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Paper Proposal  
Review & Rating Instructions 

 
The Program Committee has the important task of reviewing all paper proposal submissions and rating them based on several factors in order 

to select quality content for the conference. 

In an effort to assist you with the rating process, here are the guidelines for assigning a rating to a proposal. Before you begin rating proposals, 

we ask that you review the guidelines provided below. 

Factors to be considered: 

 Relevance of subject matter to industry 

 Importance of subject matter to industry  

 Solid technical information provided 

 Well thought out and organized  

 Novel/New/Additive information provided 

 Non-commercial 

Score Key 
Ratings are indicative of the Reviewer's opinion of the proposal’s overall quality. Scores accepted by the system are one (1 - 
Inferior) through six (6 - Exceptional) and are listed in the pull-down menu within the score field.   

If you have a conflict of interest or are not qualified to score the proposal, select the appropriate Conflict of Interest 
or Not Qualified scoring option. 

-1 – Conflict of Interest   
Select this to recuse yourself from reviewing the submission if you are directly or indirectly involved. 
 
-2 – Not Qualified to Score  
Select this to recuse yourself from reviewing the submission if you believe you are not qualified to give it a fair assessment.  

 
Conflict of Interest 
Reviewers are not to review and rate any proposal they are directly or indirectly involved with. Reviewers should also refrain from 
rating any proposal submitted by someone within their company as this poses a conflict of interest and should be noted as such by selecting 
the Conflict of Interest option in the drop-down menu.  While selecting this option places a -1 I as your assigned rating, it will NOT be included 
in the overall average of the proposal. 
 

Case Histories  
Case histories are a welcome addition to a technical program.  While a case history does not usually focus on new or novel information, it 
should provide a new/original practical use of existing technology. 

NOTE: Ratings are indicative of the Reviewer's opinion of the Paper Proposal's overall quality. Ratings 

should be selected from the list of options ranging from 1.0 (lowest) to 6.0 (highest). The Conflict of Interest 

and Not Qualified to Score rating WILL NOT be included in the overall average of an proposal. 
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Paper Proposal  
Review & Rating Guidelines 

 

6 
EXCEPTIONAL 

5 
VERY GOOD 

4  
GOOD  

3 
AVERAGE  

2 
BELOW AVERAGE  

1 
INFERIOR  

Subject is very closely 
aligned with the 
conference/track topic 

Subject is aligned with 
the conference/track 
topic 

Subject is aligned with 
the conference/track 
topic 

Subject is marginally 
aligned with the 
conference/track topic 

 Subject is not closely 
aligned with the 
conference/track topic 

Subject is not aligned 
with the 
conference/track 
topic 

Objectives are clearly 
stated 

Objectives are stated Objectives are stated Objectives are not clearly 
stated 

Objectives are not 
stated 

Objectives are not 
stated 

Technical approach is 
sound overall 
(includes brief 
explanation of 
methods, procedures 
and process) 

Technical approach is 
sound overall 
(includes brief 
explanation of 
methods, procedures 
and process) 

Technical approach 
includes adequate 
explanation of 
methods, procedures 
and process 

Technical approach may 
have some concerns, 
(includes explanation of 
methods, procedures 
and process) 

Technical approach 
does not include 
adequate explanation 
of methods, 
procedures and 
process 

Technical approach 
does not include any 
explanation of 
methods, procedures 
and process 

Expected conclusions 
are sound and 
supported by material 
presented  

Expected conclusions 
are sound and 
supported by the 
technical approach 

Expected conclusions 
are stated and 
supported by the 
technical approach 

Expected conclusions 
are stated, but are not  
clearly supported by the 
technical approach 

Expected conclusions 
are not stated 

Expected conclusions 
are not stated 

Subject matter is 
novel or will potentially 
add new information 
to the existing body of 
literature  

Subject matter will 
potentially add new 
information to the 
existing body of 
literature  

Subject matter, while 
not new, will potentially 
add new information to 
the existing body of 
literature 

Subject matter, while not 
new, will potentially add 
new information to the 
existing body of literature 

