bidding process)
K Allow reviewers to access their reviews

6. Payments

 Conference registration - Allow access to the page that contains the form

 Conference registration - Allow delegates to edit the form
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Check the setup

You can check that the upload button is accessible by the users by logging in to one or two accounts at
"Participants / View edit user data"
You can use the filter above the list, to select a user with an accepted abstract and another with a rejected

one, then access their accounts to check that the setup is correct.

Fig. 18: Accessing a user's account

LIST OF PARTICIPANTS

For selected records: Exportto: [HTML] [xIs] [xlIsx]

View / edit Bookings &
Payments

Conference

registration

Access this account Girard turpis@habitasse.com Submitter Profile

Delete... Mathis, Dr Submissions [62]
(Mi AG)

Access this account 84 Baginski morbi@vestibulum.ac Submitter Profile

Delete... Lucas, Prof Submissions [61]

(Ut University)

Access this account 83 Prochazka sit@nibh.be Submitter Profile

Delete... Manon, Submissions [60]
(Turpis AG)

Access this account 82 Kaczmarek In@dul.fr Submitter Profile

Delete... Mathias, Mr Submissions [59]

(Sed University)
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Fig. 19: Presentation upload on a user's account

#118 D. Rossi [Submitter]
Logout

YOouR ACCOUNT

Your Submission/s

On this page you can check the status of all the submissions you have created for this conference. Within the given
Welcome deadlines, you can create, edit or withdraw existing submissions.

Your Profile The working language at the conference is English and all contributions must be submitted in English.
Emails sent to you

Your Submission/s
MNew conference submissions are not available

Conference registration

List of submissions

Abstract title  Aliquam arcu erat, placerat ut, placerat ac, ornare non, lectus
Submission-ID 95
Submission status Accepted
Assigned topic

Assigned type of Poster Presentation
presentation

Actions [PDF] [HTML]

Video presentation Uploaded on 21-01-2021

Upload/reupload the presentation

Browse... | Mo file selected.

Please note:

» Your video will be uploaded to the Vimeo platform and subjected to
some post-processing. As a result, it will not be immediately available
for review. You should be able to check it a few minutes after the
upload.

* [fyou reupload your video, the previous upload will simply be replaced.
The new version might not be available immediately for review.

Invite the users to upload

To send an invitation email to authors of accepted submissions, you can use the template at "Emails / Bulk
emails / Authors of submissions / 2. Email to all authors of accepted papers" . This email contains a default
text that can be edited. After saving your modifications, preview the emails and send them out.

If you need to send an invitation email to any other group of users or to a single user, use the email at "Emails
/ Bulk emails / Hand-picked users" . A filter is provided to select the recipients of the email. The text of the
email can be edited and previewed.
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View and manage the presentations in the admin area

To view the uploads, go to "Agenda & proceedings / Presentations / Review uploaded presentations” .

You will be able to upload or reupload presentations on behalf of the presenters.

Fig. 20: Presentation uploads in the admin area

Agenda & proceedings / Presentations / Review uploaded presentations

#1 | Submission 10 | User 33

Op | Tue 14 | 11:00 - 11:06 | Negat esse eam, inquit, propter se davad_0010_Thomsan_Sofia

expetendam bb Uploaded on 18-09-2021

Sofie Thomsen (Maecenas GMBH)

-

Praesent dui leo, aliquet eu, tempus at, convallis quis, enim du g 3 -
== -
Upload/reupload the presentation

| Browse... | No file selected.

Delete

#2 | Submission 16 | User 39

. . dave9_0016_Bi hi_Maxi
Op | Tue 14 | 11:00 - 11:06 | Negat esse eam, inquit, propter se aves- -sranchl_Maxime

expetendam bb No data found

Upload/reupload the presentation
Maxime Bianchi (Nec Inc)

| Browse... | Mo file selected.

Morbi magna mauris, posuere fermentum, tincidunt ac, fermentum at, odio

Insert the presentations in the agenda / remove the presentations

To insert the presentations, go to "Agenda & proceedings / Agenda / Export options" , activate the insertion
of presentations and recreate the agenda (button in the bottom left corner).
Deactivate the insertion of the presentations and recreate the agenda to remove the presentations from the

agenda.

file:///srv/doc/htdocs1/all.html 48/185



8/19/24, 3:36 PM COMS documentation (all)

Fig. 21: Presentation uploads in the admin area

Your Account Participants Submissions & reviews Agenda & proceedings m_

Agenda & proceedings / Interactive agenda / Export options

Logout [

AGENDA & PROCEEDINGS

General Include pictures in the abstracts

Type of event
L If the texts of the abstracts contain pictures, this option should be activated.

Options
Chairs & moderators Include links to extended abstracts
Create their accounts

List the chairs and moderators
If activated, links to the extended abstracts, when found, will be added under the abstract text.

Zoom

Sessions overview .
Include links to full papers

Start links
Recordings
If activated, links to the full papers, when found will be added under the abstract text.
Sessions
Conference dates & time zone
Rooms Include links to presentations / videos
Session types

Sessions and presentation IDs

If activated, links to the presentations (e.g. PowePoint) will be added under the abstract text.

Save or update the agenda

4.7. Emails

Before setting up emails, be sure to set up general functions relating to the email module (sender, signature,

language etc.). These functions are found at "Emails / Overview and settings" .

Automatic emails

Automatic emails are sent automatically by the system, in response to actions taken by the users. Their aim is to
provide feedback and information. They are provided with pre-defined texts that can be edited and adapted to

your needs.

Locate the function
Go to "Emails / Automatic emails / Activate and edit the emails™ . All automatic emails are listed on that page,

where they can be both activated (or deactivated) and edited.

Activate useful emails
Review the list of automatic emails and activate or deactivate those appropriate to the submission process:
Registration combined with the submission of an abstract

Acknowledge the submission of an abstract by an existing system user
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Alert user of failed abstract-file upload (this email will be triggered if the upload of an extended abstract is set
to optional, and submitters create an abstract without uploading a file. It is meant to serve as a reminder that
an upload is still due).

Acknowledge the replacement of an extended abstract

Full paper upload

Presentation upload

Acknowledge that a previously submitted full-paper has been replaced by a later version

Send email on submission withdrawal

Edit the email templates

Review the contents of the activated emails (body and subject line) and edit, if necessary.

Bulk emails

Bulk emails are one-off emails sent to a group of users at a time of your choosing. Go to "Emails / Bulk emails” .
There, you will find templates suitable for targeting authors and speakers. The configuration of these emails can

be left out of the initial set up, as they are generally not needed until the review process has completed.

Authors of submissions
You will find several templates to target various groups of recipients:
Free-style email to all authors
Email to all authors of accepted papers
Email to all authors of declined papers
Free-style email to authors based on the presentation type

Free-style email to participants without a submission

Speakers

You will be able to send an email to speakers based on their type of presentation, or to all speakers.

Hand-picked users

You will be able to send an email to any user or group of users.

4.8. Access permissions

Locate the functions

Go to "Configuration / Access rights / Access to functions & deadlines"
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Select the appropriate time zone

At the top of the page, at "1. Time zone" .

Set permissions on the submission functions

Go to "4. Submissions" and check the various options. Each option describes a function and lets you activate
or deactivate access to it. If the function is activated, you can restrict access to a period of availability, which can

be made to correspond with your deadlines.

Allow access to the submissions tab

If access to the tab is denied, users will be unable to access any of the functions described below.

Allow users to submit abstracts

This option controls the availability of the submit button on the page.

Users can edit their submissions after the deadline
This option controls the edit button. If disabled, the button is removed and a submission can be viewed, but not

modified.

Users can withdraw their submissions after the deadline
This option controls the withdraw button, which is removed when disabled. Users can still view and export the

submission.

Extended abstract upload
With this option enabled, an upload button is displayed next to an existing submission, allowing users to upload,

reupload and download an extended abstract. If disabled, they can only download an existing upload.

Paper upload
With this option enabled, an upload button is displayed next to an existing submission, allowing users to upload,

reupload and download a full paper. If disabled, they can only download an existing upload.

Presentations
With this option enabled, an upload button is displayed next to an existing submission, allowing users to upload,

reupload and download a Presentation. If disabled, they can only download an existing upload.

Activate or deactivate the public submission form

This refers to the submission form accessible without login.

Go to "2. Access to the forms on the login page / Activate the account creation & abstract submission form”

file:///srv/doc/htdocs1/all.html 51/185



8/19/24, 3:36 PM COMS documentation (all)

4.9. Create a user's submission

Go to "Participants / Accounts / View, edit user data" .

Use the filter at "1. Select the records to work on " to locate the user/s.

For example, you can input the name of the user in the box labelled "Part of surname or first name" and
click on "Apply filter".

The filtered record/s are now displayed at "2. Work on the selected records" .

Once you have located the participant in the list, click on the link labelled "Submissions". This leads to a page
listing the participant's submissions.

On that page, you can submit an abstract, edit or withdraw an existing submission and upload a paper.

The submissions and related functions remain accessible to administrators even if they are not accessible on

participants' accounts.

4.10. Sanitize the submissions before printing

If you need to edit abstracts before sending them to the printer, you can use the editor function to distribute the
editing tasks. The first step is to assign the editor function to the users who will perform the edits; the second is to

assign submissions to the editors. You can then send an email to the editors, to invite them to start their tasks.

Assign the editor function

Go to "Participants / Assign functions to users” and assign the editor function to all the users who will be
editing the abstracts.
A new tab, labelled Editing tasks will be displayed on the editors' accounts. This tab will give access to the

list of submissions assigned to these users for editing.

Assign submissions to the editors

Go to "Submissions & reviews / Editing of the abstracts / Assign edit tasks" .

On that page, you will be able to assign submissions to the editors, either automatically, or manually. Only one
editor can be assigned to a given submission.

The automatic function will distribute the tasks at random, but evenly among the editors.

The manual assignment lists both the submissions and the editors as a matrix of radio buttons.

An overview table of assignments is displayed at the bottom of the page.
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Send emails to the editors

Go to "Emails / Bulk emails / Editors™ .
This page contains several templates that target the editors. You can send an email inviting them to start their

editing tasks, as well as a reminder of the deadline.

Monitor progress

Go to "submissions & reviews / Progress tracking / Edit tasks" .

This page displays the status of the tasks for all the editors.

5. Reviews

This section provides a quick description of the review process. Implementation details can be found in the

sections that follow.

Create accounts for the reviewers and give them the reviewer function

Three options:
Create an Excel spreadsheet with the reviewers' profiles, which can be done on the "Participants” page, and
upload it to the site.
Create individual accounts on behalf of the reviewers, on the "Participants” page.

Let reviewers create their own accounts.

Configure the review form

This can be done at "Configuration / Reviews / Review form" .

Starting from a preconfigured form, you can adapt it and extended it, to fit your workflow.

Choose a way of distributing the reviews

Option 1: start assigning reviews once the submission process is over
Manually, or
Automatically
Once all reviews have been allocated, you can send an email to the reviewers, to invite them to start their

reviews.
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Option 2: start assigning reviews as soon as the submission process starts
Manually, or
Automatically
If you choose this option, you can allocate submissions as soon as they are created. An automatic email is

sent out to the reviewers, as soon as you allocate them a review. If you remove an assignment, an automatic
email is also sent out.

/A\ Both options can be combined with constraints that are put on the review assignment procedure, for
instance:

bidding by the reviewers,
the allocation of speciality topics to the reviewers,

a set number of reviewers per submission.

Set options for the review process

Options can be set at "Configuration / Reviews / Options for the review process" .

Available options include: decide whether to use blind reviews; allow file downloads and uploads by the
reviewers; activate bidding; detect conflicts, and more.

Control reviewers' access to their tasks

You can set reviewers' permission to access their assigned reviews at "Configuration / Access rights /
Access to functions & deadlines / Reviews" .

If the reviews are preformed after all submissions have been collected, you might want to ensure that the
reviews are not accessible before the review assignment process has been finalised.

If the reviews can be performed during the submission period, you will need to ensure that the reviews are
accessible during this period.

Invite reviewers to perform their reviews

The configuration and sending of emails can be done on the "Emails" page.

If the reviews start after the abstract submission period, you can send a bulk email to all reviewers, to invite
them to start the review process, at "Emails / Bulk emails / Reviewers / 2. Inform all reviewers about their
task assignments"” .

If reviews are already assigned during the abstract submission period, you can set up automatic emails to
notify reviewers of their new assignments at "Emails / Automatic emails / Send an automatic email to a

reviewer as soon as a review is assigned to that reviewer " .
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Track progress and send reminders

Once the reviews are started, you can follow their progress at "Submissions & reviews / Progress Tracking" .
You can send reminders about the approaching deadline for the completion of reviews at "Emails / Bulk

emails / Reviewers / 4. Reminder email to all reviewers: deadline is approaching” .

5.1. Set options for the review process

These can be set at "Configuration / Reviews / Options for the review process" .

Activate peer reviewing

This will activate a number of functions related to the review process. If you do not use reviews, it is

recommended to disable the module, so that unwanted functions are not displayed throughout the site.

Allow reviewers to view and search all the submissions

This option is typically activated if reviewers are allowed to decide which reviews they might want to review
(bidding).

Bidding process: activation and options

Activate the bidding function
Reviewers will get access to the list of submissions and will be able to indicate their preferences for each, by

selecting an option in a drop down list: [Yes / No / Maybe / Conflict].

See bidding by others

If this option is activated, reviewers biddings will be shown to all other reviewers.

Default bid
Set a default bidding option that will apply if the reviewers do not select an option. The default option can be any

of the following: [Yes / No / Maybe / Conflict]. Typically, the value Maybe is chosen.

Options for review assignment

Automatic conflict detection
If a reviewer's email address is found in the list of authors of a submission, the reviewer will be flagged as having

a conflict for that submission.
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Leave out accepted submissions

This typically applies to the submissions of invited speakers.

Leave out declined submissions

Useful if you decide to reject a submission before the review process.

Blind review process

Allow reviewers to see the list of authors

Both the submitter an authors are hidden from view.

Permit reviewers to see each others' reviews

Number of reviews per paper

This value, if given, is only used in the automatic assignment process.

Uploaded files (extended abstracts and full papers)

Exclude incomplete submissions from the bidding process and the review process
Allow reviewers to view extended abstracts

Allow reviewers to view full papers

Proposed corrections by reviewers

This option allows reviewers to upload a file, for instance an MS-Word document, containing suggestions and

corrections. Administrators can decide when to display them on the submitters' accounts.

5.2. Create reviewers' accounts

Before you can assign reviews, you need to get the reviewers into the system and make sure they are assigned

the reviewer function. For this you have three options, which can be combined:
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Let the reviewers create their own account

Once they have done this, you can assign them the role of reviewer at "Participants / Accounts/ Functions at

the conference" .

Create individual accounts on behalf of the reviewers

Go to "Participants / Accounts / Create an account" and fill in the account creation form.

An email can be sent out to the new user as soon as the account is created.

This email can be activated and edited at "Emails / Automatic emails / Activate and edit the emails / 3.
Creation of a new COMS user by a conference administrator” .

You can assign the role of reviewer to the new user at "Participants / Accounts / Functions at the

conference" .

Create multiple accounts through an Excel upload

This can be done at "Participants / Accounts / Create multiple accounts” .
This function is particularly suitable if you have many reviewers to input.
You can enter their reviewer role directly into the spreadsheet, so no need to assign it manually

The reviewer function should be input in the spreadsheet as Reviewer, in the column labelled Functions.

5.3. Assign speciality topics to reviewers

This function is optional.

Locate the function and assign topics to the reviewers

Go to "Submissions & reviews / Reviews / Assign topics to reviewers" . This page contains two components:
a filter and a matrix. The matrix lists all the reviewers and topics. For each reviewer and each topic, you can
check a box. Doing so will assign the topic to the reviewer. The filter, at the top of the page, can be used to
filter the data, by restricting the reviewers and / or topics that are displayed in the matrix.

If you are using a two-level classification (tracks and topics or themes and topics), you will find a second
menu, "Submissions & reviews / Reviews / Assign themes (or tracks) to reviewers" . On this page, you can

assign a whole theme (track) with all its topics to a reviewer.
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5.4. Configure the review form

The review form contains a number of pre-defined fields, with special functions. They can be switched

off, if not needed.
Administrators can add any number of custom fields to the form.

A\ All, or part, of the data collected on the review form can be disclosed to the authors of submissions.

When designing the form, be sure to take the options for disclosure into account.

Locate the form configuration functions

Go to "Configuration / Reviews / Review form™ to set up the form. This page contains an overview of existing
components / fields included on the form, an edit box for instructions that are displayed above the form and a

preview of the form.

List of pre-defined fields
The following describes the pre-defined fields, their attributes and special functions.

Numerical criteria
You can define up to 9 numerical criteria and let reviewers select a value in a drop down list, for each criterion.
Weightings can be applied to the criteria.
For each submission, individual scores, as well as average scores, will be displayed and exported to Excel

(average of all reviewers per score; average of all scores and reviewers).

Comment for the committee
You can let reviewers input a textual appraisal in an edit box. Usually, this appraisal is not disclosed to the

authors, but it can be.

Accept or decline?

You can define a drop down list of recommendations, for instance [Accept / Decline / Ask for

corrections] and collect the reviewers' opinions to guide your own decision.

Oral or poster?

A second drop down list can be defined to collect recommendations on the type of presentation to assign.

Feedback for the submitter
Activate this field if you intend to provide comments from the reviewers to the authors of submissions.

A\ It is possible to disclose this comment without disclosing the rest of the review.
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Modify the components of the form

Overview of the form components
Go to "1. Configure the review form " . This section displays a list of all the fields that are included, or can be

included, on the review form.

Modifying the usage and display order of the fields
The relative order of the fields, as well as their usage [Required / Optional / Not to be used], can
be edited directly in the overview list. After setting the desired values, click the save button, at the bottom of the

list.

Editing other attributes of a field
Locate the component you want to edit and click on the Edi t button next to it. This will lead to a new page that

lists the name, instructions and other parameters linked to the component, e.g.the options of a drop down list.

Add a component to the form

At the bottom of the overview list of components, you will find a drop down list of standard components: [Text
box / Drop down list / Radio buttons / Check boxes / Date / Simple text /
Separator]. After choosing a component, click the button labelled Add this item to add the component to
the form. A form containing the parameters of the component will be displayed. After filling in the form, save it to
add it to the form. Go back to the overview. The new component will be found at the bottom, where its usage and

order can be modified.

5.5. Set reviewers' access permissions

Before inviting the reviewers to start their reviews, make sure that the reviews are accessible.

Locate the function

Go to "Configuration / Access rights / Access to functions & deadlines"

Select the appropriate time zone

At the top of the page, at "1. Time zone" .
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Set permissions on the review functions

Go to the "Reviews" section and check the various options. Each option describes a function and lets you
activate or deactivate access to it. If the function is activated, you can restrict access to a period of availability,

which can be made to correspond with your deadlines.

Check the setup

You can check that the reviews are accessible by accessing a reviewer's account at "Participants / View, edit
users data" .

Use the Function component of the filter to select the reviewers, then pick a reviewer in the list and access
their account by clicking on the link labelled Access this account. Go to their reviews page and check

that the reviews are listed.

5.6. Set up the review assignment procedure

A\ In the submission process, it is possible to ask submitters to flag their submission as either ready to be
reviewed, or as work in progress. This option can be enabled by activating field-ID 239, "Status of
this submission" on the submission form. If this field is enabled, the allocation of reviews will only

consider submissions flagged as completed.

Allocate reviews manually once all the submissions have been collected
This option is suitable if you wait until the end of the submission process to start assigning the reviews.

Step 1: Prepare the email templates
Invitations and reminders can be edited and later sent in bulk to the reviewers at "Emails / Bulk emails /
Reviewers" .
Be sure to deactivate the sending of automatic emails at "Emails / Automatic emails / Activate and edit the

emails / Send an automatic email to a reviewer as soon as a review is assigned to that reviewer "

Step 2: Set reviewers' permissions to access the reviews
You can control reviewers' ability to view and edit their assignments at "Configuration / Access rights /
Access to functions & deadlines” .
While reviews are being allocated, you might want to disable access, in case you decide to redistribute some

of the assignments.
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Once the allocation is completed, you can enable access and send an invitation to start the reviews. As an

option, you can set an availability period that matches your deadlines.

Step 3: Check the constraints
You can check that the automatic detection of conflicts is set at "Configuration / Reviews / Options for the
review process" .
If the reviewers are assigned speciality topics, you can check or assign them at "Submissions & reviews /
Review assignment / Assign topics to reviewers" .
If relevant, you can check that accepted and/or rejected submissions are excluded from the list at

"Configuration / Reviews / Options for the review process" .

Step 4: Assign the reviews
To assign the reviews manually, go to "Submissions & reviews / Review assignment / Assign reviews
manually” .
In section 1, you can select the submissions and reviewers to work on (Fig. 1). If reviewers are given speciality
topics, filtering by a topic will select the submissions and reviewers associated with that topic and leave out all
others. This will help ensure that reviewers are only assigned reviews corresponding to their speciality.
In section 2, you can allocate reviews for the selected submissions and reviewers.

In section 3, you can get an overview of the number of assignments for each reviewer.

Fig. 22: Select the submissions and reviewers to work on

FILTER THE RECORDS [N s VAi =g Reset filter (select all records)

Presentation type Topic Keywords Bid / conflict
l Topic 1 v I v | I v

Submission-1D/s Reviewer-ID/s

Input values, lists and ranges of submission-IDs
Example: 123 11-13 21-23

Number of reviewers per abstract Number of abstracts per reviewer Input values, lists and ranges of submissicn-IDs
[ ] [ Example: 123 11-13 21-23

Reviewer

I .

Show the submissions assigned to the selected reviewer
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Fig. 23: Manual assignment of the reviews

Allocate reviews automatically once all the submissions have been collected

This option is suitable if you wait until the end of the submission process to start assigning the reviews and want

Number of records Total: 114 Selected: 11 Displayed: 5
Page: 1 23 Records per page:
ASSIGNMENTS OF REVIEWS Save the assignments for this page B
Reviewer Alonso, Bruno, Garcia, Goossens, Incue, Jansen,
William Lisa Jesse Adam Alexander Emilia
[ID:74] [ID:10] [ID:16] [1D:12] [ID:9] [ID:13]
Submission Assigned reviews
D (total) 7 5 3 6 5 5
Title Praesent dui leo, aliquet eu, tempus at, convallis quis, enim du
Topic Topic1
Reviewer Alonso, Bruno, Garcia, GOOSSENs, Inoue, Jansen,
William Lisa Jesse Adam Alexander Emilia
1 0 [ID:74] [D:10] [ID:186] [Io:12] [ID:9] [D:13]
Assignment O [ O
Reviews 3
Title Phasellus at lacus tempus lec nonummy vulputate
Topic Topic1
Reviewer Alonso, Bruno, Garcia, Goossens, Inoue, Jansen,
William Lisa Jesse Adam Alexander Emilia
1 1 [ID:74] [o:10] [D:16] D12 (5| [D:13]
Assignment O O O
Reviews &
Title Morbi ac nunc ac lectus nonummy ultrices

to perform a quick assignment that takes your constraints into account.

