AACA Reviewer Instructions
First you will receive an email from AACA alerting you that your assigned abstracts are ready for you to
review. The email will be titled “Important: Abstract Review Information for the 2019 AACA Annual
Meeting.” Within the body of that email, there will be a link to login to the review site, along with your
unique login credentials. Below is an example of the type of email you will receive:

Once you click on the link, it will take you to the following screen:
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You will need to login with the username/password that was provided in the email you just received. If
you have submitted an abstract for the meeting, DO NOT use that information. This is a different
module and will require a different login.
Once you login, your screen will look like this:

To start reviewing the abstracts you are assigned to, click on the top left tab entitled “Abstracts to
Review.” See below for where to click.
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After you click that, you will be taken to a screen that lists all of your abstracts that are assigned to you
for review. Please click on the paper icon (next to the red arrows) to review each abstract.

Once you click on the paper icon, it will take you to one of the submissions you will need to review. On
the left‐hand side you will see the abstract submission (with the identifying information removed). On
the right‐hand side, you will find the form you will need to use to rate the abstract. Please review the
general review criteria at the top. Then, fill out all of the form fields.
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When you’re done filling out the fields, you have two options. To hit the “Save and Return” button,
which will submit your feedback for this particular abstract and take you to the main screen that shows
the abstracts that you have left to review. If you hit the “Save & Review Next” button, that will take you
onto the next abstract for your review. You can continue this until you complete all of your reviews. Or
as mentioned previously, if you need to come back after only reviewing some of the abstracts, you can
simply hit the “Save and Return” button. This allows you to submit the current form and come back
later. Hitting the “Cancel” button will cancel the review process for that particular abstract and will
require that you come back in later and review. Just note that we need your reviews submitted by
Monday, March 19th at 2 pm Eastern.

Once you have completed all of your reviews, when you click on the “Abstracts to Review” tab at the top
of the page, your screen should look like this:
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One thing you can do, if you’re busy, is print out a report of the abstracts that are submitted. You can
do this by clicking on the “Abstracts to Review” button at the top of the page. Then clicking on the
“Printable Abstract Report” in the upper right‐hand corner.

After you click that button, you will then be taken to a screen that asks you if you prefer to export the
abstracts in .PDF or Microsoft Word format. Additionally, you can select just exporting the abstracts
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that you are assigned or the abstracts with the review form. DO NOTE that you will need to eventually
login and submit your reviews electronically. However, this is a nice option if you prefer to review things
offline or if you need to travel on an airplane and have some spare time!

If you have any questions, please contact Kendra Tyner, AACA Program Coordinator, via email at
ktyner@asginfo.net or by phone at 706‐298‐0287.
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