Subject matter is not 
new, nor will it add to 
the existing body of 
literature 

Subject matter is not 
new, nor will it add to 
the existing body of 
literature 

The overall proposal is 
well written and easy 
to understand 

 The overall proposal 
is well written and 
easy to understand 

The overall proposal is 
written with moderate 
language flaws, but 
technical knowledge is 
clearly conveyed 

The overall proposal is 
written with significant 
language flaws 

The overall proposal 
is poorly written with 
significant language 
flaws 

The overall proposal 
is poorly written with 
significant language 
flaws 

Subject is non-
commercial in nature 

 Subject is not overtly 
commercial in nature 

Subject is not overtly 
commercial in nature 

Some concerns about 
the commercial nature of 
the subject 

Significant concerns 
about the commercial 
nature of the subject 

Significant concerns 
about the commercial 
nature of the subject 

The work/research 
this paper will be 
based on is more than 
75% complete 

The work/research 
this paper will be 
based on is 50-75% 
complete 

The work/research this 
paper will be based on 
is 25-50% complete 

The work/research this 
paper will be based on is 
25-50% complete 

The work/research 
this paper will be 
based on is less than 
25% complete 

The work/research 
this paper will be 
based on is less than 
25% complete 

A must for inclusion 
in the program 

Highly desirable for 
inclusion in the 

program 

Should be 
considered for 
inclusion in the 

program 

Caution should be 
used in selection 

process and the final 
paper should be 

reviewed by session 
chair prior to final 

submission. 

Not a desirable 
candidate for 

inclusion in the 
program 

Not acceptable for 
inclusion in the 

program 
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Logging into the cOasis Review Site 

  
Reviewers access the User Portal and Review Site via email notification. 

 

 

1. The link in the email takes you to the login screen where you will need to login with your SPE.org log in information. 

 

 

2. Log in to the system using your SPE.org Email and Password.   

 

3. Click on Sign In to access the User Portal.  

 

 

 

 

Note: if you are a SPE member or are a 

registered user on the SPE website, 

please use your SPE login credentials. 

If you do not remember your password, 

please click “forgot password?”" link on 

the login screen, or contact SPE 

Customer service department at 

service@spe.org for assistance. 

Please DO NOT create a new online 

account. The resulting profile will not 

have been allocated the necessary user-

rights. 
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The User Portal 

 
The User Portal is a one stop shop for access to all tasks and events associated with your account/profile.   

When logging in from the link in the Review Site Open notification, you should be on the TASKS tab. 
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On the REVIEW tab, click on any proposal in the list to go into the Review Site and begin reviewing proposals. 
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Navigation Tools  
There is a Navigation Pane on the left side of the screen with the options you will use to Review and Score proposals. 

 

Category Filter  

 

The category filter allows you to filter the proposals available for review by Submission Category.  You can either select all (default setting) or 

choose ONE category to review at a time. 
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Review Options 

Standard Options 

Read proposals ONLINE and score them as you go. 

• Instructions – Provides you with the Reviewer Instructions for working in the Review Web site.   

• Review Proposals – Provides you with online access to the proposals to be reviewed.  

• Edit/Review Scores – Provides you with access to YOUR submitted scores. 

 

Offline Options 

Read proposals OFFLINE and record scores later. 

• Bulk View/Print Proposals – Allows you to print proposals for review offline.  Limits printing of proposals to groups of 50. 

• Quick Scores Proposals – Allows you to enter scores for proposals reviewed offline.  Limits scoring to groups of 50.  

 

Links  

• Score Key – Provides you with a printable copy of the Score Key and the description of each score. 

• Export Score Sheet- Allows you to export a score sheet to score and add comments for the proposals offline.  

• Import Score Sheet – Allows you to import the exported Score Sheet.   
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Standard Options - Reviewing and Scoring Proposals Online 
 

1. In the Navigation Tools area, you can click on the Category Filter drop down arrow to select the desired category code for review.  

To view all categories, leave on ALL. 

2. Click on the Review Proposals link. 
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3. Read and review proposal on screen. 

