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Deadlines
Proposal review will begin Wednesday, March 1, 5:00 PM EST. Because we allow submitters to
edit their proposals up until the deadline, we thought it unfair to allow review to happen before
this time. March 20 is the first date on which proposals may be accepted or rejected, and on
which participants may be notified. All participants should be notified of acceptance or
rejection by April 1. All Program Units should complete their session creation by April 1.
To begin reviewing proposals, you need to go to https://papers.aarweb.org.

Logging In
The first page you will come to is the login page. In the box that says Current and Former AAR
Members, click the button to Log in with your AAR Account.

Once you click on the Log in with your AAR Account button, you will be taken to AAR's Central
Authentication Service page. Here you may log in with your AAR Member ID and your
Password (unless you’ve changed it, this will be your last name). Please note that these fields
are case-sensitive, so you need to capitalize the first letter of your Member ID and the first
letter of your last name. Also note that you cannot use diacritics (such as à or é) in the last
name field, so if your last name includes diacritics, please type it with standard Latin characters.
Then click the Log In button to enter the PAPERS site.
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Your Program Unit privileges as chairs and steering committee members are attached to your
member ID. If you have forgotten your member ID, please click the link above the box to
retrieve it. Do not create a temporary account, as you will not be able to review proposals with
a temporary account.
Welcome Page
Once logged into the site, you are directed to the Welcome page.
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Click on the
button or the
the proposals submitted to your unit(s).

link at the top of the page to be taken to a list of

Rating and Commenting on Proposals

On the My Proposals page, you should see a list of any proposals you have submitted. Below
that, you will see My Program Unit's Proposals, which contains all of the proposals submitted
to your program unit. (If you do not, please contact support@aarweb.org). Note that there are
five columns in this table. The first denotes the computer-generated ID given to each proposal.
The second displays the program unit (or cosponsored session) to which it has been submitted.
The third is the title of the Proposal. The fourth is the proposal type (paper, papers session, or
roundtable session). The fifth column displays ratings. If you have rated a proposal, your rating
will be listed in parentheses. If not, you will see (rate). If you have permission to view the
average rating of your program unit (which chairs do by default), then you will see that average
above your individual rating. If no ratings have been made yet by your steering committee, you
will see the words “no rating.”

Click on the name of any proposal to review it. On the right side of the proposal page, you will
be asked to rate the proposal on a scale of 1-5 stars. Mouse over the stars and click on the
appropriate number to register your rating.
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At the bottom of the page, you make any comments you wish. Comments are revisable, and
multiple comments are possible as well. So steering committees can use the comments to have
a real-time conversation about proposals. After you are finished, please click the
button.
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Reviewing Papers Sessions
PAPERS displays the papers in Papers Sessions below the abstract and description of the session
as a whole. Therefore, you need to make sure that your steering committee members are
reviewing the individual papers within papers sessions as well as reading the session
description and the abstract.
Here's what a Papers session looks like:

But if you scroll down, you see the papers it contains below the Description:
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Click on the paper title to see its description and abstract:
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Steering committee members need not rate and comment on each individual paper (although
they may do so), but they at least need to read each paper's abstract and description in order
to get a full sense of the merit of the session as a whole.

Anonymity and Ratings/Comments Visibility Settings
Program unit chairs will always see the ratings and comments made by the steering
committee. Steering committee members may or may not see each other's ratings and
comments. I have set these by default to the same settings each program unit has last year. All
cosponsored sessions have been set to completely anonymous, and steering committee
members may not see each other's ratings and comments. These options may be changed by
chairs. If you are a PUC and wish your steering committee to see each other's comments, click
on the name of your Program Unit next to any proposal in the list and then click the
tab. On the Edit page, you will be able to set the visibility of both proposer names and steering
committee ratings and comments.

Submitting Proposals on Behalf of Someone Else
Chairs have the ability to submit proposals on behalf of another user. So for those of you who
have proposals that were emailed to you, you may submit them into the system. Here is how:
Under My Proposals, you can see that you now have a Create New Proposal button. Click there
to submit a proposal on behalf of someone else.
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On the Create Proposal page, the first field you see will be labeled Submitter. You will need to
fill in the six-digit AAR ID number for the person on whose behalf you are submitting a proposal,
so please be sure to have that information. The person does not have to be a current 2017
member to have a valid ID, but they must have been an AAR member at some time in the past.

If the submitter does not remember their ID, you may direct them to the Lost Member ID
function at https://www.aarweb.org/user/recover .

If the person on whose behalf you are submitting the proposal has an old e-mail address in the
system, please let me know and I can look it up for them. Similarly, if he/she has never been an
AAR member, please let me know, and I can create an account in the PAPERS system for them.
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Editing, Forwarding, and Sharing Proposals
If you feel that a proposal is not applicable to your unit, but you wish to forward it to another
unit, or if you want to move a proposal from a solo session to a cosponsored session or vice
versa, simply click on the title of the proposal and then click on the
tab. Then delete your
unit from the Program Units box and start typing in the name of the new unit. Select the new
unit in the dropdown.

Scroll down to the bottom of the screen, and hit the
button. Then scroll down to the
bottom of the second page and click
. The proposal will then be transferred to another
unit.
If you wish to retain the proposal for your unit, but wish to share it with another interested unit
as well, just type the unit name in the second box.
Program unit chairs have full privileges to edit proposals within their program unit, including
altering abstracts, adding or removing participants and papers, or deleting proposals
entirely. Please use this power responsibly. Changes and deletions are not easily reversed.

Co-sponsored Sessions
Each Unit may have a cosponsored session in addition to its normal allotment of sessions.
Seminars are not permitted to have cosponsored sessions. Cosponsored sessions count as each
unit’s extra session.
A unit receives only one extra session for cosponsoring. Thus, if a program unit has two regular
sessions, it will receive a third session if it cosponsors. If the unit cosponsors a second session,
that session is considered one of the regular two sessions (ie, the unit does not receive a fourth
session).
We have pre-populated any possible co-sponsored sessions that you mentioned in your calls,
and even tried to coordinate some ahead of time where we saw overlap in your calls.
Inevitably, though, some Program Units will want to arrange co-sponsored sessions that we did
not pre-populate. Because co-sponsored sessions are set up as separate program units, I will
need to set these up in the system, so please contact me at annualmeeting@aarweb.org to
arrange for this.
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