Thank you for volunteering to be an Education Program Technical Reviewer! Your assessment and feedback
are valuable, as you are the expert in your topic area(s). The Conference Program Committee (CPC) relies on
your expertise and scores to decide which sessions will be offered at AIHce EXP 2021.
It is important that you review each proposal assigned to you. Along with the numerical scoring, the comments
you provide are very valuable. All reviews are due Sunday, October 11th (11:59 Eastern Time).
This document outlines step-by-step how to review your assigned proposals within our online system.
First you will log in to the online system. We’ve sent your login information to you straight from the system, but
in case you’ve forgotten, please click “Get it Now!” on the bottom left-hand side of the login page to have your
login details emailed to you. Your username should be your first initial, last name (i.e. jdoe) and your default
password is AIHce21. Please note this login is different from your regular AIHA website login/ member login.
Once logged in, click the “Dashboard” option at the top of the screen, then “Submission Review”, under
Important Actions.

After clicking ‘submission review,’ you will see a list of all your assigned proposals, organized by topic,
including the number of proposals in each topic area. Scroll down to “Reviews to Complete” to complete all
abstracts assigned to you (this may include case study or scientific research presentations, education
sessions, and/or professional posters). Under each submission assigned to you, you will see a link to the
“Education Technical Review Questions.” Simply click on that link to open the submission proof to read and
review.

Once open you will be able to see the full submission details at the top of the screen:

As you scroll to the bottom of the page, you will see the review questions. First you will be asked if you have a
conflict of interest. If you select ‘yes,’ please provide a reason and submit. This will opt you out of reviewing
that proposal. If you do not have a conflict of interest, by selecting ‘no,’ all the review questions will then
appear. Please complete all questions and press “submit” to complete the evaluation of the submission.
Anything with a red asterisk is required.

Note, we have two comment boxes, one for feedback to the Conference Program Committee and one with
feedback directly to the submitter. Comments back to the submitter are required and comments to the CPC are
optional. You are highly encouraged to provide feedback to both groups. Comments back to the CPC will not
be seen by the submitter but will help the CPC make final decisions.

If you prefer to print the review documents for each assigned abstract, you can do so by clicking the “print”
button, on the main review screen. Note, that you MUST still enter the answers to the review online. They
cannot be submitted using the printed document(s).

As you complete the submissions that are assigned to you, you will notice on the reviewer homepage that their
status will change from “incomplete” to “completed” and the top of the screen will then update as well.
Reviews are due October 11th at 11:59pm Eastern. Thank you again for volunteering and happy reviewing!
If at any time you need assistance with the education technical review process, please contact Kathryn
Christoe, Program Manager, Education, kchristoe@aiha.org, or call +1-703-846-0753.