Step 1: Prepare the email templates
Invitations and reminders can be edited and later sent in bulk to the reviewers at "Emails / Bulk emails /

Reviewers" .

Be sure to deactivate the sending of automatic emails at "Emails / Automatic emails / Activate and edit the

emails / Send an automatic email to a reviewer as soon as a review is assigned to that reviewer "
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Step 2: Set reviewers' permissions to access the reviews
You can control reviewers' ability to view and edit their assignments at "Configuration / Access rights /
Access to functions & deadlines™ .
While reviews are being allocated, you might want to disable access, in case you decide to redistribute some
of the assignments.
Once the allocation is completed, you can enable access and send an invitation to start the reviews. As an

option, you can set an availability period that matches your deadlines.

Step 3: Check the constraints
You can check that the number of reviewers per submission is correctly set at "Configuration / Reviews /
Options for the review process" .
You can check that the automatic detection of conflicts is set at "Configuration / Reviews / Options for the
review process" .
If the reviewers are assigned speciality topics, you can check or assign them at "Submissions & reviews /
Review assignment / Assign topics to reviewers" .
If relevant, you can check that accepted and/or rejected submissions are excluded from the list at

"Configuration / Reviews / Options for the review process" .

Step 4: Assign the reviews
To assign the reviews automatically, go to "Submissions & reviews / Review assignment / Assign reviews
automatically” . This page contains two buttons: one used to assign the reviews; the other used to clear
assigned reviews. The following rules apply:
When you click on the review assignment button, the software distributes the reviews at random. In doing so, it
takes, as much as technically feasible, the constraints into account: the number of reviewers per submission;
the speciality topics; detected conflicts; biddings, if relevant.
The automatic assignment can be used incrementally. If you do not wait until the end of the submission
process to allocate reviews, you can visit this page at regular intervals, say once a week, and assign reviews.
The software will take existing assignments into account and apply the rules described above.
Using the clearing button will result in existing assignments being removed, but only if these assignments have
not been started. Reviews for which a status of Completed or Under evaluation is found cannot be

removed.

Allocate reviews manually after a submission is created

This option is suitable if you do not wait until the end of the submission process to start assigning the reviews.
With this option, automatic notifications can be emailed to the reviewers each time a submission is assigned to

them.

Step 1: Prepare the email templates
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Activate the sending of automatic emails at "Emails / Automatic emails / Activate and edit the emails / Send
an automatic email to a reviewer as soon as a review is assigned to that reviewer "

The template for this email is pre-filled but can be edited. Please be sure to include the

{list_of assigned submissions} placeholder. It will be replaced, independently for each affected

reviewer, by the list of their newly assigned reviews.

Step 2: Set reviewers' permissions to access the reviews

Make sure that reviewers can access and edit their assignments at "Configuration / Access rights / Access to

functions & deadlines” .

Step 3: Check the constraints
You can check that the automatic detection of conflicts is set at "Configuration / Reviews / Options for the
review process" .
If the reviewers are assigned speciality topics, you can check or assign them at "Submissions & reviews /
Review assignment / Assign topics to reviewers" .
If relevant, you can check that accepted and/or rejected submissions are excluded from the list at

"Configuration / Reviews / Options for the review process" .

Step 4: Assign the reviews
To assign the reviews manually, go to "Submissions & reviews / Review assignment / Assign reviews
manually” .
In section 1, you can select the submissions and reviewers to work on (Fig. 1). If reviewers are given speciality
topics, filtering by a topic will select the submissions and reviewers associated with that topic and leave out all
others. This will help ensure that reviewers are only assigned reviews corresponding to their speciality.
In section 2, you can allocate reviews for the selected submissions and reviewers.

In section 3, you can get an overview of the number of assignments for each reviewer.

Allocate reviews automatically as soon as a submission is created

This option is suitable if you do not wait until the end of the submission process to start assigning the reviews
and want to perform a quick assignment that takes your constraints into account. With this option, automatic

notifications can be emailed to the reviewers each time a submission is assigned to them.

Step 1: Activate the option

Go to "Configuration / Reviews / Options for the review process” and activate automatic assignments at " 6.

Automatic assignments" .

Step 2: Prepare the email templates
Activate the sending of automatic emails at "Emails / Automatic emails / Activate and edit the emails / Send

an automatic email to a reviewer as soon as a review is assigned to that reviewer "
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The template for this email is pre-filled but can be edited. Please be sure to include the
{list_of assigned submissions} placeholder. It will be replaced, independently for each affected

reviewer, by the list of their newly assigned reviews.

Step 3: Set reviewers' permissions to access the reviews
Make sure that reviewers can access and edit their assignments at "Configuration / Access rights / Access to

functions & deadlines” .

Step 4: Check the constraints
You can check that the automatic detection of conflicts is set at "Configuration / Reviews / Options for the
review process" .
If the reviewers are assigned speciality topics, you can check or assign them at "Submissions & reviews /
Review assignment / Assign topics to reviewers" .
If relevant, you can check that accepted and/or rejected submissions are excluded from the list at

"Configuration / Reviews / Options for the review process" .

Step 5: Tracking the reviews
Assignments will be made automatically and displayed at "Submissions & reviews / Review assignment /
Assign reviews manually" where they can be tracked and manually adjusted (e.g. you can set extra reviews).
In section 1, you can select the submissions and reviewers to view (Fig. 1).
In section 2, you can view or modify existing reviews for the selected submissions and reviewers.

In section 3, you can get an overview of the number of assignments for each reviewer.

5.7. Send invitations and reminders to the reviewers

There are two options for notifying reviewers of their newly assigned tasks. One is used when the review process
starts after the end of the submission period. The other is used when the assignments are performed gradually,

during or after the submission period.

Case 1: reviews are assigned after the submission period

Once all the reviews have been allocated, you can send an email to all the reviewers, to invite them to start
their reviews.

Before sending the emails, make sure that the reviews are accessible to the reviewers. First, go to
"Configuration / Access rights / Access to functions & deadlines / Reviews / Allow reviewers to access their
reviews" and make sure that the permissions are set correctly. You can set a period of availability, to coincide
with your deadlines.

Go to "Emails / Bulk emails / Reviewers / Inform all reviewers about their task assignments” to find the

email template used to inform the reviewers of their allocated tasks.
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Edit the text of the email, if needed and save its content. Use the preview button to check the emails and the

list of recipients. Finally, send the emails.

Case 2: reviews are assigned as soon as submissions are created

In this case, emails are sent automatically to the reviewers, each time review assignments are saved.
The emails sent out in response to the assignments can be edited at "Emails / Automatic emails / Send an
automatic email to a reviewer as soon as a review is assigned to that reviewer" . This email template

contains a text that informs the recipient of the new assignments. It contains a placeholder,

{list_of assigned submissions}, that will be replaced by the titles of the assigned abstracts or papers.

This placeholder should not be removed.

When you save a set of assignments, each affected reviewer receives an instance of this email listing all the
submissions just assigned.

If you unassign a review, a notification email is also sent out, to inform the reviewer of the change. The
template for this email can be found at "Emails / Automatic emails / Send an automatic email to inform a

reviewer that an existing assignment has been removed" .

Send a reminder that the deadline for completing reviews is approaching

Go to "Emails / Bulk emails / Reviewers / Reminder email to all reviewers: deadline is approaching”, edit the

template, preview it and send it out.

5.8. Track the progress of the reviews

Go to "Submissions & reviews / Progress Tracking / Reviews per reviewer" . This page lists the assignments
for each reviewer [Total number, number of completed reviews / Number of reviews in
progress / Number of reviews that are not started].

Go to "Submissions & reviews / Progress Tracking / Reviews per submission” . This page gives an
alternative view of the assignments. It list, for each submission, the names of the reviewers that are assigned
to its review. It also shows the status of the review for each of the reviewer [Completed / Under review

/ Not reviewed].

6. Abstract & paper selection
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Once the reviews are completed, they can be used to select submissions for inclusion in the proceedings
and the conference agenda. What follows is an overview of the tasks involved. Details can be found on the

pages that follow.

Setting up the selection process

Step 1: decide what actions will be taken during the selection process

Available options are:
Assigning a selection status (always used).
Assigning a presentation type (often used).
Assigning a presentation topic (often used).
Assigning the submission to a session (rarely used).

This option requires that you create a list of sessions in advance. As an alternative, you can create the
programme at a later, separate stage.

Step 2: define a list of selection statuses

By default, available options are "Accepted", "Declined","Ask corrections", butyou can add or
suppress options (e.g. "Waiting list").

You can define up to 10 statuses.

Step 3: prepare emails to notify authors of submissions of the outcome of the selection process

You can prepare an email for each status you define: an email for accepted submissions; an email for

rejected submissions; an email to request corrections etc.

Step 4: decide whether to send the emails at the end of the selection process or immediately after each
decision

Option 1: send notifications at the end of the selection process

With this option, no email is sent out when you perform your selection and classification tasks. You will
have to send a bulk email for each selection status once all the submissions have been treated.
Option 2: send notifications immediately after your decisions

This option requires additional preparations.
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Selecting the submissions
Two options are available for the selection process:
Option 1: selecting submissions individually

This is the standard procedure, performed by going through the list of submissions, viewing the reviews,
assigning a status, classifying the submission into a presentation type and/or topic and optionally sending a
notification email.

Option 2: selecting submissions in targeted

For this option, you need to first select the submissions to work on and apply a selection status to those
submissions. You can also assign them a presentation type and topic.

Other tasks

The list of submissions can be filtered and sorted.

The data to display in the list can be adjusted. For example, you can display the abstracts, reviews and
keywords, or you can choose a more compact view.

You can input comments for each submission and later disclosed these comments to the authors.

You can export the submissions and the reviews to Excel, PDF and MS-Word.

You can download the extended abstracts and full papers.

6.1. Setting up notifications

When it comes to notifying authors of the result of the selection process, admins can choose between two
workflows:
1. Sending a notification email after each decision.

2. Notifying the authors by sending bulk emails.

Sending a notification email after each decision (option 1)

If you choose this option, you will be able to set a status and immediately send a notification, as shown in Fig. 1.
You will still be able to set a status without sending an immediate notification. The content of the email can be

edited at "Emails / Notification emails / Abstract selection" (fig. 4).
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Fig. 24: Setting a selection status and notifying the author of the submission

Edit submission Submitter [PDF] [HTML] [Extended abstract] 22

Abstract title  Curabitur ac risus id turpis malesuada blandit
Submission status

Submitted by  Gil, Robin V. Email: interdum@neque.be User-1D: 45 i Undecided =

Presentation e Proposed: Oral presentation Assigned: ’ Oral presentation B ] . . o
P P P e P Update and send notification email
Topic Proposed: Assigned:

Authors

1. Gil, Robin, interdum@neque.be, [Presenter], (Eu Inc)
Chair's comment

2.Wu, Venla, dictumst@sollicitudin.cn, (Eu Inc)

Abstracttext Phasellus mollis, augue a ullamcorper placerat, magna erat fringilla dolor, sagittis
tempor urna enim eget nisi. Fusce interdum velit eu metus. Suspendisse mollis.

Maecenas leo leo, lobortis vitae, dignissim vel, adipiscing a, urna. Vivamus felis. Etiam
risus. Proin pharetra sem sed nibh. Morbi tellus libero, blandit nec, feugiat a,
condimentum interdum, orci. Vestibulum ornare. Quisque aliquet, neque sed volutpat

Notifying the authors by sending bulk emails (option 2)

If you'd rather send the notifications of acceptance and rejection at the end of the selection process, you can
save your decisions without sending an email (fig. 2) and later send a bulk email to the authors (fig. 3). Note that
these emails are only sent to those who have not yet been notified. This allows you to send these bulk emails in

incremental batches, for instance once a day or once a week, without repetition.

Fig. 25: Setting a selection status without notifying the author of the submission

Edit submission Submitter [PDF] [HTML] [Extended abstract] 22

Abstract title  Curabitur ac risus id turpis malesuada blandit o
Submission status

Submitted by  Gil, Robin V. Email: interdum@neque.be User-1D: 45 i Undecided -
Presentationtype Proposed: Oral presentation Assigned: ’ Oral presentation v ]
. Chair's comment
Authors
1. Gil, Robin, interdum@neque.be, [Presenter], (Eu Inc) 4

2.Wu, Venla, dictumst@sollicitudin.cn, (Eu Inc)

Abstracttext Phasellus mollis, augue a ullamcorper placerat, magna erat fringilla dolor, sagittis
tempor urna enim eget nisi. Fusce interdum velit eu metus. Suspendisse mollis.
Maecenas leo leo, lobortis vitae, dignissim vel, adipiscing a, urna. Vivamus felis. Etiam
risus. Proin pharetra sem sed nibh. Morbi tellus libero, blandit nec, feugiat a,
condimentum interdum, orci. Vestibulum ornare. Quisque aliquet, neque sed volutpat
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Fig. 26: Sending notification emails in bulk

Emails / Notification emails / Abstract Selection

P Instructions

Sections on this page

1. Email to authors with submission status: Undecided
2. Email to authors with submission status: Under evaluation

3. Email to authors with submission status: Ask corrections

4. Email to authors with submission status: Temporarily declined
5. Email to authors with submission status: Accepted
6. Email to authors with submission status: Declined

Your Account Participants Submissions & reviews Agenda & proceedings m Exports

Configuration

Fig. 27: Email template for accepted submissions - this template is used for both bulk emails and

individual emails

5. Email to authors with submission status: Accepted

Subject line

English

Your paper submission to {conference-acronym} has been approved

Mail body

Dear {title} {surname},

accepted by the committee.

Please access the conference management system at {system-url} in order to:
- view the referees' comments,

- make final corrections to the title and abstract of your paper,

- upload the camera-ready paper.

Your login details for the conference management system are:

Email: {useremail}
Password: {password}

{signature}

We are pleased to inform you that our conference submission to {conference-acronymy}, entitled "{abstract-title}" has been

Save changes to this template List of recipients & preview

Setting up the workflow for options 1 and 2

Whether you intend to send notifications individually (option 1) or in bulk (option 2), you will need to first define

a list of statuses to use for the selection process ("Accepted”, "Declined" and potentially others, like "Ask

correction" or "Waiting list").
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You will then need to create or edit the content of the emails associated with each status.

6.2. Preparing the selection process

Locate the selection functions

Go to "Submissions & reviews / Abstract selection / Accept or reject submissions” .
This page contains a list of all the submissions, found at "3. Individual assignments: accept / reject
submissions one by one and assign them to sessions and types of presentation " . It contains functions that

can be used to select the submissions and classify them into topics and presentation types, as shown in fig. 1.

Fig. 28: Selecting submissions

Abstract title

Submitted by

Presentation type

Topic

Authors

Abstract text

Edit submission Submitter [PDF] [HTML] [Extended abstract] 22

Curabitur ac risus id turpis malesuada blandit e
Submission status

Gil, Robin V. Email: interdum@neque.be User-ID: 45 ‘ Undecided 3 I
Proposed: Oral presentation Assigned: ‘ Oral presentation bl | ;

- =1
Proposed: Assigned: | Topic |

1.Gil, Robin, interdum@neque.be, [Presenter], (Eu Inc)
Chair's comment

2. WU, Venla, dictumsti@sollicitudin.cn, (Eu Inc)

Phasellus mollis, augue a ullamcorper placerat, magna erat fringilla dolor, sagittis

tempor urna enim eget nisi. Fusce interdum velit eu metus. Suspendisse mollis
Maecenas leo leo, lobortis vitae, dignissim vel, adipiscing a, urna. Vivamus felis. Etiam
risus. Proin pharetra sem sed nibh. Morbi tellus libero, blandit nec, feugiat a,
condimentum interdum, orci. Vestibulum ornare. Quisque aliquet, neque sed volutpat

Edit the dropdown of selection statuses

The dropdown labelled Submission status (Fig. 1) contains a list of statuses that can be assigned to the
submissions. By default, the options included in this list are: [Undecided / Accepted / Declined /

ask corrections]. The list can be extended to include additional options. This can be done in the

configuration at "Configuration / Abstract Selection / Submission status” .

Fig. 2 shows the function used to define the options of the dropdown of selection statuses.
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Fig. 29: Defining the selection statuses

D Text of item Display order  Action

100801  [Undecded 0 [J Allow individual emails
4

100805  [Accepted 20 |+| Allow individual emails
P

100806 |Declined 30 Eﬂ Allow individual emails
Yy

100802  [Under evaluation 0 (] Allow individual emails
4

100803  [ask corrections =0 |+| Allow individual emails
P

100804 [Temporarily declined - ] Allow individual emails
Yy

Enable automatic notifications when setting a selection status

In addition to editing the options of the selection dropdown, you can allow, separately for each option, to
automatically send a notification email to the submitter, as soon as a new status is saved. This can be done by
checking the tick box labelled Allow individual emails displayed next to the option.

It is not necessary to allow automatic notifications for all statuses. Typically, the option Undecided or other
temporary statuses do not need to send an email when set. When such statuses are assigned, the button
labelled Update and send notification email is greyed and it is not possible to use the button. For
such cases, you can use the button labelled Update.

The status of a submission can be changed more than once. As a result, a submitter might receive more than
one automatic notification. For example, a first email might be sent out when the status Request
corrections is set. A second notification might be sent again if the submission is later accepted.

The date and selection status are displayed for each submission after an automatic email has been sent.
Fig.2 illustrates the selective enabling of notifications.

A\ If none of the notifications is enabled, the Update and send notification email button is not
displayed. Notifications emails can then be sent in bulk, incrementally or in one go, at the end of the selection

process.
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Edit the notification emails

The notification emails can be edited at "Emails / Notification emails / Abstract Selection” .

An email template is provided for each of the options of the dropdown of selections statuses.

6.3. Selecting & classifying submissions

Prepare the functions for the selection process

Locate the selection functions
Go to "Submissions & reviews / Abstract selection / Accept or reject submissions" .

This page contains all the functions needed to select and classify submissions.

Use the filter to select submissions to work on
The top of the page, at "1. Select the submissions" , contains a filter that can be used to select the records to
work on.

If the filter is cleared, all records will be selected.

Adjust the display of data

At different stages of your workflow, you might need to use different types of data.
Go to " 5. Display options™ to select the data you want to display alongside the submissions.
Available options are: [Show abstract and authors / Show reviews / Show keywords / Show
files to download].

The selected options are remembered in the database and remain as set, until they are changed.

Export the data if you want to work offline

You can export the submissions and the reviews in various formats (see below for details).

Email notifications
You will need to prepare emails to inform submitters of your decision concerning their submissions.
A\ No emails are sent when you assign acceptance and rejection statuses to the submissions.
Notification emails are sent independently, typically when the selection process is complete (see below for

details).

Option 1: Select and classify submissions one at a time

Go to "2. Accept, reject submissions one by one" to find the list of submissions and the selection functions.
The list should consist of all the records selected with the filter at the top of the page.

It should show the data you selected for display.
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If you have chosen to display the reviews, these will be shown in detail for each reviewer, including comments

and the marks given, if any, as well as their averages.
The following functions are provided to help the selection process:

Selection statuses
A drop down list of selection statuses is shown for every submission.
By default, the options in the drop down are: [Undecided / Accepted / Declined / Under
evaluation / Ask corrections / Temporarily declined]. These options can be modified to suit
your needs.
To assign statuses, simply select suitable options for one or several submissions and press the save button at

the top of the list.

Themes / tracks, topics and presentation types
If themes / tracks, topics and presentation types are used, drop down lists with options you have created, are
displayed for each submission and can be used for assignment.
If submitters and reviewers were asked to indicate their preferences for these data, their choices are also

shown, to help guide your decisions.

Conference sessions
If sessions have been defined in the agenda module, a drop down list of sessions, identified by their titles or
other attributes, is also shown, allowing you to classify the submissions into sessions at the time of the
selection process.

The alternative is to insert them at a later stage, using the agenda module.

Option 2: Select and classify submissions in bulk

This function is useful if you perform the selection process offline, but want to input the results into the system.
Go to "1. Select the submissions " and set the filter to select the submissions you need to work on. Typically,
you would input a list of submissions identified by their submission-ids and having the same status as well as
(optionally) other common attributes (e.g. same track). This could be a list of submissions accepted as
posters. Save the filter.

Go to "3. Bulk assignments: assign a selection status, topic and presentation type to the filtered
submissions" . Set appropriate values in the drop down lists and save your selection. All the submissions

selected by the filter will be assigned those values.

Option 3: Assign a selection status based on the average scores

This function can be useful if you use numerical criteria when reviewing the submissions. The mean scores

can be used to select the submissions for acceptance or rejection, based on cut-off values.
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Go to "Submissions & reviews / Abstract Selection / Automatic selection” . This page contains two
histograms showing the number and percentage of submissions that are above (or below) a range of scores.
These histograms can be used to set a threshold value to select a given number, or a given percentage of the
submissions.

After selecting a cut-off value for paper acceptance, enter this value in the box labelled Select papers for
acceptance and save. All the submissions with a score greater or equal to this value will be set to
Accepted.

A similar function is provided to assign a Declined status to some submissions. The cut-off value is
independent of the cut-off value used for acceptance. It can be the same, smaller or even larger (in which case
some accepted submissions will change status).

A function is provided to clear all the assignments, allowing for a trial and error process, bearing in
mind that no emails are fired as a result of the assignments.

After using the automatic assignment function, you can alter the results manually, at "Submissions & reviews

| Abstract selection / Accept or reject submissions / 2. Accept, reject submissions one by one".

Export the data

Export filtered records
At the top of the list, at "Submissions & reviews / Abstract selection / Accept or reject submissions / 2. Accept,

reject submissions one by one", you will find links to export and download data in bulk.
A\ These will export the records that are selected by the filter, at the top of the page.

You can export the submissions to Excel, HTML and MS-Word and the reviews to Excel; you can download any

documents uploaded by the submitters or the reviewers as a zip file.

Detailed export of the reviews
Go to "Exports / Reviews / Export to CSV or Excel"” . You will be able to export the reviews with individual scores

or with mean values.

