
APHL 2024 Session Proposal Review Instructions 
 
All session proposal reviews are completed online. The process is very simple and begins on the next page. The 
screen shots show you the actual pages in the review process.  
 
Basically, under “Reviews”, you click on the link “Review Scorecard”. This takes you to the first available proposal. 
The left side of the page has the session proposal while the right side has the review information. You don’t need 
to bounce back and forth between pages. The proposal contains the submitter, title, speakers and detailed info. 
You read this and then review it using the evaluation buttons on the right side of the page. Proposals are 
reviewed based on 4 criteria on a 5 point scale (5 being highest). You can choose to accept as oral , poster or 
roundtable or not accept. You may also add comments if you wish. Once you hit “Save Review” your review is 
saved and the next proposal automatically pops up for your next review. If you don’t complete all the reviews at 
one time you can come back later to finish. You can also print or download the proposal(s) for reading away from 
your device. 
 
There is a generic step by step downloadable “Reviewer’s Guide” if you need it. You can also see which proposals 
you have reviewed by clicking on “View a summary of your reviews”. 
 
If you are not familiar or comfortable with the subject matter of a proposal feel free to not review it. If a proposal 
is from your organization, please refrain from reviewing it. You should click on the “abstain from review” box. 
 
Reviews start Monday, November 6 and end at midnight PT on Tuesday, November 21. 
 
To continue to the review site, login at the box at the bottom of the login page. The login has been pre-populated 
for you but you will need to set up your own password. You will receive an email with the direct link and your 
personal login (which is your email address). Using that link will autofill the login box at the bottom of the landing 
page.  



This is the review site landing page. The link in the email will bring you here. Login is pre-assigned and autofilled based on your email. Follow the 
directions to make your own password. 
 

 

 

 

  



Once you are logged in you arrive at this page.  

 

 

 

 

 



Click on “Review Scorecard” to begin reviewing abstracts. Status will tell you if your reviews are completed or if you still have some outstanding. 

“Review Summary” will show you what you have done so far with the reviews. The “Reviewer Guide” is a generic version of this document and 

may be helpful.  

 

 

 

 

 



This is what the actual review page looks like. The left side is the abstract and the right side is the review process so you can see both at the 

same time. Once the review is completed come back to the top of the page and click on “Save Review”. The oval at the top tells you how many 

abstracts you have to review and which one you are currently looking at. Use the arrows to move back and forth amongst the abstracts. You can 

abstain from reviewing an abstract by checking the box. The abstract lists the various details You can print the abstract or download it if you 

prefer rather than reading it online. The actual review must be completed online, however. There are 4 review questions which you rate 1-5 (5 

being highest). 

 

 

 



Once you have rated the abstract you must recommend it’s disposition. There are 5 choices – Accept-Plenary, Accept-Breakout, Accept-

Roundtable, Accept-Poster or Not Accept. If you don’t feel it’s up to an oral presentation, feel free to mark it as a poster, etc.. Click “Save 

Review” (covered blue box). The black box at the bottom right shows your tally of completed/incomplete reviewed abstracts. Once the abstract 

is reviewed/saved you’ll be taken to the next abstract and the process continues. 

 

 

 

 

 



Once you have completed all the abstract reviews or you are finished for now you can go back to the review home page. The review status will 

show on this review home page under “Review Scorecard” – “Incomplete” in red or “Complete” in green. 

 

 

 

  



You can also click on “Review Summary” on the review home page to see where you are in the process. 

 

 