 

4. In the Score field, use the drop down arrow to select the desired score. 

5. Place a check mark in the appropriate box, if necessary, for Too Commercial or Previously Published/Presented. 

6. Enter any comments you feel are needed to support your score. We ask that if you are scoring a proposal at 2.5 or lower, you 

provide some feedback as to the reason for the low score.  This allows the committee to respond to authors who inquire about 

their declined status.  The comments you enter will be included on the Score Report and View Score Sheet.  

7. Click Save and Continue to move to the next proposal to review and score online. You must click Save and Continue to enter and 

save all of your scores within the system.  
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Offline Options - Reviewing and Scoring Proposals – Bulk Download 
 

This option allows the reviewer to print the proposals and review them offline.  You will then need to log in to enter the individual scores.   

1. On the Navigation Bar, under Offline Options, click to select Bulk View/Print Proposals. 

 

2. In the Bulk View Preference window, set your criteria: 

Sort Options – by Control Number, 

Score, Topic (Ascending or Descending).  

Proposal in groups – Range form 10 – 

50 (Maximum at one time is 50). 

Proposal Range – allows you to select 

specific proposals only. 

Include: All, Already Scored or Only 

Unscored. (You should select All or Only 

Unscored) 

 

 

3. Click Compose Proposals. 
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4. Click on each link provided to view a set of proposals to print for reviewing offline. 

 

 

5. A printable report will open in a new window. Click the Print this Page link to print and take with you to review and score offline. 
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Scoring Proposals Using the QuickScore Proposals Option 

 

After reviewing the proposals in bulk, the scores will need to be entered into the system.  

1. Log in to the Review site. 

 

2. On the Navigation Pane, under Offline Options, click to select QuickScore 

Proposals. 

 

3. In the Quick Score preferences window, make your selections: 

Sort Options – by Control Number (Ascending or Descending). 

Proposal Range – allows you to select specific proposal or a range of up to 50 

proposals. 

Include: All, Already Scored or Only Unscored. 

NOTE: Selections should match the selections used when conducting the 

bulk print. 

 

 

 

4. Click the Search button to go to the score sheet. 
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5. In the score sheet, use the down arrow under the Score column to select the assigned score for each proposal reviewed. 

 

6. Place a check mark in the appropriate box if necessary for Too Commercial or Previously Published/Presented. 

7. Enter any comments you feel are needed to support your score. We ask that if you are scoring an proposal at 2.5 or lower, you 

provide some feedback as to the reason for the low score.  This allows the committee to respond to authors who inquire about 

their declined status.  The comments you enter will be included on the Score Report and View Score Sheet.   

 

 

8. Repeat for each proposal that needs to be rated. 
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9. Click Save and Continue to save all scores and comments entered. You will then move to another screen with the next set of 

proposals to score.  

 

 

You MUST click on the “Save and Continue” button at the bottom of each page in order for the scores on 

that page to be recorded.  

Keep in mind that the purpose of QuickScore is to rapidly transcribe the handwritten scores into the system. 

Thus, you will want to keep the handwritten scores in the same order as the QuickScore listing. 

As you begin saving scores, notice that a histogram of YOUR scores 

will appear on the Navigation Pane. 
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Links - Exporting a Score Sheet 
 

1. Click on Export Score Sheet under Links.   

2. A new window will open. It will contain a link of the successfully created txt file.   

NOTE: depending on the number of proposals, this could take a few minutes.  Please be patient. 

3. Right click on the file link and select Save Link As and save the link to the desktop or appropriate folder.  

NOTE: You should NOT rename the default columns in the file and you should NOT edit the control numbers.   

If you do, you will NOT be able to perform a successful import. 
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4. Launch Excel and open the saved txt file.  DO NOT make any changes to the column structure or names in your exported excel file.  

 

5. Enter scores and comments and save the file as a txt file. Sorting is allowed. Filters are allowed. 

 

Links - Importing a Score Sheet   

 
Once all scores have been added into the exported score sheet, it will need to be imported into the system. 

1. Log in to the Review site. 

2. On the Navigation Pane, under Links, click to select Import Score Sheet. 
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3. The upload window will open. Use the Choose File button to locate and select the appropriate file. 

 

4. Click Submit to import the score sheet. 

 

Note: You can input your information multiple times. The system will overwrite the existing information 

with the new information.   

 

 

 

 

 