Send email notifications

Available templates
Several email templates are available for communication with authors of submissions. They can be edited in
advance or at the time they are needed. They can be found at:
"Emails / Notification emails / Abstract Selection" . This page contains a template for each of the options
available in the dropdown list of selection statuses ("Undefined / Accepted / Declined / Ask
corrections ...").
"Emails / Bulk emails / Hand-picked users" . This template has a filter to allow a precise targeting of the

recipients. For example, you can email individual authors or target authors of accepted posters.
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Edit and personalise a template
Most of the templates are pre-filled with text that is suitable for their purpose. However, they can be edited and
adapted to your needs. A number of placeholders can be inserted in the templates to personalise the emails. The

list of available placeholders can be found at "Emails / Overview and settings / Placeholders" .

Preview the emails

After editing and saving a template, you can preview the emails by clicking the List of recipients &

preview button, to review the recipients and check that the placeholders are properly replaced.

Send the emails

Press the Send mail button to send the emails. You will be asked for confirmation.

Display the results of the review process on users' accounts

Display the selection status

Go to "Configuration / Access rights Disclose key data to users / 2. Submission status" and activate the

display.

Display the reviews or parts of the reviews
Go to "Configuration / Access rights Disclose key data to users / 3. Reviews" and activate suitable data for
display:
Display reviews to submitters will display the entire review, for each reviewer, including the feedback.
Display feedback to submitters will display the feedback, leaving out other parts of the review (scores,
comments for the committee and other fields).
Display proposed corrections to submitters If reviewers were allowed to upload documents with suggested
corrections, these will be made available for download on the authors' accounts.

A\ The display of reviews, feedback and corrections are anonymised by default.

7. Agenda

This section details the functions used to create and manage the agenda.

7.1. Agenda overview

The COMS agenda is designed as a self-contained set of HTML pages linked together in a tree-like

structure, similar to a website.
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It can be used to showcase the conference programme, as well its proceedings.
Posters, video presentations and live sessions can be embedded.
A search function and a bookmarking function are provided.

A cover page and a footer with sponsors' logos can be added.

Example

An agenda without a cover or footer, with embedded presentations (videos and posters) as well as abstracts:

NTTS2021 Conference (https://ec.europa.eu/eurostat/cros/content/NTTS2021). The agenda can be viewed

at https://lcoms.events/INTTS2021/ (https://coms.events/INTTS2021/data/sessions/en/session_42.html)

Components of the agenda

1. Browse function
The agenda displays the conference programme using a three-level classification.

Daily overviews: an overview of each day and its sessions (fig. 1).

Session overviews: an overview of each session and its presentations (fig. 2). Presentations and Zoom
sessions can be embedded on these pages.

A page dedicated to the presentation: (fig. 3). Depending on availability, this can include: an abstract, a full-

paper, a presentation (DOC, PDF, PPT, video).
Notes:

It is possible to limit the display to a two-level classification that omits the detailed presentation pages.

2. Search function

If the detailed presentation pages are included in the agenda, a search function is automatically provided. It

consists of a full-text search and a filter.

3. Bookmark function

A bookmark function is automatically included to build a personal agenda. Both the sessions and the

presentations can be bookmarked.

4. Cover page

An optional cover page can be added to the agenda. This is typically used to provide an introduction, a

description and instructions for the participants.
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5. Footer

An optional footer can be added to all the pages of the agenda. This is typically used to display the sponsors'

logos.
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Fig. 30: Overview of sessions on a conference day (phone view)

NTTS-2021 Browse

Tue, 9 Mar Wed, 10 Mar

Search

Bookmarks

Thu, 11 Mar

10:00 AM - 10:45 AM [Europe/Vienna]
Wed-KEY02

Keynote speech by Mariana Mazzucato - "Mission

Economy: A Moonshot Guide to Changing Capitalism”

10:45 AM - 11:00 AM [Europe/Vienna]
Networking time

1100 AM - 12:00 PM [Europe/Vienna]
Wed-IPS04

MNon-response in social surveys

Organiser: Faiz Alsuhail
Chair: Faiz Alsuhail

11:00 AM - 12:00 PM [Europe/Vienna]
Wed-IPS05

Measuring inflation by using new data sources

Organiser: Claude LAMBORAY
Chair: loannis XIROUCHAKIS

11:00 AM - 12:00 PM [Europe/Vienna]
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Fig. 31: Overview of presentations in a session (phone view)

NTTS-2021 Browse Search

Bookmarks

Thu, 11 Mar

11:00 AM - 12:00 PM [Europe/Vienna]
Wed-IPS05
Measuring inflation by using new data sources

Organiser: Claude LAMBORAY
Chair: loannis XIROUCHAKIS

11:00 AM - 11:15 AM [Europe/Vienna]

We-IPS05-01
Classifying transaction and web scraped data

Oral presentation

Ingolf Boettcher, (Email) N1

Statistics Austria
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g. 32: An abstract and its presentation (phone view)

NTTS-2021 Browse Search Bookmarks

Classifying transaction and web scraped data

Oral presentation

Ingolf Boeticher, (Email) RaED

Statistics Austria

A mapping must be established between individual products that
are available in scanner/web scraped data sets and the
classification used for the statistical product, such as price indices.
Paper and presentation introduce the range of available (semi-)
automated methods (incl. their pros and cons and technical pre-
conditions) and describe in detail an advanced approach taken to
classify the data for CPI compilation using machine learning
technigues.

Read the full paper

TTS 20 ap w .
NTTS2021 - Classifying transaction
Ingolf Boettcher

suisics avsa @A web scraped data
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Fig. 33: Search and filter function (phone view)

Virtual conference Browse Search Bookmarks
SEARCH

Full text search:

Match: ‘® any search words ‘! all search words

Presenter/s:

Presentation type:

‘ Oral presentation ~

Room:

All 4

Date:

‘ Thu, 16 Jun -

Clear Submit

SEARCH RESULTS

18 results

1. Nullam lorem felis, rutrum eu, porttitor eu, placerat

sed, mauris

Reference: Thursday-Key note 1-01
Presenterls: Mikkel Szymanski
Presentation type: Oral presentation

Room: E-room
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Fig. 34: Bookmarking presentations and sessions (phone view)

15:00

16:00

17:00

18:00

15:00

20:00

21:00

22:00

Virtual conference

Wed 15 Jun

x >
Accusam et
justo duo
dolores et ea
rebum | E-room
| 5:15 PM - 7:30
PM
[EuropelVienna]

Browse Search Bookmarks

Thu 16 Jun

Fri 17 Jun

x >
Enzo Morales |
E-room | 3:00
PM - 5:30 PM
[EuropelVienna]
Friday-Poster
session-02 |
Mauris nec
lacus id purus
blandit rutrum
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Fig. 35: Example of a cover page (phone view)

Axons 2021: Structu... Browse Search Bookmarks

m Tue, 5 Oct Wed, 6 Oct
Thu, 7 Oct

AGENDA & PROCEEDINGS

EMBO Workshop Axons 2021; structure and function
* Virtual « 04-07 October, 2021

EMBO
Warkshop | 5 O

W 1 L Y AR

Dear colleagues,

Building on the success of the axon meetings in 2013, 2015 and
2018 we had envisioned a somewhat different setting nearly
three years ago. From the terraces of the Il Ciocco Resort we
would welcome you during a reception with a grand view of the
rolling hills of Lucca. Unfortunately, the ongoing Covid-19
pandemic put paid to that — although please feel free to visualise
the scene at any point during the workshop and enjoy a glass of
your favourite Italian wine! Instead, we're making the most of the
circumstances to bring you a virtual meeting with all the same
scientific content and — we hope — plenty of opportunities to
interact, all from the WiFi-supplied location of your choice.

Remarkable discoveries in the field of axon biology are
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Fig. 36: Example of a footer with sponsors' logos (phone view)

Axons 2021: Structu... Browse Search Bookmarks

Sponsors

0 EMBOpress

abber-ior
INSTRUMENTS

€ >addgene

FEMTONICS,

MICROSCORY

SOCIETY FOR EXPERIMENTAL BIOLOGY
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Creating the agenda: quick overview

Most of the work involved in creating the agenda consists in defining the sessions and inserting presentations
into the sessions.

The search and bookmark functions are created automatically by the software.

The abstracts and their presentations (uploaded files or videos) are also handled by the software. Admins
simply need to check that all the required files or videos have been uploaded by the presenters.

The optional cover page and the footer are created as free text. An editor is provided for the formatting of the

content. Pictures, videos, maps and links can be inserted.

Defining the sessions: quick overview

At a minimum, sessions are defined by their date, time, room and title.
Other data can be added: the session chair/s, moderator/s, speakers (and other roles); free text; a short code
identifying the session; a Zoom meeting; the recording of a Zoom meeting.
The data used to characterize the sessions are included in a session header that is show on the pages listing
the sessions of a day, as well as the page dedicated to the details and presentations of that session.
Fig. 8 shows an example of a session header. It consists of the following elements:
The start and end times of the session.
A code uniquely identifying the session, "Wed-Oral1".
The room.
The chairs and organizers.
The speakers and the titles of their presentations.
Notes:
The data included in the session header can be changed, rearranged and restyled.

Parallel sessions are supported.

Fig. 37: Header of a session in the daily overview

2:00 PM - 3:30 PM  Wed-ORAL1
[Europe/Viennal | ahore et dolore magna aliquyam erat, sed diam

Room: Forum 102
Chair/s: Alexander Yamaguchi
Organizer/s:Cian Kat

Speakers

Lucas Baginiski - Maecenas bibendum, dui sed nonummy pellentesque, justo est tempus leo, eget

Lily Clark - Consequentia exquirere quoad sit id

Ruby Paterson - Suspendisse in neque nec magna varius condimentum
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Inserting presentations: quick overview

Abstracts submitted for the event need to be marked as accepted in order to be inserted as presentations in
the agenda.
Presentations can be inserted in more than one way:
When selecting the abstracts for acceptance. A list of sessions defined by their titles must be first
created. This provides a dropdown of sessions that can be used for the insertion of the submission.
Once all the submissions have been selected, you can insert them in the agenda by first selecting a
session, then selecting the presentations from a list.
It is possible to work offline with spreadsheets and input the lists of contributions as a list of submission-
ids for each session.
It is also possible to create entries, as free text, for presentations that do not have an abstract on the
site.
By default, contributions can only be inserted in one session. Once inserted, they are removed from the list of
candidates that can be inserted into other sessions. An option exists, however, to allow insertions in multiple

sessions.

7.2. Defining the sessions

Initial setup

Some of the sessions descriptors consist of data chosen from predefined values (for instance dates and rooms),
while others consist of free text (for instance the session title). The predefined data should be input before the
creation of the sessions.
Input the predefined data
These data are grouped under "Agenda & proceedings / Sessions" (fig. 1).
Conference dates & time zone
Rooms (can be ignored if the event is virtual)
Sessions and presentation IDs - On this page, you can define a template that will be used to
generate short, unique identifiers for the sessions, for instance "Wed-KEY", "Friday-Posters". These
identifiers are needed to identify the sessions in the Q&A of the virtual platform. Otherwise, they are
optional. If they are used, the presentations in the sessions will be identified sequentially, as such:
"Friday-Posters-01", "Friday-Posters-02", "Friday-Posters-03".
Presentations time slots - On this page, you can define the duration of various types of
presentations (key notes, oral, posters etc). These values are needed to calculate the start and end
times of the presentations. They are not needed for the definition of the sessions and can be left for
later.

Select the fields to display and edit
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The list of sessions is displayed and edited at "Agenda & proceedings / Sessions / Define the
sessions" .

On that page, under the list "Agenda & proceedings / Sessions / Define the sessions / 2. Change
the display and editing options for the list of sessions", you can adapt the display to fit your
needs, as shown in fig. 2.

The form, on the left hand side (fig. 2), allows you to toggle between display mode and edit mode. In
edit mode, you can input data directly in the list. In display mode, you need to edit each session
separately, by clicking on the "Edit..." link, on the left of the session row.

The form on the right hand side (fig. 2), allows you to select the fields to include into the list of
sessions. These could correspond to the fields you need to edit at a certain time and can be
changed without affecting their availability for inclusion in the agenda. Their order can also be
rearranged on that form.

The form, on the left hand side (fig. 2), allows you to toggle between display mode and edit mode. In
edit mode, you can input data directly in the list. In display mode, you need to edit each session
separately, by clicking on the "Edit" button, on the left of the session row.

Fig. 3 shows the list of sessions corresponding to the settings of fig. 2.

Fig. 38: Editing the predefined lists (left menu)

Sessions

Conference dates & time zone

Rooms

Session types

Sessions and presentation IDs
Presentation time slots

Define the sessions
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Fig. 39: Selecting the session fields to edit

2. Change the display and editing options for the list of sessions

Display mode Select and order the fields to display in the overview of sessions
J Display in read-only mode. Sessions can be edited individually.
® allow direct edits in the list. Multiple sessions can be edited #  Field Display order
simultaneously.
1 Date, Time, Room
Clicking on any "Update” button will save all changes in the list. ! R R
The menu on the left of the page can be closed to increase the 3 ! Session code, Session title T —
space available for the display of the list.
3 Presentations % Drag to reorder
4 ! Free text # Drag to reorder
5 Chair/s  Drag to reorder
6 Presentation type 1 Drag to reorder
7 ZOOM scheduler t Drag to reorder
8 Organiser $# Drag to reorder

Create a session

To create a session, go to "1. Create / edit the list of sessions”, at the top of the page.

select the type of session you wish to create by clicking on the relevant button (Fig. 4). It will be created and
displayed under the buttons.

Note: the first button, labelled Add a session with contributions is suitable for sessions that will list
contributions entered on the site by the presenters. The second button is suitable for sessions that do not
feature any existing contributions (abstracts). The content of such sessions can be created by inputting free
texts in an editor.

Once the session has been created and the right fields have been selected for editing, simply fill in the
relevant fields and save the session. This can be done by clicking on the Update button on the left. A second
update button, labelled Update all changes and situated in the bottom right corner of the screen, can be

used to update multiple sessions at once (Fig. 5).

Fig. 40: Create a session by clicking on one of these buttons

Add a session with contributions Add a time slot without contributions Add a coffee break Add a lunch break Add a dinner break
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Fig. 41: List of sessions in edit mode

Wed 15
D Date Session code Free text Chair/s
Actions Time (14:00 - 15:00) Session title
Room
6 edhs . PL1 Edit (Free text) Eumontainton sl
11:00 |-} 12:00 Lorem ipsum dolor sit amet, consectetur
Update
onec hendrerit eros at lorem luctus congue id adipiscing elit. Zenonis est, inquam, hoc Stoici. At
Clone. .. sed nisl. mode dixeras nihil in istis rebus esse, quod 347
Delete interesset. At caluit inse amicitias. Hor simile
4
1315 || 16:00
H : e
- Sed enim enim, tristique nec justo vitae
Edit... E-room -
Clone...
Delete. ..
4

Fig. 42: Update all sessions / create the agenda / view the agenda

Save or update the agenda View the agenda Update all session changes

Create / update the agenda

Use the button labelled Save or update the agenda to create or recreate the agenda.
The sessions, as defined on this page, will be listed as an overview of sessions for each conference day.

The next page details the insertion of the speakers and their presentations into the sessions.

7.4. Using Zoom for conferences: what to know

Zoom offers three interesting options for conferences: meetings, webinars and breakout rooms.

Meetings

Meetings allow all participants to switch on their camera and microphone and as such are mainly suitable for

interactive sessions in which all participate as equals.
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They can, however, be used for conference presentations too. In this case, hosts typically mute attendees on
entry, reserving the right to use the microphone, camera and screen sharing function for the speakers.

The host might allow participants to be unmuted, so that they can ask questions, for instance after a
presentation.

All participants are listed by name, or seen, if their cameras are switched on.

Breakout rooms, Q&As, a chat and polls can be used in a meeting.

The creation and handling of meetings in COMS is detailed here (https://conference-

service.com/doc/agenda/zoom.html).

Webinars

Webinars are specifically designed for presentations to a silent audience.

They allow the host and any designated panelists (speakers) to share their video, audio and screen.
Attendees do not see other attendees, but they have the ability to ask questions in writing, use a chat, and
answer polling questions.

It is not possible to create breakout rooms in a webinar.

Meetings and webinars

The start and end times of meetings and webinars are not enforced by Zoom. They are useful for the
participants, but do not need to be respected by the hosts: they can start it earlier and end it later than
scheduled.

However, once the scheduled times of a meeting or webinar is in the past, it can no longer be accessed.

So, as long as the start of a meeting or webinar is in the future, it can be started and used any number of times,
for instance for a practice session, ahead of the live meeting.

Once started, a meeting / webinar can last up to 30 hours. This can be useful if you decide to use the same
meeting / webinar for several conference sessions. Participants then only access the meeting once and can
attend all the scheduled sessions in that meeting.

The speakers can be either uploaded through an Excel upload or upgraded from attendee to speaker during the
session.

The sessions can be recorded and saved, either to the host's computer, or to the Zoom cloud.

Breakout rooms

Breakout rooms allow participants of a meeting to be distributed in separate rooms.
They are often used for poster sessions, providing private booths in which the posters can be presented and

discussed.
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They are also used to allow participants to meet the speakers of oral sessions after their presentations, or to
allow free discussions among participants.

Typically, breakout rooms are configured to allow participants to move freely from one room to the next.

The setup of breakout sessions in COMS is detailed here (https://conference-

service.com/doc/agenda/agenda_zoom_breakout_rooms.html).

Choosing between meetings and webinars

Webinars are specifically designed for presentations and can accommodate very large audiences. However,

they do not allow the creation of breakout rooms or live interactions between the presenters and the audience.

Meetings can be used for presentations just as well as webinars, but have a limited capacity (<1000
participants). Since they allow attendees to be seen, to be heard (optionally) and to meet in breakout rooms,

they present a friendlier, more interactive option that is potentially better suited for conferences.

7.5. Scheduling Zoom meetings in COMS

The COMS system allows administrators to schedule, manage and start Zoom meetings on their COMS

account, without having to log in to the Zoom portal.

Schedule Zoom meetings in the agenda sessions

Once sessions are defined, i.e. given at least a date, a start time and an end time, it is possible to schedule a
Zoom meeting for each session. This can be done directly in the list of sessions at "Agenda & proceedings /
Sessions / Define the sessions", by using the Zoom scheduler, as shown in Fig. 1.

The scheduler is prefilled with the times given for the session, but these times can be changed. They do not
need to match the session times.

You can choose a host in the dropdown of users displayed on the scheduler. This dropdown consists of all the
users registered on the site. If the list is long, you can quickly retrieve a user by typing the fist few letters of
their name.

After filling the form, you can schedule the meeting by clicking on the "Schedule" button. This will create the
meeting on the Zoom portal and return its Zoom link. This Zoom link is recorded in the COMS database for
that session (Fig. 2).

To modify a scheduled meeting, for instance, to change the host or the timing, simply delete the meeting and

reschedule it, using the buttons provided on the scheduling form (Fig. 1).
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Fig. 43: Scheduling a Zoom meeting in the list of sessions

[[n]

Actions

Zoom link

Date
Time (14:00 - 15:00)
Room

Session code

Session title

38

Edit...
Clone...
Delete...

¥ Zoom scheduler

Fri 17

Start End

08:45 @ 10:10 @
Type

Host

[ Joshua Serensen v

Schedule

08:45 -l 10:10

Friday Poster A

1lli enim inter se dissentiunt constructio

interrete

Fig. 44: Join link of a scheduled Zoom meeting

ID

Actions

Zoom link

Date
Time (14:00 - 15:00)
Room

Session code

Session title

38

Edit...
Clone...
Delete...

» Zoom schedule

https://us02web.zoom.us
/}/851551196712pwd=MmZUTTNjNk11d0hQSIZk
QnR5SbXovZz09

08:45 -| 10:10

Friday Poster A

E-room v

1lli enim inter se dissentiunt constructio

interrete

Insert Zoom meetings in the agenda

Zoom meetings created in the sessions will be automatically inserted in the agenda when the agenda is

recreated.

By default, the meeting is embedded in the agenda and a link is added under the embed, to allow joining the

meeting via the desktop app (Fig. 3). It is possible to insert just the link, without the web embed.
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Fig. 45: Join link of a scheduled Zoom meeting

Live
session

° Tuesday-Op | Megat esse eam, inquit, propter se
expetendam bb

Join the meeting in the Zoom app

If you prefer to join the meeting via the Zoom App, please use the link
above and make sure that you have the latest version installed. To

remain in the browser, click on the arrow abowve.

Remove Zoom meetings from the agenda

Delete the meeting in the list of sessions (Fig. 1).

Recreate the agenda.

Starting and hosting Zoom meetings

For meetings created remotely using the Zoom scheduler, as described on this page, Zoom provides start links
that can be used to start and access the meeting as host.

The meetings' designated hosts can start the sessions using start links provided by Zoom and displayed on
the landing page of their COMS account. The hosts need to click on a button to generate the link. Clicking on
the link opens the meeting, either in the browser or in the desktop app, if installed on the host's account.
Administrators need to activate the display of the links in the configuration, at "Configuration / Access rights /
Disclose personal data to participants" .

Note: it is possible to use the start links multiple times ahead of the live session, for instance for practice

sessions.
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Fig. 46: Activate the display of start links on hosts' accounts

4, Presentations

Display the presentation schedule Vos =
to submitters

5. Zoom start links

Display Zoom start links on hosts' Yes -
accounts

Fig. 47: Start button to create a start link on a host's account

ID Session Chairfs Start link

code

2022-06-14 11:00-11:06
[Europe/Vienna] propter se expetendam bb Cian Kat0

Negat esse eam, inquit, Jesse Scott, Jesse Scott Meeting

Fig. 48: Start link created on a host's account

Session Chair/s Zoom Start link

code type

M Op 2022-06-14 11:00-11:06 Negat esse eam, Jesse Scott, Jesse Scott Meeting
[Europe/Vienna] inquit, propter se Cian Katd
expetendam bb

Start link

Click here to start the meeting
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Start links for admins

Whereas hosts get the start links for the meetings they are scheduled to host, admins get a list of the start
links for all meetings. This list is accessible at "Agenda & proceedings / Zoom / Start links " .
This list can be useful if a host is unable to attend. In this case, admins can start the meeting themselves, or,

alternatively, send the start link to an alternative host.

Fig. 49: View of the start links as seen by admins

Session Session . N Join link 5
Title Chair/s Zoom host start link (host)

ID code (participants)

1 4 op 2022-06-14 11:00 Negat esse eam, Jesse Scott, Jesse Scott Join link Meeting

inquit, propter se Cian Kato
expetendam bb Meeting ID:
86129559103

Passcode:
438625

Start link

Click here to start the meeting

2 6 PLI 2022-06-15 11:00 Plenary lecture 1. Nathan Zhdu Aaron Join link Meeting
Serensen
Meeting ID:
85819738638

Recap

If you use the Zoom scheduler to schedule the Zoom meetings and webinars, you will be provided with a
special Zoom function, that allows starting and hosting the meetings without having to log in to the portal.
This is implemented through the use of start links that are made accessible to users who have been selected
as hosts on the Zoom scheduler.

