
Reviewers Help Sheet 

By now you would have received an email from 25conf@arrb.com.au. To get started, you will need to 
follow the prompts in your email to retrieve your password and log into your account. Note that if you 
are also an author, the login link for your paper will be different to your reviewer’s link. All reviewers’ 
names will be anonymous to the author unless otherwise specified. Please refer to this help sheet as 
a guide to the IVVY Reviewers system.  

Downloading and uploading papers 

You will be taken to this page upon signing in. The image below will show you how to get started. 

 

 The paper is available for download in .doc or .docx format to allow reviewers to make 
tracked changes.  

 Save the paper onto your computer; you could either make any necessary changes on the 
electronic copy via the Review function in Microsoft Word, or print a hard copy and annotate 
by hand. The revised paper could then be uploaded as shown below and the status changed 
to ‘Changes Requested’. The uploaded paper will be available directly to the author.  

 As part of the limitations of this system, if you happen to find that you are unable to upload 
your changes, it could indicate that another reviewer has already done so. Please send the 
attachment to the Technical Secretary to be passed on to the author.  

 

Scoring the Paper 

You may choose to score the paper at any point in the reviewing process. Note that a score of 5 for 
any criteria indicates that you have rejected the paper. The same score by another reviewer will result 
in instant rejection and the reviewing process for that paper will terminate.  
 

 Select the paper you wish to score. A window will appear with the criteria and descriptions of 
the score. Click on ‘Change’ to change the score. 

 A link to the Criteria Matrix is provided with the referees instructions email; if you cannot 
access it you must contact the Technical Secretary immediately at 25conf@arrb.com.au. 

mailto:25conf@arrb.com.au


Please peruse it thoroughly in order to provide a score that most accurately reflect the quality 
of the paper.  

 Any questions or uncertainty about the criteria or the reviewing process can be referred to the 
Technical Secretary. 

 It is important that you provide some comments, even if it is just to instruct the author to look 
through the changes you have uploaded and to provide a response. Refer to the image for 
assistance. 

 

Comments 

Comments entered into the comment boxes will only be visible to the Technical Secretary. If you wish 
to instruct the Technical Secretary on how to proceed; please start the paragraph with TS as shown 
below: 
 

 
 
These comments will be used to assist the Conference committee to reach a decision on the paper. 
They will not be shown to the authors. 
 



Otherwise, comments not addressed to the Technical Secretary will be forwarded directly to the 
Author. See figure on the follow page. Additionally, reviewers may upload handwritten copies of the 
paper or word documents with tracked changes and comments onto IVVY and it will be directly 
available to the author, as such the comment could simply instruct the author to look at uploaded 
paper.  
 

 


