
Assigning and Managing Reviewers
A Tutorial for Strand Coordinators

1. Click on the invitation link in your email:

https://www.xcdsystem.com/aaal/chair

2. Log-in using your AAAL credentials. If it

is your first time on the AAAL portal, the

email address that AAAL used to contact

you is the default password. Reset

password if needed. (Note: If you are not

a AAAL member, you might want to

consider joining as a member. Otherwise,

you will need to set up a AAAL guest

account.)

3. Submissions and reviewers for your strand will be automatically populated in your portal.

You land at the Overview page, where you can click on the title of each submission to read

the proposal. In this tutorial, we are using a dummy strand called Favorite Bedtime Stories

that Brittney from AAAL created for us.
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4. Click on Manage Reviews in the left-hand menu to see your reviewer pool. Double check

this against your records. Add in or remove reviewers if needed. Use the Manage

Reviewers button on the left hand menu to use only the list of reviewers assigned to your

strand. Note: The Manage Reviewers button to the right of each proposal title allows you to
assign any contact in the AAAL system. Don’t do this.
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5. Click Create Assignments to assign reviewers to each proposal. This can happen between

July 19 and July 29. For each submission click Select Reviewers, click the submissions to

add to those reviews, and click Create Assignments. As a general rule, you might want to

assign three reviewers to each proposal. In the long run, this will make your decision

making process easier. Otherwise, you will have to stand in as a third reviewer in cases

where conflicting reviews are submitted.
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6. From the Manage Reviewers page, you can check the number of assigned proposals for

each reviewer.

7. From the Overview page, you can monitor which reviewers have completed reviews.

Monitor the review progress regularly (see #item 10 below) to ensure that your reviewers

are on track to complete their reviews by the August 18 deadline.

Developed July 2022 by the Michigan State University AAAL conference planning team.



8. By clicking on Manage Reviewers for each submission, you can remove or reassign

reviewers using the Trash Can button.

9. Once all reviewers are assigned to their proposals, you can send out invitations to give

reviewers access to begin reviewing. Go to the Download/Email page and click All

Reviewers - Invitation to Review. Note: the system will allow this to be sent on July 29.
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10. Click Email All Complete Reviewers to send periodic reminder emails one week, three

days, the day before, and the day of the August 18 deadline.

11. In case of emergency or unfinished reviews, you can assign new reviewers (see step 8), or

review them yourself through the Perform Reviews page. Use your discretion at this step.

12. Email your Conference Team member (Philip <montg301@msu.edu> or Dima

<pastushe@msu.edu>) if you have any questions.
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