Admins who schedule the meetings have access to all the start links, for all the sessions. This is primarily
meant to serve as a backup option, in case the designated host is unable to attend.

Attendees can only join through the join link or the web embed provided in the agenda.

The join link is permanent: it is created as soon as a Zoom meeting is created and remains valid until the
meeting is over.

The start link is not permanent. It needs to be generated before the event. It is possible to start and conclude a
Zoom session multiple times using the start link. However, the start link needs to be generated for each

occasion and will be different each time.
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Planning the use of the start links

Bearing in mind that the start links are displayed on the accounts of the hosts selected in the Zoom scheduler, it

is possible to follow two distinct workflows for handling the start of Zoom meetings and webinars.

Option 1: select the designated host (typically the session chair) in the scheduler.

These users will see a start button on their landing page as soon as you activate their display. They will be in
charge of starting the meeting they are meant to host. If these users are scheduled to host multiple meetings,
a start button will be displayed for each and will duly identify its session.

Option 2: select an admin in charge of supervising the virtual platform.

The start button will be displayed on the landing page of the admin who will be in charge of starting the
meeting. Once the meeting is started and the intended host has joined it with the join link, the admin can make
that person host or co-host.

Note: an admin can be assigned to multiple Zoom meetings. If this happens, start buttons will be displayed for

each.

In summary, you can choose between letting hosts start their own meetings or start if for them and make them

hosts or co-hosts once they join the meeting.

7.6. Setting up breakout rooms in Zoom

Breakout rooms can only be created on the Zoom portal or during the live session. They cannot be created
on the COMS site. However, the meeting that contains the room needs to be created on the COMS site,

using the Zoom widget. During the meeting, the host has access to a control panel to manage the rooms.

Steps required to create breakout rooms

Step 1: organisers need to access a sub-account of the COMS Zoom account in order to create the rooms.
Step 2: organisers need to create the meeting that hosts the room on the COMS site, as described here
Step 3: once the meeting is created, organisers need to log in to the sub-account that owns the meeting and
locate the meeting.

Step 4: once located, the meeting can be edited by clicking on the "Edit" button next to the listing of the

meeting (Fig. 1). Scroll to the bottom of the page, where the relevant function can be found.
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Fig. 50: Creating breakout rooms: locate and edit the meeting on the Zoom portal

Meet'ings Get Training

Upcoming Previous Personal Room  Meeting Templates

to [ Schedule a Meeting

Today

09:00 PM - 10:00 PM Poster session 1 Delete

Meeting ID: 819 8687 9031

Fig. 51: Creating breakout rooms: locate the function to create the rooms

Video Host on O off
Participant on O off
Audio Telephone Computer Audio O Both

Dial from United States #

Options Show
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Fig. 52: Creating the breakout rooms

Options Hide
Allow participants to join anytime

Mute participants upon entry

Breakout Room pre-assign

+ Create Rooms % Import from CSV

Automatically record meeting

Approve or block entry to users from specific regions/countries

Alternative Hosts

Allow alternative hosts to add or edit polls @

Save Cancel

7.7. Handling Zoom recordings in COMS

Meetings scheduled on the COMS Zoom account can be recorded in the cloud and later inserted into the

agenda.

Planning the recordings

Technically, recording a meeting to the cloud is simply a matter of clicking on a button during the meeting.
However, permission might be required from the speakers to record their presentations.

If a speaker does not agree to be recorded, the host can pause the recording during the speaker's
presentation and resume it later.

The resulting recording will be available on the Zoom cloud and organizers will be able to easily insert it into
the agenda.

Important note: if a recording needs to be downloaded to edit out some parts, it is not possible to reupload the
edited file to Zoom. As a result, inserting the recording into the agenda will require a more complex workflow:
uploading of the file to an alternative platform (e.g. Dropbox or COMS) and then manually inserting the link of

the recording into the agenda.
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has been scheduled using the Zoom scheduler (https://conference-

service.com/doc/agenda/zoom.htmi#1)

Each session on that page can have several cloud recordings, since a meeting with a given meeting ID can be

run several times. When several recordings exist, the latest is displayed. It can be viewed directly but it can

also be inserted for viewing in the agenda.

In order to insert a recording

Fig. 53: List of existing Zoom recordings

Save the selection and update the agenda
Insert . )
. session  Session , .
inthe Chair/s Recording
code
agenda
o Select / Unselect all
1 4 op 20220614 11:00  Negatesse Jesse Jesse Scott
eam, inquit, Scott, Cian
propter se Katd
expetendam
bb
2 6 PLI 2022-06-15 11:00 Plenary Nathan Aaron
lecture 1 Zho s
ecture ou orensen hitps://us02web.zoom, us/rec/share/g3JQ027-
oHbUsS20zh_fKO3EXYXIp_BCWh7eK _TwBy75gzbF3IMash)_4Gen2upe j
XEO2GpbaThzow]
85810738638 | sa@conferance-seruice.com
3 9 s 20220615 1315 Session1- David Anna
oral Schneider Kaczmarek
presentations
~Topic 4
Plenary
lecture 1
4 [u] 10 52 2022-06-15 13:25 Session 2- Chloé Markus
Orel Leroy smit hitps://us02web.zoom, us/rec/share/oacBr2gAxi-
tati
presentations YZm7h1KUNAIsqjaphRLrOMITEYWAVKESKG Ixeu0ztUJOAg DdZ10pSZZQEK04KT
~Topic 7
80232084326 | s1@conference-serice.com

Inserting recordings in the agenda

In order to insert a recording, simply click on the check box displayed for this recording and recreate the

agenda.

When a recording is inserted into the agenda, the link for the corresponding Zoom session is removed, as it is

no longer needed.

You can select all or some of the existing recordings for inclusion in the agenda.

Note: new recordings take some time to be made available (e.g. half an hour). The longer the meeting, the

longer the processing time.
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Zoom deletes cloud recordings after a month. If you decide to keep the recordings for a longer period of time,
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you will need to download them and store them on another platform or site.

Fig. 54: List of existing Zoom recordings

Virtual conference

Browse Search Bookmarks

Thu, 16 Jun Fri, 17 Jun

12:00 PM - 1:00 PM
[Europe/Vienna)

2:00 PM - 3:30 PM
[Europe/vienna)

2:30 PM - 3:30 PM
[Europefvienna]

Wed-PLEN1

Lorem ipsum dolor sit amet, consetetur obelix
Chairfs: Nathan Zhdu

View a recording of this session

At vero eos et accusam et justo duo dolores et ea rebum. Lorem ipsum dolor sit

amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut
iabore et dolore magna aliquyam erat, sed diam voluptua.

Wed-ORAL1

Labore et dolore magna aliquyam erat, sed diam

Chair/s: Alexander Yamaguchi

Wed-ORAL2

Dolore magna aliguyam erat sed diam voluptua
Chair/s: Chloé Leroy

View a recording of this session

Removing recordings from the agenda

In order to remove a recording from the agenda, simply remove the check mark from its check box and

recreate the agenda.

You can unselect all or some of the existing recordings.
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7.8. Handling local Zoom recordings in COMS

If you save a recording locally (to the host's computer) or need to download a cloud recording for editing,

you will need to follow a different procedure to insert the recording in the agenda.

Saving a recording locally

Zoom offers two options for the recording of meetings and webinars:

Option 1: save the recording to the Zoom cloud. COMS provide an easy procedure for inserting the cloud

then removing them, if needed. When feasible, this option should be the preferred option.

Option 2: if cloud recordings are not an option, a manual procedure can be used to insert the recordings. This
could be the case, for instance, if the recording was saved locally by mistake. Another use case might occur if
a cloud recording needs to be downloaded and edited, for instance, if a speaker asks to be removed from an
existing recording. Once downloaded, a recording cannot be reuploaded to the cloud and therefore needs to

be handled manually-

Manually inserting recordings (first step: create a URL for the recording)

Recordings saved to a host's computer are stored as a folder containing several files (a video + sound tracks,
a separate sound track, the chat and possibly other files).
The file to use as the recording is the file with the mp4 extension, which contains the video and its soundtrack.
The mp4 file needs to be uploaded to a platform or website, so that it can be made available as a public URL.
This URL can then be inserted in the agenda as a link.
Websites suitable for hosting the mp4 files are, for instance:
Vimeo: a good solution. COMS' Vimeo account can be used.
Youtube: a good solution, but requires a Youtube account.
Dropbox or your own cloud hosting solution. You will need to ensure that the URL is made public,
which is often not the default.

Your own website. You will need to ensure that the URL is made pubilic.

Manually inserting recordings (second step: add a link to the agenda)

To insert a recording:
Log in to your COMS account and navigate to "Agenda & proceedings / Sessions / Define the sessions / 2.

Change the display and editing options for the list of sessions" (Fig. 1).
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Set the view as shown on the screenshot below. You need to activate the edit mode and select the fields to
edit as shown. They will be displayed as columns in a list of sessions and will be directly editable, similarly to a
spreadsheet.

Navigate to "Agenda & proceedings / Sessions / Define the sessions / 1. Create , edit the list of sessions"
(above the previous section). There you will find the list of sessions, ready to be edited. (Fig. 2)

Locate the session you need to work on. You can use its title. Edit the corresponding free text by clicking on
the wavy blue link.

The free text field opens as a modal box (Fig. 3).

Click on the >Source icon to switch to HTML (important). The HTML snippet used to create the link is
highlighted. You will need to paste a modified version in the free text of every session for which you want to
add a recording. Only the URL will change (Fig. 4).

The HTML snippet to use is:

<a href="{URL}" style="background-color:#3280a7 !important; color: #fff
!important; text-decoration:none !'important; padding: 5px 12px;"

target="_blank">View a recording of this session</a>

You'll need to replace the {URL} bit (the href attribute), by the actual URL (e.g.
https://example.com/videol .mp4), then paste it under the speakers in the free text box in HTML
mode and save. 8. When you save, the data are saved to the database, but the agenda is not automatically

recreated. In order to do so, you'll need to click on the green button in the bottom left corner of the screen (Fig.
5).

Fig. 55: Prepare the view before editing the sessions

2. Change the display and editing options for the list of sessions

Display mode Select and order the fields to display in the overview of sessions
O Display in read-only mode. Sessions can be edited individually # Field Display order
Allow direct edits in the list. Multiple sessions can be edited 1 Date, Time, Room

Drag to reorder
simultaneously.

2 Session code, Full title Drag to reorder
3 Free text Drag to reorder
4 ZOOM scheduler Drag to reorder
5 [ Presentations Drag to reorder

6 [ Presentation type Drag to reorder
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Fig. 56: Edit a session

Thu, 10 Mar
ID Date Session code Free text
Actions Time (14:00 - 15:00) Full title
Room

Thu, 10 Mar v
13

Adaptive Immunity 1
0830 |-| 10:15
Update

Adaptive Immunity 1
Edit... . N

Clone...
Delete...

Edit (Free text)

08:30 | Connie Wong (online): Effect of stroke
on peripheral host defense

09:00 | Stuart Allan: Immune cell changes post-

stroke: detailed immunophenotyping of

Fig. 57: Edit the free text of a session (rich editor mode)

B @ Source | Format BEGEBI U S§|x x

08:30 | Connie Wong (online): Effect of stroke on peripheral host defense

09:30 | Francesca Odoardi: Functional cross talk between lung microbiota and CNS autoimmunity

10:00 | Laura McCulloch: Stroke-induced Marginal Zone B cell deficits and their role in post-stroke infection

View a recording of th

MmO

09:00 | Stuart Allan: Immune cell changes post-stroke: detailed immunophenotyping of ischaemic and haemorrhagic stroke patients

=4 Maximize
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Fig. 58: Edit the free text of a session (HTML mode showing the code to insert for the recording)

3 | & source 22 Maximize

<strong>88:3@ |&nbsp;Connie Wong (online):</strong> Effect of stroke on peripheral host defense<br />

<strong>89:08 |&nbsp;Stuart Allan: </strong>Immune cell changes post-stroke: detailed immunophenotyping of ischaemic and haemorrhagic
stroke patients<br />

<strong>89:3@ |&nbsp;Francesca Qdoardi:</strong> Functional cross talk between lung microbiota and CNS autoimmunity<br />

<strong>10:00&nbsp; |&nbsp;Laura McCulloch:</strong> Stroke-induced Marginal Zone B cell deficits and their role in post-stroke infection

Fig. 59: Recreate the agenda

Create, update the agenda

8. Registration & payments

About the COMS payment module

The COMS payment module allows you to collect and track registration and payments performed by the
participants. Both credit card payments and payments made by bank transfer can be handled, either exclusively
or simultaneously. This page gives an overview of the module. Implementation details are described in the pages

that follow.

A\ You will need to access an admin account on your COMS site, https://conference-

service.com/{event_acronym}, in order to set up and manage the payments.

What you can do with the payment module

Create custom registration forms.
The forms can include multiple bookable items, variable fees, registration periods (early bird, standard, late),

more than one currency, quotas and discounts.
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Collect online payments from the delegates.

Collect offline payments from the delegates.

Automatically generate invoices and receipts for the delegates.

Collect scans of student cards. These can be viewed and annotated by administrators of the site.

View, edit, export registration and payment records.

Setting up the module for online payments

If you are planning to use online payments, you will need to connect your bank account to the COMS system,

in order to collect payments from the delegates.

For this, you will need to select a payment solution (payment gateway) that can be integrated with COMS. The
payment solution will also connect to your account, thus allowing registrations performed on the COMS site to
be paid directly into your bank account.

Available options are listed here (https://conference-service.com/conference-management-

software/bank_account.html).

A\ Small to medium sized events

For events with less than about 500 participants, we recommend the use of either Stripe or PayPal, which can
be set up quickly and work with standard accounts (checking accounts). Other platforms, which require a
merchant account, might offer better (lower) commissions. However, they require more time to set up and may
incur fees for the maintenance of the account. These additional costs might not be offset by the lower

commissions, if the number of delegates is low.

Once the interface between COMS and your bank account is ready, you can activate or deactivate it at will in
the configuration of your COMS site. When online payments are activated, users are given access to the
payment gateway through a "Pay now" button.

Online payments are reported in COMS in real time. The status of a payment immediately up to date and a

receipt is automatically emailed to the user.

Setting up the module for offline payments

Offline payments (mostly bank transfers) can be used to collect payments, independently or in combination
with online payments.

They can be activated by administrators in the configuration of the COMS site. When they are activated, users
can specify their intention to pay offline and are presented with your bank details. These can also be printed
on the generated invoice.

Note: offline payments are not reported to the COMS server and need to be manually input on the COMS site

in order to update the status of a payment.
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8.1. Integration with Stripe

business or non-profit in order to be able to accept credit card payments with Stripe. Payments collected
through Stripe are automatically transferred to the bank account of your university or organization. Stripe
takes a commission on all payments. The fees are listed at https://stripe.com/at/pricing

(https://stripe.com/at/pricing).

In order to integrate the COMS system with Stripe, you need to own a validated Stripe account. The steps
necessary to obtain it are described below. If you already have an approved Stripe account, there is no
need to register a new one.

Register an account with Stripe

The first step is to check whether it is possible to open a Stripe account in the country where the payments will

If your country is supported, the next step is to open an account at https://dashboard.stripe.com/register

(https://dashboard.stripe.com/register). This step only requires that you provide a name and email address.

Validate your Stripe account

On your newly created Stripe account, you will have to provide details about the business / non-profit that
collects the funds (Fig. 1).

Stripe will check the data and decide whether or not they approve it. It usually takes less than an hour.

Once the account has been approved, it is ready to be integrated with COMS.
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Fig. 60: Screenshot of a Stripe account showing the account activation form.

™ My University

Home

. Your product
+" Activate your account

Tell us about your business | My University is organising a conference and will use this
o Payments account to collect attendance fees.
4 Balance
Customners Account details

o Radar

L]

Your business type | Non-profit
® Subscriptions

® Connect Legal name :

-
B Products Company number
We only need your 8-digit Company Mumber. Don't have
S ane yet? Apply online.
%) Events & logs
_ « VAT number
View test data

_ _ Business address
Business settings

Integrate your Stripe account with COMS

Log in to your Stripe account and retrieve your API keys (Fig. 2). These exist in two modes: test or live. The
test keys should be used in the configuration phase, as it allows testing payments with dummy cards. When
the setup is ready, switch to the live keys.

Log in to your COMS account, go to "Configuration / Bookings & Payments / Connect your bank account "
and input the keys (Fig. 3). The easiest is to copy and paste the values from your Stripe account. Both the test

keys and live keys are input on this page.
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Fig. 61: Retrieve your API keys from your Stripe account

= My University v

Home
Payments
Balance

Customers

Radar
Billing
Connect

Orders

E 4190 De&g

Developers

APl keys ‘
Webhooks
Events

Logs

o)

Viewing test data

n

Business settings

|
%
o

arch... # Feedback about this page?

oA

API keys Learn more about APl authentication -

E) Viewing test AP keys. Toggle to view live keys.

Standard AP keys

’ @ Viewing test data

NAME TOKEN LAST USED CREATED
Publishabl... pk_test_jnuTFZUvoXmIrtBOaalmO3Nc May 17, 2018 Jan 2, 2017
Secret key Reveal test key token May 17, 2018 Jan 2, 2017

Restricted API keys

+ Create restricted key

NAME TOKEN LAST USED CREATED

No
restricted
keys

Fig. 62: Input your API keys into the COMS system

payments

receives the payments

Secret key

Identify the bank account that

Identify the payment system that ’ Stripe :I
will be used to collect online

The selected payment system applies across all payment forms.

[ pk_test_jnvXJKYKOVPUTNcmZkalmO35 ]

Parameter to input: Your publishable key, as displayed on your Stripe
account, on the page labelled "Developers / API keys".
Example: pk_test_xoooo0000nx or ph_ITve_ XX

* Use pk_test for testing purposes (to simulate payments with
dummy credit card data).

* Use pk_live to switch to live payments.

sk_test_kndeROzKfWPUTNxmZkajm54R

Parameter to input: Your secret key, as displayed on your Stripe account, on
the page labelled "Developers / APl keys". Use sk_test for testing purposes
(simulating payments with dummy credit card data). Use sk_live to switch to
live payments.

sk_test_xxxxxxxxxxxxxxxx or sk_live_xxxunoxxxxxxx
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Test the Stripe integration

Stripe conveniently provides an option to simulate payments without actually using real money. The procedure is

described below:

Use the test API keys (pk_test... and sk_test...) to interface between COMS and Stripe, as described in the
section above.
Set up a payment form in COMS, as described on the page labelled Setup of the payment form/s

(/payments/payment_forms.html) (Fig. 4, 5).

Fill in the form you just created on your COMS account (Fig. 4), then check your order and confirm it. This will
generate an invoice. A Pay button will be displayed. Clicking on it will take you to a payment page hosted by
Stripe (Fig. 5). Note that this can only happen if the keys have been input correctly (no typo), so this test will
validate your interface. Note that the Stripe page clearly shows whether you are using a test form or a live
form.

Once on the Stripe page, choose a dummy credit card flagged for success at

information can be invented. Submit the form.

If you selected a credit card flagged for success, the transaction will succeed and you will be redirected to your
COMS account.

Your payment status should be up to date on your account and a receipt should be available for download.
Note that both the invoice and the receipt are also emailed to the users.

Occasionally, though rarely, there could be a delay between the completion of the transaction on Stripe and
the update on the COMS site. This delay should not last more than a few seconds, unless there is a disruption
on the Internet.

After this, the integration can be considered successful and you can switch to the live keys.

When switching to the live keys (pk_live... and sk_live...), be sure to test the interface to Stripe again, since
there is still scope for mistakes in the input. If you are able to reach the live Stripe form, the interface is correct.

There is no need to test the report of a successful payment again, as this works identically for both modes.
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Fig. 63: A COMS registration form

Participant: Aneta N. Jansen

Billing address *

Scelerisgque Organisation
Non Tempor, 603
Convallis

94804 Dolor

Portugal

A
Please supply your complete billing address (Name, address, post code, town,
country).
Conference registration
Item Unit price (EUR)
® Student 250.00
() Academic 400.00
() Industry 550.00

() I'have a code

Fig. 64: A COMS registration form ready to access its payment gateway

Participant: Aneta N. Jansen

Amount due: 250.00 EUR
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Fig. 65: The Stripe payment form

= COms TEST

Aneta Jansen

€250.00

COMS Demo 2020 | C20-001 | Aneta Jansen | ID 226

Email non@dui.com

Card information

4242 4242 4242 4242 visa

02/22 123 °

Mame on card

Aneta Jansen

Country or region

Portugal ~

Pay €250.00 a

Test cards to simulate payments in test mode

Test card numbers can be found at https://stripe.com/docs/testing#cards

The listed card numbers can be copied and pasted into the Stripe payment form for testing. All other fields can

be made up.
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Fig. 66: Sample of Stripe test cards

Test card numbers and tokens
NUMBER BERAND
4242 4242 4242 4242 Wisa
4006 0566 5566 5556 Wisa (debit)
5555 5555 5555 4444 Mastercard
2223 0031 2200 3222 Mastercard (2-series)
5206 8282 8282 8218 Mastercard (debit)
5185 1851 051@ 5188 Mastercard (prepaid)
3782 822463 10005 American Express
3714 496353 98431 American Express

Finding payments and payouts on your Stripe account

After logging onto your Stripe account, you can find the received payments as shown on Fig. 8.

