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Resources 

jacow.org > 

For Organizers > 

During the Conference > 

Proceedings Production> 

Processing Papers> 

• Basic Procedure 

• Helpful Items 

• Tips & Tricks for 

Processing 

• Paper Measurement 

Cheat-Sheet 

• Quality Assurance 

• Conference-Specific 

Procedures 

• Common Author 

Oversights 

http://jacow.org/index.php?n=Editors.BasicProcedure 

jacow.org
http://jacow.org/index.php?n=Editors.BasicProcedure


Paper Life Cycle 
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Roles / Functions 

Chief Editor, Ring Master, Educator 

Paper Editor 

IT Support 

Quality Assurance  

Presentation Processor  

Chief Editor 

Trainee Editor 



Office Preparation Setup 

Chief Editor, Ring Master 

IT Support – Must do Prep 

Host Helpers/Minions 

Venue Staff 



Paper Processing 
Day 1 

Give Introductory Talk, 

set out ; 
• Introduction to the Facilities. 

• Week Agenda Highlights. 

• Editing Rules. 

• Expected Working Hours. 

• Give Review of Process. 

• Give Road Map of Desired 

Progress 

• Assign Who Will Provide 

Help and Make Final 

Decisions 

• Thank them and their 

Institutes  

I have high 
hopes! 



Paper Processing 
File Types and Platforms 

Types of Papers 
• Word Documents 

• Latex Documents 

• Open Office 

• PDF 

Platforms 
• Intel / Windows 

• Macintosh 

• Linux 



Paper Processing 
SPMS Editor Privileges   

/authorize.html 

/edot.html


Paper Processing 
SPMS Editing Steps 

/editor.html 

/edot.html


Paper Processing 
SPMS Editing Steps 

1 
2 

3 

Steps 
1. Download Preform Edits or Just Inspection, Rename 

2. Upload New File/s 

3. Set Status 

 

Note: All Papers assigned to an editor can be listed by 

selecting “List All Papers”. 
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Paper Processing 
SPMS Editing Steps 

Steps 
1. Download Preform Edits or Just Inspection, Rename 

2. Upload New File/s 

3. Set Status 

 

Note: All Papers assigned to an editor can be listed by 

selecting “List All Papers”. 



Paper Processing 
Regulating Flow 

/edot.html 

/edot.html


Paper Processing 
Regulating Flow 

/rpt_stats.html 

/edot.html


Paper Processing 
Regulating Flow 

/rpt_activity.html 

/edot.html


Paper Processing 
Final QA 

With the Correct Privileges; 

 

You will pickup a green dot paper from the pile 

which you weren’t the original editor of, from this 

screen select it from the list and click submit. 

 

Download the PDF, review, check authors, and 

title, QA OK if good, correct and re-upload if 

small fixes, or QA Fail and send back to original 

Editor to fix.  

     



Paper Processing 
Presentations 

Slide Processing   
This is a dedicated role and requires an editor to be familiar 

with the process of splitting animations, creating screen 

videos of complex animations, and embedding videos into 

PDF documents. 

 

This topic is best to refer to “Processing Talks” on the 

jacow.org website. 

 

http://jacow.org/index.php?n=Editors.ProcessingTalks    

http://jacow.org/index.php?n=Editors.ProcessingTalks
http://jacow.org/index.php?n=Editors.ProcessingTalks


Points of Discussion 

• Remember you are running a team, monitor the 

dynamics and nudge gently if needed 

 

• Good preparation before the conference 

 

• Come to an understanding with the conference 

chair early about deadlines 

 

• You are the enabler to allow others to work, don’t be 

afraid to start handing out the work and preserve 

your sanity and to maintain time line. 

 

• Time required for Emailing authors. 

 

• When all goes well it is a rewarding experience  



Thank You 