Payouts from your Stripe account to your bank account can also be viewed, as shown on Fig. 9.
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Fig. 67: List of received payments on your Stripe account

= COMS v Q Search... Feedback about this page? ! {
A Home | TEST DATA |
Succeeded Refunded Uncaptured All
B Payments '
Disputes Y Filter 1 + Mew A H
4\.], Balance
O customers AMOUNT DESCRIPTION CUSTOMER DATE
@l Reports €250.00 EUR  Succeeded~  COMS Demo 2020 | non@dui.com Dec 4, 4:18 PM
C20-001| Aneta Jansen |
(@ Radar ID 226
®) Billing
€450.00 EUR  Succeeded v  COMS Demo 2020 | in@nunc.ac Nov 13, 841 AM
® Connect COMS19-005 | Natalie
*®  Orders Stewart | ID 369
B Developers €550.00 EUR  Succeededw  EMBO PDF demo | sem@commodo.eu Qct 6, 8:39 PM
COMS19-003 | Adam
@D Viewing test Novotny | 1D 31
data
€50.00 EUR  Succeeded ~  EMBO PDF demo | feugiat@donec.ch Oct 6, 6:28 PM
$%  Settings COMS19-001 | Alexander
Egorov | ID 28
Fig. 68: List of payouts from your Stripe account
L COMS v Q Search...
© Home | TesToATA
Y Filter
K& Payments
1), Balnc AMOUNT BANK/CARD
Payouts ‘ €436, 70 EUR  Paid  BAWAG P.S.K. BANK FUER ARBEIT UND WIRTSCHAFT UND OESTER|
Transactions
€58210 EUR  Paid  BAWAG P.S.K. BANK FUER ARBEIT UND WIRTSCHAFT UND QESTER
o Customers
| Reports €291.05 EUR  Paid  BAWAG P.S.K. BANK FUER ARBEIT UND WIRTSCHAFT UND QESTER
€1.833.44 EUR  Paid  BAWAG P.S.K. BANK FUER ARBEIT UND WIRTSCHAFT UND OQESTER
@ Radar
LB 4 results
3 Connect
=*  Orders

8.2. Integration with PayPal

March 2023
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This section describes the steps required to obtain and configure a Business PayPal account to interface with
COMS.

You need, however, to own or obtain a PayPal Business account in order to be able to accept credit
card payments with PayPal. This is different from the two other types of accounts (Personal account

and Premier account).
Payments collected through PayPal can be manually transferred at any time to your bank account.

PayPal takes a commission on all payments. The fees are listed on the PayPal website. They depend on

the volume of transactions and the country where your business is based.

Create a PayPal business account

A\ If your organisation already owns a Business account, there is no need to open a new one and you can
skip this section.

On the PayPal website of your country, find the page dedicated to opening a business account. Fill in the form,
making sure you select the Payments Standard plan, which is free of monthly fees.

For example, in the US, this page can be found at https://www.paypal.com/webapps/mpp/merchant

PayPal will review your application and decide whether or not to grant you the account.

Check that your PayPal account is a business account

Log in to your PayPal account and navigate to "Profile settings / Login and security” (Fig. 1).

Find the setting labelled Account type. It should be set to Business.
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Fig. 69: PayPal account settings

. . . . Message Center
Activity ~ Pay &Get Paid ~ Marketing For Growth  Business Tools

Profile Settings

Login and security Account Settings

Phone

& a Log out
Personal information £

Data and Privacy

Password Change

Security questions Update

2-step verification Add an extra layer of security to your account by using a one-time security Update
code in addition to your password each time you log in.

Stay logged in for faster Manage devices and browsers where you've opted to stay logged in. Edit
purchases

Account type Business Close account

Manage your logins Review the devices and browsers you use to login. You can remove the ones Manage
You don't use or recognize.

Find the account settings page on your PayPal account

A\ The instructions given in this section are valid for an account set to English. You can set the language of
your account to English, at least temporarily, to follow these instructions. This can be done at "Account
settings / Account preferences/ Preferred language" (Fig. 2), or the equivalent path in another language
(e.g., in German, "Profil und Einstellungen / Voreinstellungen / Bevorzugte Sprache™ ).

Log in to your PayPal account and go to "Account settings / Website payments" (Fig. 3).

All the settings need for the COMS integration can be found on this page.

The following sections detail the configuration of these settings.
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Fig. 70: PayPal language setting

.. . . . Message Center
’ Home  Activity Pay & Get Paid Marketing For Growth Business Tools

Profile Settings

We" dated Profile and Setti i a
e've updated your Profile and Settings experie Accaunt Setkings

Account Settings Log out

Account preferences

Q Search

Preferred Language English Update
Account access

Time zone Manage your timezone. Update
Account preferences

Customer service message Create a personalized message for customer disputes. Update

Payment preferences

First group of settings: Website preferences

Go to "Account settings / Website payments / Website preferences (Fig. 3)" .
Click on the Update link.
Set the following parameters:
Auto Return: On.
Payment Data Transfer: Off (important).
If it is set to On, COMS will not be notified of the payments.
Block non-encrypted website payment: Off.
This option ensures that credit card payments can be made without logging into a PayPal account.
PayPal Account Optional: On (Important).
This option ensures that credit card payments can be made without logging into a PayPal account.
Other parameters can be set on that page, but they are not relevant to the COMS integration per se.

Save your settings.
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Fig. 71: PayPal settings: Website preferences

Account Settings

Q Search

Account access
Account preferences
Payment preferences

Business information

Money, banks and cards

Notifications

Website payments

Activity Pay & Get Paid Marketing For Growth

Account owner information

Website payments

My automatic payments

PayPal buttons

PayPal button language
encoding

Business Tools

We've updated your Profile and Settings experience. Let us know what

Manage the subscriptions, automatic payments, and installment plans that |
offer my customers.

Manage payment buttons.

Set the language your website uses.

Website preferences

Bring customers back to my website after they pay with PayPal.

APl access

Instant payment notifications

Encrypted payment settings

A These settings will only affect PayPal buttons integrated using one of our
trusted partner sites.

Manage API credentials to integrate your PayPal account with your online
store or shopping cart.

Integrate PayPal payment notifications with your website.

Dynamically encrypt your Website Payments

Update

Update

Update

Update

Update

Update

Update

Message Center

Profile Settings

Account Settings

Log out

Second group of settings: Instant payment notifications

Go to "Account settings / Website payments / Instant payment notifications™ (Fig.

Click on the Update link.

Set the following parameters (Fig. 5):

Notification URL: https://conference-service.com/myconf/paypal_ipn.html (important).

myconf should be replaced by the value relevant to your site. Notifications of all transactions will be

sent to this address by PayPal. Please double check the URL. If it is mistyped, notifications will not be

received.

Message delivery: Enabled (important).

Save your settings.
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Fig. 72: PayPal settings: find the Instant payment notifications

Account Settings

Q Search

Account access
Account preferences

Payment preferences

Business information
Account owner information
Money, banks and cards

Notifications

Website payments

Activity Pay & Get Paid Marketing For Growth

Website payments

My automatic payments

PayPal buttons

PayPal button language
encoding

Website preferences

APl access

Business Tools

We've updated your Profile and Settings experience. Let us know what

Manage the subscriptions, automatic payments, and installment plans that |
offer my customers.

Manage payment buttons.

Set the language your website uscs.

Bring customers back to my website after they pay with PayPal.

A These settings will only affect PayPal buttons integrated using one of our
trusted partner sites.

Manage API credentials to integrate your PayPal account with your online

store or shopping cart.

Instant payment notifications

Integrate PayPal payment notifications with your website.

Encrypted payment settings

Dynamically encrypt your Website Payments

Update

Update

Update

Update

Update

Update

Update

Message Center

Profile Settings

Account Settings

Logout

Fig. 73: PayPal settings: edit the Instant payment notifications

Edit Instant Payment Notification
(IPN) settings

PayPal sends IPN messages to the URL that you specify below.

Notification URL

[ https://conference-service.com/myconf/paypal_ipn.html |

IPN Messages

° Receive IPN messages (Enabled)

Save

Do not receive IPN messages (Disabled)

< Back to My Profile

To start receiving IPN messages, enter the notification URL and select Receive IPN messages below. To temporarily
stop receiving IPN messages, select Do not receive IPN messages below. PayPal continues to generate and store IPN
messages until you select Receive IPN messages again (or turn off IPN).

Third group of settings: Block payments

Go to "Account settings / Payment preferences / Block payments" .
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Click on the Update link.

You will be led to a page headed Preferences for receiving payments.

Set the following parameters:
Allow payments sent to me in a currency I do not hold: Yes (Important).
Block accidental payments: Yes,

Save your settings.

Integrate your PayPal account with COMS

Still on your PayPal account, go to "Account settings / Account access / APl access" (Fig. 6). Click on the
Update link. On the next page, go to the section labelled NVP/SOAP API integration (Classic) and
click on the Manage API credentials link (Fig. 6). You will find your API credentials on the next page
(Fig. 7). You might have to generate them if they do not exist yet.

Log in to your COMS account and navigate to "Configuration / Bookings & Payments / Connect your bank
account" (Fig. 8), select the PayPal soution, at the top, enter the email associated with your PayPal account

and input the three API credentials to finalise the integration. Save your input.

Fig. 74: PayPal settings: find your API credentials - step 1

Developer Help

' Home  Activity  Pay &GetPaid  Marketing For Growth  Business Tools

We've updated your Profile and Settings experience, Let us know what you think

Account Settings
Account access
Q. Search

Log in with PayPal Websites where you've logged in with PayPal. Change

Account access APl access Manage API credentials to integrate your PayPal Update

account with your online store or shopping cart.
Account preferences

Payment preferences Manage Users Manage secondary users who can access your account. Update
Limits Limits on your account. View

Business information

Account owner information Skip extra approvals Approve payments in fewer steps when you pay these Manage
for faster payments contacts and companies.

Money, banks and cards

Notifications
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Fig. 75: PayPal settings: find your API credentials - step 2

Developer Help

P Home Activity Pay&GetPaid  Marketing For Growth  Business Tools
Braintree SDK integration

The Braintree SDK is powered by Braintree, a PayPal service. These easy to integrate SDKs allow you to accept payments via PayPal on your
website and native mobile apps.

Manage SDK Credentials

NVP/SOAP APl integration (Classic)

You or your developer integrated NVP/SOAP (or “Classic’) APIs that allow you to accept payments via PayPal.

Manage API credentials

Accept or block payments from your online stores before setting up APIs.
To begin using APIs, you first need to accept or block payments from your stores.
You can set up APl permissions or credentials later.

Manage PayPal checkout settings

Fig. 76: PayPal settings: find your API credentials - step 3

Developer Help

. Home  Activity  Pay & GetPaid  Marketing For Growth Business Tools

View or Remove API Signature

o Developers: Do not share your credential information with anyone. Store it in a secure location with limited access.

For preconfigured shopping carts: Copy and paste the APl username, password, and signature into your shopping cart configuration or administration screen.
For building custom shopping carts: Store the following credential information in a secure location with limited access.

Credential ~ Signature

APl Username ~ Show
API Password ~ Show

Signature  Show

Request Date 25 July 2011 at 20:28:17 CEST

Remove Done

Help Contact Fees Security Deutsch  English

About Developers Partners
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Fig. 77: Connect PayPal to your COMS site

Your Account  Participants  Submissions & reviews  Agenda & proceedings Emails  Exports [ReEEN Doc

Configuration / Bookings & Payments / Connect your bank account

Identify the payment system that I PayPal ) l

will be used to collect online

payments The selected payment system applies across all payment forms
Identify the bank account that name@example.com

receives the payments

PayPa
Parameter to input: The email a
Example: accounting@your-domal

associated with your business PayPal account

APl username [namel,apitexample.mm l
API password [ RBPNQYUSBP|VI2Z6 l
APl signature [ A4]6Dd0gUCQ40eXKWINGEVD-VCISIXUVe9Ar3IY2y0o|0CzNBWSEYOA o

The interface should be ready!

8.3. Setup of the payment form/s

You can activate and use up to five independent payment forms. You might use separate forms for
different currencies or for separate types of participants (e.g. one form for the delegates and another for

exhibitors).
Once the form/s are set up, you will need to configure related emails and access permissions.

This page describes the setup of a single form.

Locate the relevant functions

Go to "Configuration / bookings & payments / Form 1 [Conference registration]<" , which is the setup page
for the first payment form.

This page contains most of the settings needed to configure the form.

It is divided in a number of sections corresponding to various tasks involved in the setup.
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The configuration can be done by accessing these sections sequentially.

What follows gives an overview of the tasks involved.

Activate the form

The form needs to be activated in order to gain access to all the functions necessary to collect and manage
the payments. These functions are removed when the form is inactive, to avoid clutter.
An active form is recognisable by the green check mark prepended to its menu entry, on the left hand side of

the page.

Fig. 78: Screenshot showing an active form ("Conference registration") and two inactive ones.

v Review form abstract);
s Reorder the componer

Bookings/Payments Mote: there are two types of

Overview 1. Predefined component

2. User-defined compone
Connect your bank account
The predefined components

¥" Conference Registration presentation types) are usec
. components.
X Extra bookings

X Payment form 3

Set permissions to access the form

You can decide which users can access the form.
You can also set a time period of accessibility for the selected users. A time zone can be selected at
"Configuration / Access rights / Access to functions & deadlines"

Details are given at Permissions to access a payment form (./payments/pay_permissions.html)

Payment options

Decide whether to allow payments online (needs a payment gateway to be set up to collect the payments).
Decide whether to allow payments by bank transfers (bank details will have to be provided).

Choose a currency and VAT options.
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Input texts

Edit the header and instructions seen above the form; edit the label of the tab used to access the form.
Edit the cancellation policy. This will appear on the form.
Supply your bank details and instructions for payments made by bank transfer, if applicable. These will appear

on the form.

Set up the invoice

First, decide whether you want to create an invoice.

If you use an invoice, you need to decide whether it should be generated automatically of manually, by an
administrator. An automatic invoice is generated after a participant fills in the form and confirms the order. This
happens before a payment is made, even if the payment is performed by credit card. A manual invoice is also
generated once an order is confirmed, but needs the intervention of an administrator.

If the invoice is created automatically, you can supply a template for the automatic creation of an invoice
number. If the invoice is created manually, you can either generate the invoice number automatically or
manually.

Configure the header and footer of the invoice and receipt. An editor is provided to help format the texts
that appear above and below the orders. These can include pictures (logos) and placeholders to personalise
the content (e.g. the participant's name or a reference to a participant's order, as specified by their university.
Typically, the bottom part of the invoice contains your organisation's details, as well as your bank's details, if
payments by bank transfer are allowed. The items relating to the order are generated automatically by the
software and inserted between the top and bottom parts.

Once a payment is completed, a receipt is emailed to the participant, provided this option is set up by
administrators. The receipt looks similar to the invoice, but contains additional information about the status of

the payment.
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Fig. 79: Setting up the top of the invoice

Header for the invoice

Ed [@ Source | Format -3 @ @ B I U S|x »

= B Q H°?

FACTURE / INVOICE

=U I\/IQIA

FCCAT 2019 - French Conference on Catalysis 2 - 2019

r"O [@”’( ﬂg & Fréjus (France) + 3-7 June 2019
svenements

Date: {invoicedate} Facture N°/Invoice N°: {invoicenum}

{billing-address}
Participant:
{username}

Référence: {order_ref}

Configure the form

The section devoted to the configuration of the form contains an overview of the fields already included on the
form. A few fields are included by default, for example, the billing address of the delegate. Any field added to
the form is added to the overview. The overview list details about the field (its type, its label, its position on the
form, whether it is mandatory and an optional time period during which it is shown on the form. These data can
be edited.

Items that can be booked by users can be added to the form by inserting and configuring ready-made
components. There are several types of components, described in the next section and shown in the picture
below. These consist of: a single option among several (radio buttons); several options among a given list of
options (check boxes); an input box to specify a number of tickets (e.g. tickets for the conference dinner).
These components can be used with or without prices, allowing in some cases, to register for free events (e.qg.
free workshops, free social event). In addition, you can also add helper components to the form (separators,
texts, images).

Once a component has been added to the form, it appears in the overview and is accessible for configuration.
You can define dates of availability that coincide with your deadlines; you can edit the texts around the

component (its label, instructions); you can reposition it on the form; you can specify options to choose from
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(e.g. registration for students, registration for academics); you can add prices, individual VAT rates, if

applicable and add a discount code.

Fig. 80: Choosing and inserting a component on the payment form

Add a component to the form

Please select the item you would like to add to the form. You will be able to configure the item afterwards.

Paying items - A price tag will be assigned to each option
Radio buttons - Users can select a single option among several - Al options visible at once
Checkboxes - Users can choose any number of options among those on offer
Text box to input a quantity

Non paying items - To be used for options that have no price tag
Text box
Drop-down list - Users can select a single option among several - A blank option can be added
Checkboxes - Users can choose any nurnber of options among those on offer
Radio buttons - Users can select a single option among several - All options visible at once
Date
Date and time

Display field - Users cannot use it to input data
Heading / separator - A horizontal line to separate various sections on the form, with or without a heading
Text

Choosing the right component to add to the payment form

The items that can be ordered on the form (conference registration fee, conference dinner, workshops) can be
created by adding ready-made components to the form, and them editing their properties (label, price, options,
instructions). These can be selected from a list shown in the figure shown above. What follows, describes the

component and their suitability for various items.

Paying items - radio buttons
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Fig. 81: Example showing radio buttons with price tags

Conference registration *

Item Unit price (EUR)
© EPS Member(**) 500.00
Non-Member 600.00
Full-Time Student (*) Member (**) 210.00
Full-Time Student (*) Non-Member 270.00

(*) Applications for the student rates must include a photocopy of an official student |

Radio buttons are suitable if users must choose a single option among several.
This is typically used for the conference fee.
The first option is selected by default.

It is possible to mix paying and free options, by setting the free options to 0.00.

A discount code can be defined for each option.

A quota can be defined for each option, or for a group of options.

Paying items - check boxes

Fig. 82: Example showing check boxes with price tags

Accompanying Person

Item Unit price (EUR)
Accompanying Person ** 150.00
8.00

**includes: Get-Together, Boat-Trip and Gala-Dinner

Check boxes are suitable if users are allowed to select several options in a list.

This is typically used for social events and workshops. Care must be taken to ensure that the various
options do not overlap in time.

If the choice is set to optional, users can choose not to select any option.

If the field is set to mandatory, users are forced to choose at least one option.

It is possible to mix paying and free options, by setting the free options to 0.00.

A discount code can be defined for each option.

A quota can be defined for each option, or for a group of options.
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Setting quotas

It is possible to set quotas on all the items found on a form (any form, in fact).
To set a quota, go to "Configuration / Quotas” .
The creation of a quota involves three steps:
Name the quota (e.g. "Conference dinner"),
Set the quota (e.g. "300"),
Select all the items that contribute to the quota (e.g. "Dinner for the participant” + "Dinner for an
accompanying person" + "Extra tickets for other accompanying persons".
Once quotas have been defined, a menu labelled "Quotas” is activated on the "Participants" page. It allows
administrators to track the number of orders for each item.

When a quota is exceeded, it becomes inactive (gray) on the form. Further orders cannot be made.

Fig. 83: Setting up quotas

Quotas
4 Grasse Conference registration & payment 0 50 50 o I
Set quotas on bookings . g pay v
=2 Social event on Wednesday, June 5th
afternoon
Additional forms ® Grasse, high perfumery & fine
¥ custom form 1 fragrances (min. 25 pers. -
max. 50 pers.)
X Questionnaire
&l i i ad i
(e B 5 Fréjus  Conference registration & payment 0 50 50 4
Social event on Wednesday, June 5th
X student card afterncon
¥ Proof of payment ® Frejus local preducts (oil mills,
wine estate) (min. 25 pers. -
¥ BdCde univ. max. 50 pers.)
Personalised documents New quota
X Generate personalised documents

Fig. 84: Tracking quotas

Keep track of bookings and quotas

o] o rame [ ooked 0 o | sl Quota vty
l /‘\/

Registration 1090 1091 v
Additional cost for conference Dinner (place limited to 1000)

1 Dinner

* Yes
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Fig. 85: Booked out item with a quota

Additional cost for conference Dinner (place limited to 1000)
Unit price (EUR)
No 0.00

10.00

8.4. Permissions to access a payment form

Locate the functions

Go to "Configuration / bookings & payments / Form 1 [Conference registration] / 2. Form access" .

Make sure that the payment form is active, in section 1. Otherwise, the form will not be accessible, no matter
what permissions you set.

Section 2 contains several functions, which allow you to:

- define the users allowed access,

- to set deadlines on this access,

- to prevent editing of the form, if relevant. In this case, allowed users can view their order and download an

invoice or a receipt, but they cannot edit the form.
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Fig. 86: Users' access to a payment form

#242 H. Meyer Your Account

YOour ACCOUNT
Welcome
Welcome |
personal data Key data for this account
Your Profile

This space is reserved for the display of important data linked

Student card
submission status, presentation details etc.). These will be sha

Emails sent to you available.

Abstracts & Papers

Your Submission/s

Payments

Conference registration #

Extra bookings

Allow access to all users

The figure below shows how to set the permissions so that all users can access the form.
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Fig. 87: Permit all users to access a payment form

Activate access to the form

Yes - «

When this option is set to 'Yes', a tab allowing access to the form is displayed on each us
organisers. The tab is hidden as soon as the flag is set to 'No'.

Allow exceptions: grant access to
a list of individual users identified
by their user ids

Availability period

<mm

Input: values, lists and ranges of IDs. Separators: blanks or commas. Example: 123 11-1

This option should be used when the above option is set to 'No”. It is suitable for:
» testing the form if it is being set up while the site is live, for example, if submissior]

» providing access to handpicked individuals after the deadline.

First day Last day

'#‘ | 01-01-2019 00:00:00 | | 31-12-2020 23:59:59

Restrict access to accepted
participants

<=

If this option is set to "Yes', the form will be hidden from participants whose status is no
form will be accessible to all participants.

Allow access to accepted users only

If you are using the function that flags users for participation (https://www.conference-

participate" status to the users, you can ensure that only users selected with this function can access the

form.
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Fig. 88: Permit accepted users to access a payment form

Activate access to the form Yes = «

When this option is set to 'Yes', a tab allowing access to the form is displayed on each user's
organisers. The tab is hidden as soon as the flag is set to 'No".

Allow exceptions: grant access to ‘«
a list of individual users identified

by their user ids Input: values, lists and ranges of IDs. Separators: blanks or commas. Example: 123 11-13 21
This option should be used when the above option is set to 'No'. It is suitable for:
e testing the form if it is being set up while the site is live, for example, if submissions are|

® providing access to handpicked individuals after the deadline.

Availability period

First day Last day
é | 01-01-2019 00:00:00 | | 31-12-2020 23:59:59
Restrict access to accepted Yes = «

participants
If this option is set to "Yes', the form will be hidden from participants whose status is not set t
form will be accessible to all participants.

Allow access to a small list of users, for testing

Payment forms are often set up at a later stage than the submissions. When this happens, the configuration of
the payment module occurs on a live site that is already accessed by the participants. You can restrict access
to administrators or other users involved in the setup, so that they can access the forms on their accounts to
view it and simulate payments in test mode. Once the tests are completed and you decide to go live, you can
lift this restriction and allow all, or accepted users, as described above, to access the form.

The restriction to a select number of users is shown in the figure below. General access to the form must be
disabled, while the list of authorised users, identified by their user-ids, must be provided. This list can be
modified at will, but should be erased when going live. In this example, only users 1,2, 7, 8 an 9 will be able to
have access.
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Fig. 89: Permit particular users to access a payment form

Activate access to the form

Yes - «

When this option is set to 'Yes', a tab allowing access to the form is displayed on each user's a
organisers. The tab is hidden as soon as the flag is set to 'No'.

Allow exceptions: grant access to
a list of individual users identified
by their user ids

1279 <=
Input: values, lists and ranges of IDs. Separators: blanks or commas. Example: 123 11-13 21-
This option should be used when the above option is set to 'No'. It is suitable for:

® testing the form if it is being set up while the site is live, for example, if submissions are

* providing access to handpicked individuals after the deadline.

Availability period

First day Last day

v | 01-01-2019 00:00:00 | | 31-12-2020 23:59:59

Restrict access to accepted
participants

<=

If this option is set to 'Yes', the form will be hidden from participants whose status is not set t
form will be accessible to all participants.

Notes

1. This option is only relevant if access to the form has been granted, i.e. if the form is disg|

Set time limits on the availability of the form

Access to the form can be further restricted by setting time limits, as shown in the figure below.

These can be made to correspond with your deadlines and can take your time zone into account

(https://www.conference-service.com/doc/submissions/permissions.html).

If you prefer not to impose deadlines, make sure that the time limits are set to start in the past and end after

the event.
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Fig. 90: Define an availability period for a payment form

Activate access to the form

_

Yes &

‘When this option is set to 'Yes', a tab allowing access to the form is displayed on each user's account. The text that a
organisers. The tab is hidden as soon as the flag is set to "No

Allow exceptions: grant access to
a list of individual users identified
by their user ids

Input: values, lists and ranges of IDs. Separators: blanks or commas. Example: 123 11-13 21-23.

This option should be used when the above option is set to 'No'. It is suitable for:
 testing the form if it is being set up while the site is live, for example, if submissions are open.

* providing access to handpicked individuals after the deadline.

Availability period

participants

First day Last day
Y 4 | 01-01-2019 00:00:00 ‘ ‘ 31-12-2020 23:59:59 ‘ «
Restrict access to accepted

8.5. View and edit users' orders

Locate the function

Go to "Participants / Bookings & Payments" and access the menu associated with the relevant registration

form.

This page contains an overview list of the users and their registration details. A filter, at the top of the page,

allows you to locate specific records in the list.

The most useful components of that filter are the Order status [Missing / Recorded] and the

Payment status [Completed / Waived / Pending / Refunded / Partially refunded]. and

the Invoice number.

Edit a user's registration record

Each record features an overview of the user's payment record, as well as an edit button

Clicking on the edit button leads to a page containing functions that can be used to modify a user's record and

input an offline payment into the COMS database.

Input a payment record

If a user has paid offline, by bank transfer or by check, the transaction needs to be manually input into the

COMS database.
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To do this, edit a user's record, as described above, go to "Order form" and make sure an invoice exists.
If an invoice exists, a download link should be visible.

If there is no invoice, it means that the user has created an order, but has not confirmed (registered) it on the
second tab of the payment form. In this case, you need to confirm the order on that second tab, before
inputting the payment. Once an invoice has been created, you should see the download link for that invoice.<
Go to "Input an offline payment or a refund” , input the paid amount, select the payment method and save

your input. The payment status will be automatically updated.

Create or modify an order on behalf of a user

Once users have confirmed an order and created an invoice, they cannot modify their order.

However, administrators can do it on their behalf, by editing their payment form at "Participants / Bookings &

Payments / [Payment form]" .

To do so, simply locate the user in the list, edit their record and access their payment form.

8.6. Export payment records & download invoices

Export payment records

Go to "Participants / Bookings/Payments / [Registration form] / Select the records to work on" and select
the records you want to include in the export.

Typically, you would set the filter to Order status: Recorded, to select all orders, whether pending or
completed. you can, however, limit the records to Payment status: completed, Payment status:
missing or select a single user by name, email or by their user-ID. Other filtering criteria care available.
Resetting the filter will select all the records.

Once suitable records have been selected, go to "Participants / Bookings/Payments / [Registration form]

/Work on the selected records" .
This section contains a list of the selected records. At the top of the list, you will find an export link to Excel. All

the data collected on the payment form will be included in this export, as well as the status of the payments.

Download invoices

Go to "Participants / Bookings/Payments / [Registration form] / Select the records to work on" and select
the records you want to include in the export.
Typically, you would set the filter to Order status: Recorded, to select all orders, whether pending or

completed. you can, however, limit the records to Payment status: completed, Payment status:
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missing or select a single user by name, email or by their user-ID. Other filtering criteria care available.
Resetting the filter will select all the records.

Once suitable records have been selected, go to "Participants / Bookings/Payments / [Registration form]
/Work on the selected records” .

This section contains a list of the selected records. At the top of the list, you will find a download link for the
invoices. when you click on the download link, the selected invoices are contained in a zip file that can be

saved to your computer and unzipped.

9. On-site registration & tracking

COMS provides a module to register delegates on arrival and, optionally, log their participation in various
events or on different days. It consists of two functions that can be used independently or together:
A Plug & Play module to scan QR codes issued to participants and record their arrival in the database.

A manual function to record arrivals, by setting a flag in a list.

An export to Excel contains the arrival details as well as the QR codes for all authorized participants (fig. 2).

Fig. 91: Using a scanner to register an arrival

Scanning area

Number of records Total: 388 Selected: 388 Displayed: 5

Quick filter User-Dss Part of surname or first name Apply

For selected records: Export to: [x/s] [xsx
ON SITE CHECK IN LIST RETEIElE
[ srio | e | ramentsans | checeindars | conermchckin |

Anderson 2021-12-08 13:17:55
345 Lucas, Mr Registered v
2 Finches 2021-12-08 13:17:28
Admin Completed 2021-12-08 13:17:.02
Registere v
1 Chat, Dr =i
Select Camera (2)| HD Webcam C615 Bl siorscannine
Kelly
w7
[1]- User 1 | Chat Admin 40 Paterson
[2]- User 2 | Stephen Finches Ruby, Ms ot registere

[3] - User 345 | Lucas Anderson [Presenter]
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Fig. 92: Export of the check-in data to Excel

[User-ID QR Cenference check-in  Check-in date Name Participant status

Registered 2021-12-08 13:13:16 |Mr Stephen Finches Will participate

Registered 2021-12-06 22:43:07 |Dr Marie-Bernadette Simps |Will participate

Not registered Mr Amit Agarwal Undecided

Not registered Ms Larisa Boltova Undecided

Scanning QR codes
If you are planning to scan QR codes (fig. 1), you will need to:

Construct a list of participants who are authorized to receive a QR code and use it to check in.

Activate the display of the QR codes to authorized participants and notify them by email.

Set up one or more devices (laptops, PCs, tablets) with webcams that can be used to scan the QR codes.
Note: alternatively to a webcam, you can use a smartphone to scan the codes.

Use the scanning function provided by COMS to register the participants.

Recording arrivals manually
If you are not planning to scan QR codes, you will simply need to:

Activate and display the list of participants on a suitable device in the reception area.

Identify the participants and record their arrival by setting the relevant option in a drop down list.
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9.1. On-site check-in

This page describes the setup of a scanner that can be used by administrators of a COMS site to register
the delegates for participation in the event. The delegates will present a QR code to the administrator/s who
will scan it. If the QR code is recognised as valid, the registration status of the delegate will be

automatically set to Registered.

Set up a scanner (option 1: use a portable webcam)
This is our recommended option, as it is very easy to set up and portable webcams are inexpensive.

What you need
A laptop (recommended), a tablet or a desktop computer with a USB port.
An external webcam for laptops or desktop computers, with a USB cable. The webcam will be hand-held.

An Internet connection and a browser to access the COMS site and its scanning function.

Choosing a webcam
Plug and Play devices that work without the need to install any software, are recommended. Make sure that
they are compatible with your operating system.
Since the device will be used as a hand-scanner, choose one that is comfortable to hold.

A webcam with auto-focus is a little bit easier to use, though the scanning works well without.

Set up the device
Plug the webcam in a USB port and follow the manufacturer's instructions, if any.
Log in, as an administrator, to the COMS site, on the computer you just set up, and go to to the scanning
function at "Participants / On site registration / Conference check-in" .
Find the list of users, below the filter. On the left hand-side, you will find the scanning function, which consists

of a display area and two buttons used to start and stop the scanning (Fig. 1).

Set up a scanner (option 2: use a smartphone)

What you need
A laptop (recommended), a tablet or a desktop computer with a Wifi connection or a USB port.
A smarthphone with access to an app store and a Wifi connection.
If using a Wifi connection, ensure that both devices are on the same network.

Software to connect the two and allow the use of the phone as a scanner.

Choosing the software
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There are many options to choose from. These can be found by running an Internet search for "use
smartphone as a webcam".

This will require installing software on both devices: downloading an app on the phone and installing software
on the computer that registers the users.

We have tested the software at https://iriun.com/ (https://iriun.com/), which works on the

main operating systems and phones.

Set up the device
Install the software on the devices and make sure they are connected, either by Wifi (on the same network) or
by a USB cable.
Log in, as an administrator, to the COMS site, on the computer you just set up, and go to to the scanning
function at "Participants / On site registration / Conference check-in" .
Find the list of users, below the filter. On the left hand-side, you will find the scanning function, which consists
of a display area and two buttons used to start and stop the scanning (Fig. 1). If you have more than one
camera connected to your computer (e.g. the computer's camera and your connected smartphone), you will be

able to choose the camera via a drop down list before starting the scanning.
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Fig. 93: Starting the scanner on a COMS account (Firefox)

&« ¢ @ (@ WM @ hipsuiwww.conference-service.com/demo-4/partic 1tm 5]

m Will you allow www.conference-service.com to use

our camera?

Camera to share:

HP HD Webcam: HP HD Webcam v

Don't Allow Allow nber of records Total: 37
Scan delegates' QR codé¢ _

Quick filter user-ID/s
Start scanning Stop scanning

On site check in list Refresh the list
| useo | name | |

355 Leray

Catherine, Mrs

s o
335 Sop::io: iﬂ rs
s
170 Noander

[Session Chair]

Test the scanner

Activate the scanner

Click on start scanning to activate the webcam.

Give permission to the camera
You will need to grant conference-service.com permission to use the camera. This works differently on
every browser and might require that you edit your browser settings. If this is necessary, search for permission
to enable the camera.
Fig. 1, above, shows the permissions settings for Firefox. As soon as you click on the start button, a popup
appears, asking you to select a camera and grant permission to record.

If the setup is correct and the permission to record has been granted, the webcam will start recording your
surroundings, which will be shown in the display area, below the start button (Fig. 2).

Find sample QR codes to scan

You can test the scanning on random QR codes, presented on screen or paper. These can be any codes, not

just codes generated by COMS. The decoded information, which in most cases consists of a URL, will be
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printed as text above the display area.

When a code is decoded, the scanning function emits a beep. Switch your computer sound on if you want this
feedback.

It takes a few minutes of practice to be comfortable with the scanning.

You can also test COMS QR codes by logging onto user / test accounts on a phone and scanning the codes
found on the dedicated QR code page.

Set up the check-in function in COMS

Step 1: Find the setup page for the configuration of the check-in module

Go to "Configuration / On site registration / Conference check-in" .

Step 2: Activate the check-in module
This will activate all the functions needed to manage the module.

The activation function is located at the top of the page, at "1. Activate the module™ .

Step 3: Construct a drop down list of registration statuses
This can be done at "3. Edit the drop down list of registration options™ . The resulting drop down will be
displayed for each user on the page used to register the participants (Fig. 2). It will be used to record changes
in the registration status of each person.
Before the registration, all users are assigned the default status Not registered.
When registered with the scanner, this status will automatically change to Registered.

At a minimum, the drop down list should consist of these two statuses.

It is possible, however, to add any number of options to the list, for instance Cancelled and Waiting list.

These statuses will have to be set manually.

Define a list of participants who will receive a QR code on their COMS account

Purpose of the QR code
The QR code stores data that uniquely identify a user and the COMS site of your event. No other data are
stored.
When the QR code is scanned at the event registration desk, it automatically registers the participant. It is
therefore necessary to limit the attribution of QR codes to participants who are expected to attend the event

(attendees).

Defining the list of attendees

Go to "Configuration / On site registration / Conference check-in / Define the list of attendees” .

This section contains a filter that can be used to select the users who will get a code.
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The filter consists of two components that can be combined: one, an additive filter, is used to include
users; the other, a subtractive filter, is used to exclude users. In most cases, the additive filter will be
sufficient.

Several criteria can be used to include users. For example, you can include all users; instead, you can include
participants who have completed their payment for participation in the event; you can also include participants
who have been accepted based on other criteria than payments (e.g. following an application process); you
can also include individual users. These criteria can be combined. For example, you might include participants
who have have completed their payment and add a few organisers who have not, but need to be registered as
participants.

To exclude users from the list, simply add their user-id/s to the subtractive part of the filter.

After saving the filter, a list of all the users, identified by their user-ids, will be displayed below the filter. You
can copy and paste the list in the filters of the Participants page, for checking. You can also use it to filter
the recipients of the handpicked template in the Emails module.

A\ If you are testing the module, you can set the filter to include just a few administrators, identified by their

user-ids.

Display the QR codes on the participants' accounts

Activate the display
Before the event, you can activate the display of the QR codes on the participants' accounts and notify them
by email.
To activate the display, go to "Configuration / On site registration / Conference check-in / 2. Display a QR
code that identifies the participant” .
The QR codes will be displayed on a dedicated page, accessible after login.
You can verify that the display is working correctly by accessing a few accounts at "Participants / Accounts /
View, edit user data" , making sure that you check both users who are included and excluded from the list of
attendees.

Participants who are included in the list will be able to show the code on their phone or print it on paper.

Email the attendees to inform them of the availability of the QR code
In order to target the right users, you will need to use a bulk email with an appropriate filter.
The handpicked template can be used. To set the filter, either use filter components corresponding to the filter
set for the QR code (e.g. filter for users who have paid their conference registration, if appropriate).
Alternatively, you can copy the list of user-ids displayed under the filter set at "Configuration / On site
registration / Conference check-in / 2. Display a QR code that identifies the participant” and paste it in the

filter component that applies to a list of user-ids.
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Register the attendees at the event

Set up and test one or several scanners for the registration
This should follow the setup procedure described above. If you want to set up several scanners, you will need to

provide an admin account for each scanner operator.

Navigate to the registration function at "Participants / On site registration / Conference check-in".

Two options are available to set the registration status of a participant:
Automatic registration, by scanning a QR code This will retrieve the user's record in the list, display it at the
top of the list and set the registration status to Registered.
Manual registration If a user does not present a QR code at the reception desk, you can retrieve his or her
record by means of the quick filter displayed above the list. Either input the name or user-id of the
participant. Once the record has been retrieved, you can manually set the status in the list to any of the
available options shown in the drop down list. The manual option can also be useful if you need to change an

existing registration, for instance set it to Cancelled.

Update of the users' accounts
As soon as the registration status changes on the check-in page, it is automatically updated on the user's

account, as shown in Fig. 3.

Export the list of registered participants
You can export the list of users and their participation status to Excel by clicking on the link above the list.

The filter, above the list, can be used to select the users to include in the export.

Fig. 94: A QR code being scanned

, Number of records Total: 374 Selected: 373 Displayed: 5
Scan delegates' QR codes
e e Quick filter  uUser-ID/s : Part of surname or first name :
| Il |
On site check in list Refresh the list For selected records: Exportto: [xIs] [xlsx]
mm Payment status Check-in date Conference check-in
Pearson Completed 2019-02-18 16:47:51
1 Mike, Dr Registered v
Petersen 2019-02-17 15:47:42 5
19 Louis, Or Registered v
222 Lombardi 2019-02-17 15:46:20
Aaron, Professor Notregistered ¥
sanchez 2019-02-17 15:40:15
1 simon, Registered v
Castro 2019-02-17 15:39:22
312 Sarah, Dr Registered v
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Fig. 95: An up to date registration status on a delegate's account

Registration status: Your conference identifier:
i r
Registered 4

Appendix 1: Testing the scanner setup: results of our tests

Operating systems
We have successfully tested the scanning on three operating systems: [Windows, Linux and Mac].

All performed equally well.

Browsers
We have successfully tested the scanning on the following browsers: [Firefox, Chrome, Safari,
Edge].
Edge did not perform as well as the others, but it worked. Firefox, Chrome, Safari all performed very well.
A\ Older browsers might not work. For example, if you use Safari, make sure you use at least version 11.

As of 2019, the latest versions of the browsers listed above, all worked.

Camera activation in the browser

Firefox had the best interface, presenting a popup window with all the required settings, as soon as the
camera was activated. If more than one webcam were plugged in, it was easy to swap them.

Chrome and Safari were easy to use if a single webcam was connected. To select another device than the
default webcam (for instance the one embedded in the monitor) required editing the browser settings.

Edge did not have an intuitive interface. It was difficult to change the webcam.

Computers

We tested the scanning on desktop computers and laptops of various sizes.

All worked, but smaller laptops (12 inches or less) were less comfortable to use.

Lighting

Poor lighting or light reflections from windows can hinder the decoding and might require adjustments

Webcams
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We tested three webcams [Logitech, Microsoft, Canyon].

All worked well.

Our recommendation for the choice of hardware and browser

Webcams: We would recommend a webcam with auto-focus, though all seem to work well.

Computers: Both desktop computers and laptops can be used, bearing in mind that the scanning
process is CPU intensive. Very lean, energy saving devices like Chromebooks, might be slow. Laptops,

being easy to set up and move around are very well suited.

Browsers: All modern browsers can use a camera. Make sure you are familiar with the camera settings
of the browser you choose.

Operating system: Windows, Mac OS and Linux worked equally well in our tests.

10. Emails

The configuration and management of emails sent to the users is performed on the "Emails" page, accessible
through the Emails tab, on the horizontal navigation bar. The various functions of the emails module are as

follows:

General settings that need to be configured in the initial setup.

Email alerts, used to notify administrators of specific events.

Automatic emails, sent in response to users' actions.

Bulk emails, sent to targeted groups of users by the administrators.

Notification emails, sent to notify users of their participation status or the status of their submission/s.

A mail log that records all emails sent out by the system.

10.1. Initial setup & general functions

Initial setup

These are settings that should be configured before you go live.

Set the sender of the emails
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Go to "Emails / Overview and settings / Set the sender (From:)" .
Input the conference email, for instance myconf@example.com and a display text, for instance
"Myconf 2019".

The given email address will receive the recipients' replies.

Define a signature for all (or some) emails
Go to "Emails / Overview and settings / Set the signature" .
Your input will be used to substitute the placeholder <signature>, wherever it is found.

By default, this placeholder is used in all emails. It can, however be removed, if needed.

Set the default language of the emails
Go to "Emails / Overview and settings / Default language" and make sure that the selected language
corresponds with the language selected for the site.

If two or more languages are used, the emails language should be the main / default language.

General functions

Placeholders
The emails can be personalised by means of placeholders. These are inserted in the texts of the emails
and replaced by the values associated with each user (e.g. names, submission titles, presentation details etc.).
Go to "Emails / Overview and settings / Placeholders” to find a list of the placeholders.
Two types of placeholders can be used: predefined placeholders, corresponding to standard,
predefined variables (e.g. surname, abstract title) and custom placeholders that correspond to custom
variables, created by administrators (e.g. "Food preference" or "Selected workshop").

Both types are listed on the page. They can be copied and pasted into the texts of the emails.

Audit emails
You can get copies of automatic emails sent to the users, allowing you to monitor activity on the site.
Go to "Emails / Overview and settings / Get copies of emails” and enter a list of emails that will receive

copies of all automatically generated emails.

10.2. Automatic emails

You can set up emails to be sent out automatically in response to specific actions taken by the users: when they
register an account, they submit or withdraw an abstract, upload a document, fill in a form, complete a payment

etc.

Locate the automatic emails

Go to "Emails / Automatic emails / Activate and edit the emails"” . All the automatic emails are listed on that

page.
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Activate suitable emails
Go through the listed emails and activate those you would like to use; deactivate those you do not need. For
example, if you do not wish to send an email to a user who withdraws an abstract, make sure that the template

labelled Send email on submission withdrawal is switched off.

A\ The list of emails available depends on the modules that are active. If payments are not in use, emails related

to the payment functions will not be listed.

Edit the emails
Most of the email templates are prefilled, in English, German and French. You can modify these texts to suit your

needs. Placeholders can be used to personalise the emails.

Monitor activity
Once the emails have been activated and edited, they will be triggered automatically in response to users'
actions. If you have set up audit emails, you will receive copies at the designated email addresses. If not, you

can still check the emails at "Emails / Mail log / Automatic emails™ .

List of emails on users' accounts

Users can view all the emails sent to them on their account, on a page accessible through the "Emails" tab.

10.3. Emails sent in bulk

The COMS system allows you to send emails to any group of users, at a time of your choosing. Templates useful
for specific tasks are provided, often prefilled with a standard text corresponding to the task at hand. For
example, there is a template to target authors of accepted (or rejected) submissions; another to contact all users,

etc. All the templates can be edited and personalised by means of placeholders.

Locate the bulk emails

Go to "Emails / Bulk emails" . All the templates are located in this section.

Select a suitable email template
The bulk emails section lists a number of templates that target predefined sets of users. For example, you can
find templates that target all users, all submitters, all speakers, all submitters of accepted papers or posters, all

reviewers, all presenters, all users whose registration payment is still due etc.

Edit the texts and subject lines of the templates
The email templates are provided with predefined texts and subject lines that suit the task at hand, for instance
inform submitters of accepted papers of the status of their submission. These texts and the subject lines can be

edited or replaced entirely with your own texts.

Preview the emails
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After editing and saving the text of an email template, you can use the preview function to check the list of

recipients, as well as the content of all the emails.

Send the emails and track the result
When you commit to sending the emails, these are stored in the email database where they queue to be sent

out. The mail log, accessible at "Emails / Mail log / Bulk emails™ , records the status of the task.

A\ Send an email to hand-picked users

The last of the bulk email templates, found at "Emails / Bulk emails / Hand-picked users" is designed to allow
flexible targetting of the recipients. While the other bulk emails reach predefined sets of recipients, the hand-
picked template comes with a filter that can be used to select any subset of the users. The selection of the
recipients proceeds in two steps:

First, use the filter to make a broad selection of the users, for instance all presenters whose registration fee is
still due.

Review the list of users generated by the filter and manually refine the selection.

One the desired list of recipients has been produced and saved, you can edit the text of the and its subject line,

then proceed to preview and sent the emails.

10.4. Notification emails

The COMS system allows organisers to assign a participation status to the users, as well as a selection
status to the users' submissions. The participation status can be useful for events that require the selection
of applicants, for instance for participation in courses or summer schools. The submission status is used for

selecting presentations for the agenda and proceedings of the event.

Organisers can define a list of statuses to use in both cases. Each status is associated with an email

template that can be used to communicate with users or submissions assigned the corresponding status.

10.5. Spam-prevention measures

The COMS system implements a number of measures to minimize the risk that emails sent out from COMS

sites will end up in spam filters. One of these measures, which is relevant to organizers, is described below.

file:///srv/doc/htdocs1/all.html 147/185



8/19/24, 3:36 PM COMS documentation (all)

Avoiding spam filters

To prevent emails sent from your COMS site from ending in spam filters, we have to ensure that the sender
comes from an email with the domain name of our email server (conference-service.com). Receiving email
servers check this.

Each site has a unique acronym, which we use to construct the URL of the site. For instance, a site could use
coms-site forits URL: https://conference-service.com/coms-site

The email sender for this site is therefore coms-site@conference-service. com. It contains our domain
and as such should be accepted by the receiving servers.

When participants receive an email sent out from your COMS site (e.g. coms-site), their answers are received
by coms-site@Rconference-service.com (the sender) on our server.

As soon as our server receives the reply, it redirects it to the email alias you provide in the COMS email
module (email sender, e.g. office@example. com if you use this email in COMS).

If you change the email alias, our server will redirect to the newly input email.

Fig. 96: Conference email

Emails / Overview and settings / Set the sender (From:)

Set the sender (From:)

l office@example.com ]

Display name
l COMS-2023 ] Update

This should be simple text, not an email address.
Example: COMS-2023 Conference

11. Website content

A COMS site can be used to publish content, that is either public or private. Private content is only shown to

users who log in to their account. Public content is visible to all.

Administrators can create the pages and their contents on their accounts, in the configuration module.

An editor is provided to format the content.

Placeholders can be used to insert content that is generated by the software, like the conference agenda.
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11.1. Public pages

Locate the function used to create public pages

Go to "Configuration / Text pages / Public pages" . This page contains a list of pages that are displayed, or

could be displayed, if activated, on the access page.

Fig. 97: Overview of the public pages

COMS documentation (all)

Configuration / Text Pages / Public pages

1. Overview of the pages A Top

Item Display .
Type Menu label Action Status
ID order
200 Menu Your Account y 1 Update ¥ Display on the net
header
201 Public Login/Create an account 2 Update v Display on the net
page
224 Menu Conference Programme Yy 10 Update X
header Delete. .. Do not display
223 Public Sessions Overview 4 20 Update X
page

Create a page

You can add a page by clicking on the Add a page button. This will add an item to the list and give you access

to the newly created page. The menu item and the page will not be published on the net until you make them

available with the dropdown on the right.
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Edit the content of the page

Click the link "Edit the page" to edit its content. A rich text editor is provided. You do not need to give it a title,
because the software will use the text of the menu item to create the heading of the page which will be placed
above your content.

Fig. 98: Edit the content of a page

Configuration / Text Pages / Public pages

Edit the content of a page: "Theme of the conference"

2l [Bsource @ [ @ & - Q5B
B I UGS x x|= = E 9 E E £ E | = ™= Q=
Format - | Font - | Size - A- - &9

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vivamus pellentesque odio tellus, quis laoreet nibh ultrices non. Morbi t
facilisis massa erat sit amet nisl. Vivamus cursus mollis lacus, pharetra dapibus magna rhoncus id.

» Aliquam eget nisi sagittis, suscipit lacus non, convallis orci. Nunc dolor augue, lobortis non accumsan at, auctor eu ex. £
turpis magna, volutpat vel augue vitae, dapibus pretium diam. Integer felis nisi, iaculis ut mattis ac, lacinia vitae libero.

» Praesent vel convallis nibh. Etiam iaculis nunc sit amet tincidunt finibus. Aliquam erat volutpat. Nam tempus at lorem no
sollicitudin non. Proin suscipit interdum dolor sit amet mattis. Donec sit amet scelerisque nunc.

* Nulla finibus malesuada purus, quis lobortis augue pretium massa.

Praesent ultricies neque vitae consequat molestie

Aliguam id purus a lorem vehicula mattis eget vel massa. Cras vitae metus vel justo tel
scelerisque. Ut eget nulla non metus vehicula interdum id et ante. Nam neque sapien, fi
O vel metus sed, accumsan suscipit nisi. Mauris elementum, odio suscipit ullamcorper ef
gravida bibendum nulla, id interdum mauris consIactetur eget. Fusce pretium laoreet blal
venenatis tortor sit amet bibendum vehicula. Aliquam placerat porta massa in hendrerit.

Aenean sodales a risus eu sagittis. Vestibulum fermentum tristique sapien, vitae pulvinar sapien eleifend non. Etiam libero mi, it
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Fig. 99: View of the resulting page
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YOUR ACCOUNT

Log in / Create an account

ABOUT THE CONFERENCE

Information
Theme of the conference I

Venue

Conference Programme

Sessions Overview
Detailed Agenda

Browsable agenda

Position the page in the side menu

After saving the page, return to the overview list. You can change the position of the page relative to other pages

by modifying the value of its order parameter.

Group pages into sections

You can group related pages in sections identified by headings. Headings can be created in the overview list of

pages by clicking on the button labelled Add a header to the menu. This will create a new entry at the

Theme of the conference

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vivam
fermentum leo, dapibus facilisis massa erat sit amet nisl. Vivar

‘Aliquam eget nisi sagittis, suscipit lacus non, convallis or
ultricies. Nulla turpis magna, volutpat vel augue vitae, d:

® Praesent vel convallis nibh. Etiam iaculis nunc sit amet t
lobortis dolor sollicitudin non. Proin suscipit interdum d

e Nulla finibus malesuada purus, quis lobortis augue pret

Praesent ultricies neque vitae consequatr

Aliquam id purus a lorem v
imperdiet scelerisque. Ut g
O Quisque turpis nisl, cursus
ante, in blandit est risus se:

eleifend mollis tortor, a acc
hendrerit. Mauris laoreet nisl lectus, eu mollis orci pulvinar ut

Aenean sodales a risus eu sagittis. Vestibulum fermentum tris
Donec id enim quis sem venenatis semper. Pragsent ac erat ni
imperdiet, id laoreet magna blandit. Quisque dignissim id aug
Etiam ornare nec neque eu vulputate. Vivamus magna arcu, fe

bottom of the list. Input the text of the heading, set its order value and save.
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Fig. 100: Content grouped into sections

YOUR ACCOUNT

Registration

Log in / Create an account I If YOU do noth

Create an account

ABOUT THE CONFERENCE

You need to have a user.,
Information event.

Theme of the conference

Opening a user account
Venue P g

administrate your submi:

Conference Programme

) i A valid user account is al
Sessions Overview

reviewer, editor or admin
Detailed Agenda

Browsable agenda Open an account ant

You will be able to edit o

Publish / unpublish a page or a heading

Use the dropdown located on the right hand side of the page or heading you want to publish. Select a value and

save. Possible values are: Publish on the net / Do not publish.

Images and links

You can insert images and links to documents in your text. To insert a picture, you need to upload it first at
"Configuration / Texts / Insert links & pictures”. Once this is done, you can insert the pic in the editor and publish

it on the page.

Publishing content generated by the software

You can publish generated content by inserting the relevant placeholder in the content of the page. For example,

the placeholder {detailed agenda} will be replaced by a detailed view of the conference prrograme. Text can
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be added above and below the placeholder. A list of available placeholders is provided under the overview list of

pages.

Fig. 101: Use of a placeholder to insert content generated by the software

Configuration / Text Pages / Public pages

Edit the content of a page: "Detailed Agenda"

el B souce [@ @ @ | & - Q bty E I
B I US| x x*|[);= : M| =z = == We ™ m = Q=
Font ~ | Size - | A- B~ &) ?

Format v

{detailed_agenda}

body
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Fig. 102: View of the resulting page showing the detailed agenda

You are not logged in

YOUR ACCOUNT

Log in / Create an account

ABOUT THE CONFERENCE

Information
Theme of the conference

Venue

Conference Programme
Sessions Overview
Detailed Agenda

Browsable agenda
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Detailed Agenda

Friday, 15th May, 2020

11:00 - 12:00 Session: Plenary lecture 1

11:00

11:00

13:30 - 16:00

13:30

Room: Large Conference Room
Chairls: Nathan V. Zhou

Fr-PL1-01

Maecenas eu purus quis neque consectetuer laoreet ip
Elias Madsen 1, Maia It6 2, Lisa Maes 2

1 cras Inc, Meret, Malta, 2 Auctor Organisation, Taor-Ma

Fr-PL1-02

Lorem ipsum dolor sit amet, consectetuer adipiscing el
Baldzs Huber 1, Balazs Lombardi 2, Nathan Jiménez 3

1 Eu Inc, 2 Sed Inc, 3 Cursus Organisation

Fr-PL1-03

Ut dictum, turpis venenatis pellentesque sagittis, odio
massa, at ultrices ante ante ut arcu

Matéj Saitd 1, Sara Smit 2, Alexander Liang -2
1 Egestas GMBH, 2 Dictum Organisation

Session: Session 2 - Oral presentations - Topic 7
Room: Hall B
Chairls: Chloé F. Leroy

Fr-s2-01
Curabitur ac risus id turpis malesuada blandit
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Fig. 103: View of the resulting page showing the detailed agenda on a phone

12. Exports

COMS documentation (all)

Friday, 15th May, 2020

11:00 - 12:00

Session: Plenary lecture 1
Room: Large Conference Room
Chairls: Nathan V. Zhou

11:00

Fr-PL1-01
Maecenas eu purus quis neque consectetuer
laoreet ipsum

Elias Madsen 1, Maia Itd 2, Lisa Maes 2

1 Cras Inc, Meret, Malta, 2 Auctor
Organisation, Taor-Mazu, Grenada

Fr-PL1-02

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit

Balazs Huber 1, Baldzs Lombardi 2, Nathan
Jiménez 3

1 Eu Inc, 2 sed Inc, 3 Cursus Organisation

11:00

Fr-PL1-03
Ut dictum, turpis venenatis pellentesque

sagittis, odio ipsum commodo massa, at
ultrices ante ante ut arcu

Three types of exports are described in this section:

Exports of data collected on forms

These refer to the profiles, submissions, reviews, registration and payment records and custom forms set up

by admins.

Filters are provided to select subsets of the records.

The data can be exported to various formats (Excel, CSV, HTML, PDF and MS-Word).
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Downloads of files uploaded by the users

These refer to uploads related to the users and uploads related to the submissions.

Currently, there are three available uploads for collecting user documents. They can be customised by
administrators.

For each submission, organisers can collect up to three files (extended abstracts, full papers and
presentations). All of these files can be included in the interactive agenda and downloaded by its users.
Uploaded files can be downloaded as a zipped file containing all the files.

Filters are provided to select subsets of the uploaded files.

Exports and downloads of data generated by the software

Invoices and receipts.
The conference proceedings.
The conference programme (agenda), in various forms.

Personalised documents (certificates of participation).

12.1. Data exports

Exporting the abstracts

Excel and CSV
First option: export all abstracts
Go to "Exports / Submissions / Export to CSV or Excel / All submitted abstracts" and click on one of the
links to export all the abstracts found on the site, either to Excel or CSV.
Second option: export a subset of the abstracts
Go to "Submissions & reviews / Abstract selection / Accept or reject submission / 2. Accept, reject
submissions one by one" . This page displays a list of submissions which is used to select and classify
abstracts and papers. At the top of the list, you will find several export links, including links to export the
abstracts to Excel. The records selected for exports are defined by the filter at the top of the page. If the filter is
cleared, all abstracts are exported. After setting the filter, you should be able to export any subset of the

records, for instance, all accepted abstracts, or all accepted posters, etc.

HTML and MS-Word
First option: export the abstracts in various sorting orders
With the option, you can export either all abstracts, or all accepted abstracts, to either HTML or MS-Word. You
will be able to choose the order of the abstracts. Go to "Agenda & proceedings / Book of abstracts

(independent of the agenda) / Export the book of abstracts / 3. Export the abstracts in the desired order" .
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You will be presented with a series of download links corresponding to the available formats (HTML or MS-
Word), the selection of abstracts (all or accepted) and the desired order (e.g. presenters' name, submission ID,
preferred type of presentation and by presenter name etc).

Second option: export a subset of the abstracts

Go to "Submissions & reviews / Abstract selection / Accept or reject submission / 2. Accept, reject
submissions one by one" and find the export link to HTML: For selected records: Export
submissions: [xlsx] [HTML] [MS-Word] . Clicking on the link will export filtered abstracts to a single
HTML document. Before the export, you can set the filter to select the needed abstracts at "1. Select the

submissions " .

To be continued...

13. Managing the site

13.1. Log in to a user's account

Every function on the site is subject to permissions. These might depend on a users' function or status and can
change over time. For instance, by default, only authors of accepted abstracts are able to upload a full paper
once administrators activate this function. Further restrictions might apply if the administrators set a deadline for

the upload.

It is therefore important for administrators to be able to check the setup of the site at any time. To this end, they
are allowed to log in to users' accounts and take a tour of the site. In some situations, you might need to visit
more than one account to check that your setup is correct. For example, you might want to see whether authors
of accepted submissions are able to upload a full paper and verify that those of rejected submissions are not

able to do so..

To access a user's account, go to "Participants / Accounts / View, edit user data" , locate the user in the list and
click on the link labelled Access this account (Fig. 1). The filter at the top of the page can help select the

users

If a user is logged in when an admin tries to access the account, the admin will be warned and will be able to

cancel the login.
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Fig. 104: Log in to a user's account

LIST OF PARTICIPANTS

For selected records: Exportto: [HTML] [xIs] [xlsx]

“ﬂ —

13.2. Handling users' login issues

administrator

Access this account 66 Kaczmarek convallis@semper.de Submitter Profile
@ Matias N., Mr Submissions

Delete... R —
(Nec AG) {'J [43]

Access this account 3 Kaminski nibh@suscipit.cn Submitter, Profile

Delete Lucas K., Prof System Submissions

I (Pellentesque administrator [107,106]
University)

Access this account 2 Morel marc.morel@gmail.com Submitter, Profile

Delete Marc L., Dr Reviewer, Submissions

— (Altman) System [110,122]

Occasionally, users report problems logging in to their COMS account, requiring admin support. This page details

the logic to follow in order to resolve the issue. In a nutshell, there are multiple possible causes to login

problems, so admins need to first gather relevant information that will point to the root of the issue.

Diagnosing the issue

In many cases, the user's report is too vague to identify the cause of the problem: "I am unable to log in to my

account". Here are questions admins can ask in order to locate the issue prior to solving it.

Question Diagnosis
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Does the user have an account
on the site?

Is the user accessing the
correct URL?

Is the Internet accessible or is
the COMS server down?

Is the problem occurring when
using the login box?
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COMS documentation (all)

This should be the first thing to check.

1. The user might think that the account exists when it does not, for
instance, if an admin was meant to create it on their behalf.

2. The account could have been deleted, for instance, by another admin.
3. The account might have been created with an alternative email.

To locate the user, an admin should navigate to "Participants / Accounts /

View, edit user data” and use the filter at the top of the page to locate the
record. Search for the user's email address or part of it (e.g. its domain). If
no record is found, the admin could search for the user's name, or part of it.
This could turn up a record created with a different email address. The user
might not remember this.

Occasionally, though rarely, the user might be trying to access the wrong
site, for instance, the site of last year's event or the membership site that is
referenced on your conference website.

If the COMS site is not accessible, but other Internet sites are, there might
be a problem with the COMS server. The admin can check this on their side:
if they can access it, others should be able to access it too, provided the
Internet is up and running in their location.

If the problem occurs after the user submits credentials to the login box and
the admin has determined that a record exists for the user, the admin can
narrow down the problem to one of three possibilities:

1. The email provided is incorrect. If this happens, the software will display
the following error message: "There is no user-id or email

address corresponding to your input".

2. The password provided is incorrect. In this case, the following message is

displayed: "The password you have provided is incorrect.
Please try again".

3. The login function is blocked for a few minutes after 5 unsuccessful
attempts. A message explaining this is displayed in this case, so it is unlikely
to trigger a request for support.

Ask the user to describe the message they receive or ask for a screenshot.

Note regarding the input of login details: if there are blanks added before or
after the email or password, they are removed by the software, so they
should not be an issue. However, sometimes, an invisible, non-blank,
character can be pasted along, in which case the input is seen as wrong by
the software (because it is) and correct by the human who copied and
pasted it.
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Once the issue is narrowed down to a problem with the login function, the following solutions can be offered.

Identified issue

The login function rejects the
supplied email

The login function rejects the
supplied password

The email with the password
reset link is not received

Possible solution

Check the user's record, as described above. If a record exists for the user,
with a different email address, the admin can, after consulting the user,
change the email by editing the user's profile by navigating to "Participants
| Accounts / View, edit user data" .

The user can use the password reset function accessible under the login
box. They will be asked to provide the email address associated with their
account. The software will either find the record and send the email or inform
the user that the supplied email address is not associated with any account.

An admin can verify that the email was successfully sent out by navigating to
"Emails / Mail log / Automatic emails” . If the email is flagged as sent, but
not received, it might indicate that the receiving server rejected the incoming
email (flagged as spam or erroneously associated with a blacklisted sender).

1. The user could be advised to check their spam folder, or ask their IT
personnel to check and ensure that the COMS domain (conference-
service.com) is not blacklisted.

2. An admin can access the profile of the user (see Log_in to a user's

account (https://conference-

service.com/doc/admin/admin_access_account.html)), set a temporary

password on their behalf, then email this password to the user. This will
allow the user to log in and reset their password on their profile page. If the
user is not receiving emails sent from the COMS site, the admin should use
an alternative way to reach the user.

14. EMBO hybrid platform
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Organisers of EMBO-sponsored events can offer virtual attendees a platform for online participation. This
platform consists of an agenda with embedded Zoom meetings and a chat that allows participants to
interact with each other and network. On-site audio visual technicians can easily integrate their recordings

in the agenda. Both the agenda and the chat are created by support staff.
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14.1. About the EMBO platform

Presentation

The hybrid / virtual platform consists of a single page app accessible from the conference management site
allocated to the event.

The agenda, on the left hand-side of the screen features a cover page, the program with embedded Zoom
sessions or their recordings. Sponsors' logos can be added.

The chat on the right hand-side lists all the participants, who can message each other and participate in
discussions and Q&As.

Once participants access the platform, they can freely move about, interact with other participants, view the
agenda, access Zoom sessions and recording, without having to use passwords.

The platform integrates tightly with the conference data (participants, agenda) and can be created on short
notice.

Participants are automatically registered to the platform.

The agenda is based on the agenda created by the organisers.

Axons 2021: Structure and function Browse Search Bookmarks

X £ X

AGENDA & PROCEEDINGS

EMBO Workshop Axons 2021: structure and function s Virtual « 04-07 October, 2021

/s

Workshop ‘.

Dear colleagues,

years ago. From the 0 2S0rt we would 2lcome you auring

Lucca. Unfortunately.

g Covid-19 p.

please feel

it paid to that — althout at

during the workshop and enjoy a glass of your fa

irte Itahan wine! Instead, we're making the most of the circumstances to bring you
a virtual meeting with all the same scientific content and — we hope — plenty of opportunities to interact, all from the WiFi-supplied

ocation of your choice.
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Chat

# All messages

& Private messages
@ Mentions

#* Starred messages

@ Recent topics

STREAMS
Contact the organizers
How to use this chat

Mews And updates

Thu-POSTERZ2

Wed-ORALL
Lisa Maes
Matéj Saito
Balazs Huber

Wed-ORALZ

Wed-ORAL1

Wed-ORAL1

‘E .

382 Q&A for We

Lisa Maes

Chat bot

In this space, you can send questii

Amit Patel

Thanks for a very thought-provok
between lorem and the rutrum in
Matéj Saitd

Could it be that lobortis loss durin
gets thinner, its capacitance wouls
limiting energy requirements?
Sofie Thomsen

Great Talk, would you expect dign

Lisa Maes

Maté] Saito | said:
Could it be that lobortis loss di
lobortis gets thinner, its capac

This page describes the steps taken to create the virtual platform before the event.

Initial setup

As a first step, the platform will be created and made accessible to organisers (fig. 1).

To access the platform, users will need to log in to their COMS account, at https://conference-

service.com/{conference-acronym} and find the access link, on the left side of the page (fig. 2).
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Fig. 105: A virtual platform
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Fig. 106: Accessing the virtual platform

uso | EMBO EMBO Virtual Con
(§ M =i | Workshop

#1 W.Mandl [System Administrator] Your Account
Logout

Welcome

YOUR ACCOUNT

Welcome | General Instructions

Personal data

Profile

EMBO ,, *%

Messages

Abstract Submission

Virtual platform

How to use the platform

About the chat room

Access the virtual platform

Welcome to the EMBO Virtual Conference Demo!

ference Demo

Virtual » Conference Dates

Key data

This space is reserved to the display of important data
(invoices, submission status etc.). These will be shown as they
become available.

Registration of the participants to the chat

Support staff will register all the participants to the chat and make sure that new users are also added to the

chat as soon as they create an account.

Users registered on the platform will be able to access it by clicking on the access link displayed on their

account (fig. 2). Once on the platform, they will be able to freely access the agenda, the Zoom sessions and

the chat. They will be able to see the list of participants (fig. 3) and send them messages.
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A support stream (channel), only accessible to organisers and admins, will be created in the chat. This will

allow organisers to follow the development of the platform and provide input when needed.

Fig. 107: List of registered users on the platform

1 Q&Afor Wed-ORALL
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Jeught-provoking talk! | was wondering if there are any structural similarities
1the rutrum in enim commodo?

wortis loss during states of hendrerit would be a negative feedback? As the lobortis
1acitance would increase, limiting conduction and spiking frequency, therefore
uirements?

'ou expect dignissim interdum te change upon bibendum?

lobortis loss during states of hendrerit would be a negative feedback? As the
nner, its capacitance would increase, limiting conduction and spiking frequency,
1g energy requirements?

t&] . Although we found no obvious change in the peak tincidunt and facilisi
wpor currents, we did observe an increase in their interdum. Faster kinetics could
he increase in AZC pharetra auctor.

tid:
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2d to verify this. We are planning a fermentum to do just this, next year.

i

@ Amit Patel

& Aleksi Thomson
@ Amy Ruiz

& Aneta Svoboda
& Anna Dubois

@ Anna Matsumato
& Anna Thomsen
@ AnniVesely

@ Arthur Van Dijk
& Arttu Girard

@ Boglarka Garcia
& Camille 5aitd

@ Emily Molina

& Emma Itd

& Enzo Morales

@ Fabian Willems
@ Filip Zhou

@ Frederik Kudera
@ Gulia Wajcik

& Hannah Matsumoto

@ Jonas Smirnov

Creation of the agenda

Organisers will be asked to provide a link to the Google sheet used to create and update the agenda published
on the EMBO site. Support staff will use the data to create the agenda on the platform. Note that the provided

Google sheet will only be accessible in read-mode.

14.3. During the event: managing the platform

Managing breakout rooms

This section details the steps organisers need to take in order to allow presenters and attendees to
effectively use the breakout rooms. While the breakout rooms can be created ahead of the event, the

options needed to allow presenters to upload their posters and to allow participants to freely move between
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rooms, can only be implemented after starting the meeting, using controls available in the Zoom window.

The required steps are described below.

Step 1 - Presenters' access

Ahead of the session, contact the presenters and let them know that they should be ready to upload / share
their presentation before the meeting. This means that they should be able to access the breakout rooms
before the scheduled time and understand the upload procedure. To access the Zoom meeting, they will need
to log in to their COMS account, access the platform and find the Zoom link in the agenda. An admin needs to
start the session to allow them access. Steps 3 and 4, below, will also need to be ready before they access the
meeting.

Step 2 - Start the meeting

Start the meeting, well before its scheduled time, by means of a start link (] (https://conference-
service.com/doc/agenda/zoom.html#5), then perform steps 3 and 4, before letting the presenters in.
Since Zoom meetings can last up to 30 hours once started, feel free to start a couple of hours in advance, so

that speakers have enough time to prepare their room. If you want to prevent access by attendees during the
preparation phase, you can enable the waiting room function (fig. 1). Once the meeting is set to start, you can
disable the waiting room and let all visitors in.

Step 3 - Allow speakers to share their presentations

After starting the meeting and entering the session, find the "Share screen" button in the toolbar, at the
bottom of the screen and access the settings linked to that function (fig. 2), by clicking on the arrow next to the
button. Allow all participants to share, so that the presenters can upload their posters, slides or videos inside
their allocated rooms.

Step 4 - Allow free movement during the session

For this, find the "Breakout rooms" button in the bottom toolbar (fig. 3), click on it and look for the settings
button, which looks like a cogwheel, in the bottom left corner of the popup screen. Select "Allow
participants to choose room", then click on "Open all rooms".

Step 5 - Invite the presenters to access their rooms and upload their presentations

The presenters should be present on the platform ahead of the session. After accessing the meeting, they will
simply need to use the "Share screen" function in their allocated room in order to upload their
presentation.

Step 6 - Allow all participants to access the meeting

Although participants will see the scheduled time of the session in the agenda, it might be useful to post an
announcement in one of the streams of the platform chat, for instance the one labelled News and Updates. Be

sure to disable the waiting room setting for free access.
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Fig. 108: Allow / disallow attendees' direct access during a Zoom session by setting a waiting room: click

on the Participants button in the bottom toolbar, to access the setting.

= View

Participants (1)

@ Meeting chair (Host, me

Invite Mute All
Ask All to Unmute
Mute Participants upon Entry

Meeting chair v Allow Participants to Unmute Themselves

4 - w- : { . Allow Participants to Rename Themselves
Mute 0 c S 2
Play sound when someone joins or leaves

Enable Waiting Room

Lock Meeting

Merge to Meeting Window
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Fig. 109: Enable screen sharing for the presenters: click on the arrow next to theShare Screen button to

access the setting.

i View

Advanced Sharing Options.

Who can share?

Only Host O All Participants

Who can start sharing when someone else is sharing?

© Only Host All Participants

Meeting chair
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Fig. 110: Enable participants to move freely between breakout rooms: click on theBreakout Rooms button,

then on the cogwheel, in the bottom left corner of the popup, to access the setting.

& View

Breakout Rooms - Not Started
~ Alexander Egorov
~ Sara Rubio
~ Daan Michel
~ Tereza Nielsen
~ Michael Ferrari
~ Marie Nakamura

v Lukas Delgado

Allow participants to choose room
Allow participants to return to the main session at any time

Automatically move all assigned participants into breakout rooms

Auto close breakout rooms after minutes
Countdown after closing breakout room

Set countdown timer: | 60 seconds -

Recreate Add Room Open All Rooms

14.4. Breakout rooms: speakers' access

Virtual posters / Meet the speakers

The COMS virtual platform uses Zoom breakout rooms for Virtual posters sessions and Meet the speakers

sessions. This page details the steps speakers need to take in order to access their breakout rooms and
upload their presentations.

Step 1 - Access the virtual platform

You will need to access your allocated Zoom room before the scheduled time of the session, in order
to upload your presentation and get ready for visits from the participants. To access the virtual
platform, first log in to your COMS account, which you used to submit your abstract (fig. 1). The login
page for your COMS account is reached via a URL that looks like this: https://conference-

service.com/{conference-acronym}.
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If you do not know the URL of your event, you can access it on the EMBO page used for your event.

Simply find your event at https://www.embo.org/conferences-training/#/

(https://www.embo.org/conferences-training/#/), then click on the registration button

labelledonline application (fig. 2). A password recovery function is accessible on the login box.

Once logged in to your account, you should find a link to the platform, on the left hand side of the

page. Use it to access the platform (fig. 3).
Step 2 - Locate your session in the agenda and access the Zoom meeting

The virtual platform consists of a screen split in two parts, with the agenda displayed on the left hand

side and a chat displayed on the right hand side (fig. 4).

Navigate to your session in the agenda, on the left. A zoom meeting should be displayed. It will be
accessible as soon as the organisers start the meeting. You can use either the web embed or the
Zoom app to access it (fig. 5). If feasible, use the app, as it provides better functionality for speakers.
With the web app, accessed through the web embed, sharing your screen might be more difficult, as

suitable permissions must be given to your browser.

If a problem occurs, for instance, if the Zoom session is not displayed or the session is not yet
started, you can get in touch with the organisers in the chat, in the stream labelled "Contact the

organisers" , or by email.
Step 3 - Navigate to your allocated breakout room

Once in the Zoom meeting, you should be able to access the breakout rooms by clicking on the
"Breakout rooms" button in the bottom toolbar (fig. 6). The breakout rooms are identified by the

speakers' names. Find your own and access your room.
If you do not see a "Breakout rooms" button, get in touch with the organisers.

Once in your breakout room, use the "Share screen" button to upload your presentation. You

should then be ready to present and discuss your poster with visitors.

Attendees will be able to freely navigate to all the rooms, as soon as the organisers let them in.
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Fig. 111: The login page of a COMS site

(EE\)IBO EMBO Birth and fission of cellular compartments

Workshop Bilbao, Spain » 25 - 29 July 2022

You are not logged in

) CONTACT

Please register/apply below- thank you!
please contact:
Conference email

If you do not have a user account If you have a user account
WEBSITE
LOG-IN BELOW
The user registration for this conference is closed! Email o user-ID Homepage
Password
l o]

Click here to reset a lost password

Fig. 112: Access the COMS site from the EMBO website

EMBO LOCATION ~ CONTACT ~ REGISTRATION ~PROGRAMME ~ SPEAKERS ~ ABOUT

Workshop

EUR 200 EUR 250 EUR 350

ONLINE APPLICATION

On-site registration includes:

« Admission to the venue
« Unlimited access to the online platform of the meeting (see below)
« Conference material

« Allmeals and coffee breaks

« Social events

* Accommodation is not included. If you wish to stay at the workshops' hotel (Barcelo Nervion), you must confirm your booking during
the registration process before 1 June 2022

Virtual registration includes:

Al talks by the invited speakers will be streamed live and most will be available on-demand for one week after the meeting. Interactions
with the invited speakers will be possible via Q&A i the chat. The abstracts from online participants selected for talks will be
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Fig. 113: Click on the access link, on the left, to access the platform
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Fig. 114: Example of a virtual platform, with the agenda on the left and the chat on the right
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Fig. 115: Locate your session and Zoom meeting in the agenda. Access the Zoom meeting, preferably with

the app.
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EMBO Hybrid Conference Demo Browse Search Bookmarks

Tue, 1 Feb Thu, 3 Feb

1:00 PM - 200 PM  Poster Session 1
[Eurcpe/Vvienna]
You can visit the poster presenters in their individual breakout rooms. Enter the main meeting room by clicking the link (please use
the link that opens the Zoom App, breakout rooms only work well when using the App), then enter the room that you want to visit.
You can move freely between the rooms.

EMBO
SN—

° \Wed | 13:00 | Poster Session 1

Join the meeting in the Zoom app

If you prefer to join the meeting via the Zoom App, please use the link above and make sure
that you have the latest version installed. To remain in the browser, click on the arrow
ahove.
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Fig. 116: Access your allocated breakout room and upload your presentation by means of the Share
screen button.

Breakout Rooms - In Progress

Alexander Egorov
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15. Mobile app

This section describes the mobile app and details the management of the app by organisers.

15.1. About the mobile app

Overview

Available functions
Detailed agenda
Chat and video chat
Discussion forum

Custom content
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Push notifications
Book of abstracts with a search function
Participants management
Accounts are created for all participants by the conference management system.
Admins can create / add users through an Excel upload.
Filters are provided to control the creation of the accounts.
All participants are listed on the app by name and affiliation. A search function is provided. Presence
indicators show who is online.
Agenda
If the agenda is created on the COMS platform, it is automatically available in the app.
Changes to the agenda are automatically ported to the app.
Links to virtual sessions and their recordings can be displayed in the agenda
Links to posters can be displayed in the agenda

Participants can build their personal schedule and send questions to the speakers
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Visual guide

Fig. 117: Home

Cellular Structure and Function

Vienna, Austria * 15-17 May, 2024

Dear colleagues,

Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Illud dico, ea, quae dicat, praeclare inter se cohaerere.
lam id ipsum absurdum, maximum malum neglegi. Haec
dicuntur fortasse ieiunius; Sed nunc, quod agimus; Duo
Reges: constructio interrete.

Donec mollis sapien eu leo viverra, quis faucibus diam
ultrices. Nunc nisl urna, ornare a quam id, euismod
suscipit ipsum. Aenean dictum, risus quis ornare mollis,
ex velit porta nisl, et auctor enim arcu sed arcu.

Erit Nihil, Vienna
L] a8 £22) a 2

Home Agenda Forum Participants Settings

COMS documentation (all)

Fig. 118: Agenda

< Session 8

11:30 SESSION 6: QUISQUE DIGNISSIM NULLA AT
13:15 ALIQUAM VESTIBULUM
[1 Location: Room 203
Chair/s: Aaron Sgrensen

11:30 Wednesday Session 6-01 >

Q&A Aliqguam magna lectus, imperdiet sit amet,
malesuada vel, malesuada tempus, felis

le Dominguez 4]
Non GMBH

12:00 Wednesday Session 6-02 >

Q&A  Curabitur rhoncus, felis ut malesuada
egestas, mauris augue scelerisque magna,
nec tempus enim enim eu odio

S 8
Nisl GMBH

12:15 Wednesday Session 6-03 >

Q&A Vivamus mi dui, consequat in, tempus quis,
accumsan vel, ipsum

Laoreet University

12:45 Wednesday Session 6-04 >

Q&A Suspendisse in neque nec magna varius
condimentum

&

Ipsum Organisation

f© ] 10 a 2
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Fig. 119: EMBO Agenda
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Fig. 120: Agenda: abstracts

Programme Speakers Abstracts
Day 1|26 September 2023 +
Day 2 | 27 September 2023 +
Day 3| 28 September 2023 +
Day 4 | 29 September 2023 x
09:00-10:25

Session 6: Centrosome crosstalk with other

cellular structures

09:00-09:20
Mechanisms of RNA localization to centrosomes

Dorothy Lerit

09:20-09:40
TBD

Jens Andersen

09:40-09:55
f ] # a 2
Home Agenda Forum Participants Settings

Full Agenda My Agenda Abstracts

IVestibqum et I (Search)

Number of abstracts: 8 / 80
QICWUMSL. VIVammus Venenaus. Praseinus CoNgue purus sit
amet tortor. Nam fermentum eleifend nisl.

#3

Submission 43

Cras at sapien sed nisl tempor porttitor

Matias Kaczmarek

Nec AG

Vestibulum tempor massa. Nulla vestibulum lectus tempus
arcu. Phasellus pretium dui et justo pellentesque pulvinar.
Fusce lectus. Vivamus sit amet massa vitae ligula
elementum posuere. Fusce sem. Quisque eget augue sed
lectus tincidunt posuere. Donec porttitor. Fusce non pede.
Duis lacinia elementum augue. Pellentesque nisi.
Vestibulum et tellus a tortor sodales pretium. Curabitur
ullamcorper est. Nam congue.

Vestibulum luctus, mauris vel dignissim tristique, dui diam
pretium turpis, at tempor elit velit et eros. Aenean egestas
imperdiet orci. Praesent fringilla ornare neque. In placerat,
ante in suscipit feugiat, libero nisi blandit eros, ut sollicitudin
pede mi ac felis. Morbi varius. Aenean lorem nibh, hendrerit
fringilla, bibendum non, egestas id, dui. Sed sed ipsum.
Nunc auctor pharetra eros. Mauris tempor, velit nec dictum
pellentesque, nisl risus molestie ipsum, non ultrices odio
eros hendrerit nisi. Sed ut neque. Integer vitae diam. Cras sit

L a qﬂg;:. 2

Home Agenda Forum Participants Settings
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Fig. 121: Forum: overview

Streams Dig

# Contact the organizers
How to use this chat

News And updates

# data updates
# Monday Session 1

Sponsors

Thursday Session 8

Thursday Session 9

Tuesday Poster
# Tuesday Session 2

Tuesday Session 3

Tuesday Session 4

Wednesday Session 5

Wednesday Session 6

Wednesday Session 7
ALL STREAMS >
L a 10 a 2
Home Agenda Forum Participants Settings

COMS documentation (all)

Fig. 122: Forum: messages

2 unread messages Mark all as read

# Tuesday Session 4 ®
:= Filter by speaker / topic >

Tereza Nielsen May 5

Julie Kelly 9:46 PM

Alias vero omnis pariatur porro animi dolor. Non
minus nam et. Ducimus aut illum est porro repellat
magni et.

Illo qui et non dicta inventore. Quis quia eveniet vitae
reiciendis quidem quo natus dignissimos. Ipsam
magnam voluptatem ullam suscipit amet. Harum
officiis quo necessitatibus expedita dicta itaque
autem ipsum. Omnis quia enim eligendi eum. Magni
accusamus saepe ut provident qui doloribus.

@ Adam Novotny 9:46 PM

Magni debitis autem tempore. Repellendus enim nihil
quia ipsam id pariatur deleniti. Architecto
consequuntur alias et dolores non iste aut et. Autem
dolor qui minus ut similique iste magnam unde.
Beatae deleniti sit molestiae ut assumenda veritatis
non.

Consequatur dolorem nulla sed reprehenderit.
Consequatur quis aliquam magni quibusdam velit
nam nam. Pariatur eligendi esse quaerat. Velit
architecto fugit esse in. Est commodi distinctio enim.

()

f ] £ ) a 2

Home Agenda Forum Participants Settings
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Fig. 123: Participants
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Fig. 124: Your private messages

Active

Ao

Ne

Ve
L ]
Ne o7

f

Home

o ®

w Aleksi Thomson
%3® MRC Laboratory of Molecular Biology

SN Amy Ruiz

Biozentrum of the University of Basel

Aneta Svoboda
Institut Curie / IPGG

~ Anna Dubois

Indian Institute of Engineering Science and Technology,
Shibpur

Anna Matsumoto

) University of Wroclaw

Anna Thomsen
Vanderbilt University

Anni Vesely
Francis Crick Institute

Arthur Van Dijk
Yale University

Arttu Girard
Tata Institute of Fundamental Research

Boglarka Garcia
Yale University

Camille Saito
Nanyang Technological University

Emily Molina
8 H# % 2
Agenda Forum Participants Settings

& Your private messages

. Amit Patel
& COMS GesmbH

p Adam Novotny
e

Saarland University

L ] 10 a 2
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Fig. 125: Settings

@ Ruby Paterson

Max Planck Institute of Molecular Cell Biology and
Genetics

40@coms.app

Participant

C View profile

) (o )

7

Settings )

C Switch account > ( Log out )

f 8

Home Agenda

Forum Participants Settings
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15.2. Donwload and test the app

Download the app

Google play store

GETITON
& Google P|ay _(https://play.google.com/store/apps/details?

id=app.coms&pcampaignid=pcampaignidMKT-Other-global-all-co-prtnr-py-PartBadge-
Mar2515-1)
https://play.google.com/store/apps/details ?id=app.coms

#_  Download on the

@& App Store
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Access the demo

Once the app is downloaded, open it to access the demo. You will need to first identify the event, then identify
the user.
Enter the name of the event: vdemo

Enter the email and password of the test account. These are: 31@coms.app and obvious!

Note: the credentials displayed above, are listed on the app.

Using the app
The main navigation bar, at the bottom of the screen, presents 5 tabs, giving you access to the following
functions:
Home: this page can be edited by the organizers to display useful information and news.
Agenda: three functions are accessible on this page.
The full agenda, which consists of daily overviews that lead to overviews of the sessions, which in turn lead
to the presentations. You can bookmark sessions, send private messages and public questions to the
presenters, directly from their entries in the agenda.
Your personal agenda lists the sessions you bookmark.
All the abstracts, with a search function.
Forum: the forum lists all the public conversations, including Q&As for the presenters and updates from
organisers. We use a two-level classification of the messages. The top level consists of streams
corresponding to a broad partition of the conversations, for instance, the Q&As of a particular session or the
updates provided by the organisers. Each stream contains one or more topics, which in turn contain the
messages. For example, each session contains a list of topics named after the speakers of that session. Each
topic is meant to receive the questions, comments and answers relating to the associated speaker. Note: all
the conversations listed in the forum are also listed on the virtual platform, allowing seamless exchanges
between on-site and virtual participants.
Participants: this page lists all the attendees selected for participation in the event, whether they attend on-
site or virtually. A filter at the top of the page allows you to fiind participants, based on their name or affiliation.
You can exchange private messages with one or several participants (group message). You can view
messages you have sent and received and you can view starred messages. Note that all private messages
can be seen by their recipients on both the mobile app and the virtual platform. This means that you can reach
participants via chat whether they used the mobile app or the virtual platform.
Settings: this page allows you to upload a profile picture, edit your name and affiliation and set

notifications.
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Visual guide

Bookmark
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A4
< Session 6: Quisque dignissim nulla...

11:30 SESSION 6: QUISQUE DIGNISSIM NULLA AT
13:15 ALIQUAM VESTIBULUM

a session

View and post
comments for
this presentation
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I a Location: Room 203

Chair/s: Aaron Sgrensen

11:30  Wednesday Session 6-01 >

Q&4 Aliguam magna lectus, imperdiet sit amet,
malesuada vel, malesuada tempus, felis

Camille Dominguez [}

Non GMBH

1200 Wednesday Session 6-02 >

Q&A  Curabitur rhoncus, felis ut malesuada
egestas, mauris augue scelerisque magna,
nec tempus enim enim eu odio

David Huber i

Nisl GMBH

12:15 Wednesday Session 6-03 >

Q&A  Vivamus mi dui, consequat in, tempus quis,
accumsan vel, ipsum

e imurs |2

Laoreet University

12:45 Wednesday Session 6-04 >

Q&A  Suspendisse in neque nec magna varius
condimentum

Ruby Paterson ]

lpsum Organisation

a & # 29 2

Home Agenda Forum Participants Settings

Send a private
message to a
presenter
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Filter the users
by name or
affiliation

=

o @
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Aleksi Thomson
). MRC Laboratory of Molecular Biology

- Amy Ruiz
Biozentrum of the University of Basel

Aneta Svoboda
@ Institut Curie / IPGG

-ap- Anna Dubois

Messages you
have starred

" ) Indian Institute of Engineering Science and Technology,

" Shibpur

L4, Anna Matsumoto
% 2@ University of Wroclaw

=ty Anna Thomsen
E® vanderbilt University

”i, Yy Anni Vesely

~8® Francis Crick Institute
f"”‘! Arthur Van Dijk
A~ @ VYale University
te4s Arttu Girard
V4@ TataInstitute of Fundamental Research

sy Boglarka Garcia
.’3-. Yale University

¥ocy Camille Saito
Nanyang Technological University
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Your private
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Short press on a
stream to view all
its messages. You
will be able to
filter them by
topic.

Streams w7

t+ Contact the organizers

News And updates

# data updates

# Monday Session 1
Sponsors
Thursday Session 8

Thursday Session 9

file:///srv/doc/htdocs1/all.html

Tuesday Poster

+ Tuesday Session 2

Tuesday Session 3
Tuesday Session 4
# Wednesday Session 5
Wednesday Session 6

Wednesday Session 7

ALL STREAMS >
" & # 29 Y
Home Agenda Forum Participants Settings

Long press on a
stream to access a
menu with options.

For example, you
can set notifications
on individual
streams.
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Long press on a
message to access
a menu with actions.

For example, you will
be able to send a
reply to that
message, star that
message or see who
has read it.

-—

. # Tuesday Session 2 ©)
‘= Filter by speaker / topic >
Petra Petrov May 5

Tim Lopez

Corporis animi ut nobis dolor. Facilis voluptatem
pariatur laboriosam. Reprehenderit ut deserunt illo
delectus. Excepturi ex corporis ullam. Dolor iure
eaque molestiae quos sed. Nemo odit provident velit
aliqguam quis voluptates.

Samuel Sokolov May 5

s
337 Bogléarka Weber

qdrv A

Qui sit repellat animi voluptas deleniti aliquam sed
reprehenderit. Qui laborum doloremque aut. Rerum
sit voluptatem sed corrupti architecto iste reiciendis
deserunt. Quas molestiae et rem minima aspernatur

How to

Navigate the forum messages: first, select a stream, then tap the filter at the top of the page to view its

voluptas. Tempore qui perferendis explicabo placeat
labore nobis a.

S = 3]
% Alexander Garcia

Voluptatem aut qui debitis qui sed velit. Dicta eveniet
sequi voluptatum occaecati. Facere in eum libero
soluta voluptas in occaecati. Laudantium labore
dolores mollitia placeat labore veniam. Qui ad qui

] o # 29 2

Home Agenda Forum Farticipants Settings

Filter the messages
of a stream by topic

topics. Tap a topic to view its messages. You can also post a message to that topic.

Access functions relating to a stream: long pressing a stream brings a context menu with a list of optional

actions, for instance "Pin to top".

Access functions relating to a message: long pressing a message brings a context menu with a list of

optional actions (add an emoji, copy, quote, share or star a message, check who has read that message.
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