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Education Harvester
Review Module
For steps on how to get started using the Review Module in the Education Harvester, please
follow the instructions below. Remember to look for additional help tips throughout the
administrative side of the Education Harvester.

1.

Overview of the Review Module
The function of the Review Module in the Education Harvester is to facilitate
peer review of uploaded presentation data in accordance with the review criteria
that is set by the client administrator. Reviewers are added to the system and
assigned presentations to review by the administrator.
The criteria on which presentations are reviewed is set by the administrator
via configuration settings in a reviewer only Task in the Education Harvester.
In a usual configuration, speakers will upload presentations to the Education
Harvester, and the reviewers are given access to them by virtue of their
assigned reviewer status. They are asked to answer specific questions about
the presentation, and optionally can be asked to provide a final recommendation
or status of the review. Reviewers can also be given the option of recusing
themselves from reviewing a particular presentation should a conflict of interest
exist.
Additionally, options are available to facilitate communications between
reviewers and speakers in the form of messages and comments. As multiple
reviewers can be assigned to a single presentation, comments can also be
shared between reviewers. Emails can also be sent to reviewers from the
Communication Module and provided with customized login links.
Proper configuration of the Review Module is best achieved by discussing
the functionality needed with your Education Harvester Project Manager. The
purpose of this document is to guide the client administrator in the usage of the
Review Module.

The next step will go over how to access the Review Module within the Education Harvester,
and basic functions on the main list page.
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2.

Review Module Basics

i.

To access the Review Module, locate and click the ‘Reviews’ icon on the
Education Harvester administrative dashboard. If this icon is grayed out, and
you believe this module has been purchased, please reach out to your Education
Harvester Project Manager.

ii.

On the main page of the Review Module, which is the Reviewer Index, you
will see a list of any reviewers that have been previously added to the system.
You will see their names, email addresses, phone numbers, the date of their
last login, and the number of times they have logged into the Review Module.
The progress bar gives a summary of how many reviews, if any, have been
completed by reviewers.
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iii.

The Reviewer Index page will bucket by status by default. To adjust the focus,
click the ‘FOCUS: STATUS’ button and select a new focus from the drop down
menu.

iv.

If desired, you can enter notes or favorite the reviewer by clicking on either the
speech bubble or star icons. If a note had been added, the speech bubble icon
on the reviewer’s row will turn blue. If a reviewer has been favorited, the star
icon on the reviewer’s row will turn yellow.

The next section will cover how to manage reviewers in the Review Module, including how to
add, delete or update reviewer accounts.
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3.

Managing Reviewers
Similar to speakers in the Education Harvester, reviewers are added to the
system with a unique access key and will be provided with a customized login
link from the Communication Module. Reviewers must have an email address
for the Review Module, but can also have a role within the event. The same
email address can be used to create a speaker account.
There are two different ways to add reviewers to the Review Module. If you have
more than 15-20 reviewers, please submit a Reviewer Import Spreadsheet via
Boomerang with three separate columns: First Name, Last Name, and Email
Address for each reviewer. If you have less than 15 reviewers, the second, and
fastest way, is to manually add reviewers by following the steps outlined below.

Adding a Reviewer
i.

To add a reviewer, locate and click the ‘ADD REVIEWER’ button toward the
upper left-hand corner of the page.

ii.

Enter the First Name, Last Name, and Email Address for the reviewer. Then,
click the blue ‘ADD REVIEWER’ button to continue.
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iii.

On the Reviewer Index page, you will receive a success message indicating that
the reviewer has been added to the roster.

Continue adding reviewers until all reviewers have been added to the system.
Deleting a Reviewer
i.

To delete a reviewer, click on the row for the reviewer. Within the pop-up
window, click the red ‘Delete’ button.

ii.

Then, click the red ‘Delete’ button once more to confirm the removal of the
reviewer.
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Updating a Reviewer’s Email
i.

To update a reviewer’s email address, click on the row for the reviewer. Then,
click the blue ‘Edit’ button.

ii.

Within the reviewer’s profile, edit the email address field. Then, click the green
‘Update Data’ button to save the changes.

iii.

On main list page, click on the recently updated reviewer. Within the popup window, click the blue ‘Send Key’ link. This will send a direct email to the
reviewer with their information needed to access the review site. This link can
also be used to send a reviewer their access key if they have lost their login
information.

The next section will go over how to edit the Review Task after it has been
configured by your Education Harvester Project Manager. If you have further
questions, do not hesitate to reach out to your Project Manager via Boomerang.
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4.

Reviewer - Uploads Task
The Reviewer-Uploads Task (aka Review Task) is where the bulk of the
functionality of the Review Module is configured. It is strongly recommended
that you allow your Education Harvester Project Manager to set up the functional
components of the Task. Once the Task is set up, you can assume responsibility
for modifying the questions and adding new reviewers to the Task Filter.
In addition, all review questions are configured in the Reviewer-Uploads Task.
You will want to have all your questions set in advance of launch as making
changes in-process will impact the validity of the Task Report showing the review
results.

Modifying Questions
i.

To set or modify review questions, first locate and click the ‘Tasks’ icon at the top
of the page.

ii.

Locate the “Reviewer-Uploads” Task within the ‘Active Reviewer Tasks’ bucket.
Next, click on the row for the Task and then click the blue ‘Edit’ button.
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iii.

Scroll to the bottom of the Task until you see the “Review Questions” section
where the questions are configured.
Helpful Tip: The question text itself is free-form, and you may put them in the
form of a question or a directive. For example, these are two ways to present
the same yes/no review criteria:
As a question: Does the presentation use the conference PowerPoint
template?
As a directive: Confirm that the presentation uses the conference PowerPoint
template.
After setting the question, you will want to set the answer type. The options
are “Numerical Grading” and “Yes/No.” If you opt for Numerical Grading, you
can then set the High Score/ Low Score parameters if you don’t want to use the
defaults of 5 and 1. You can also choose to have the question be required or
optional for the reviewer to answer.

iv.

After you have made the desired additions or changes, be sure to click the
‘Update Task’ button toward the upper right-hand page of the Task to save your
changes.
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Configuring Reviewer Filters
Unlike other Tasks you may be familiar with, the Reviewer-Uploads Task, by default, filters to
NO reviewers. You must explicitly check-off reviewers you want the Task filtered to.
i.

To adjust the filters for the Task, scroll to the very bottom of the Task Editor. You
will find the Reviewer Filter which lists all reviewers currently configured in the
system. Check off the names of each reviewer you want to assign the Task and
take part in the review process. Failure to check off the name of a reviewer
will result in them not being able to execute the task.

ii.

After you have made the desired additions or changes, be sure to click the
‘Update Task’ button toward the upper right-hand page of the Task to save your
changes.

The next section will cover how to manage review assignments, including how to
assign reviews by Presentation ID, Submission ID, or by Review Groups.
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5.

Managing Review Assignments
Presentations are assigned to reviewers within the reviewer’s profile account.
There are three mechanisms to assign presentations to reviewers which are
explained below.
•

Presentation ID: Every presentation added to the Harvester is assigned
a six digit Presentation ID that uniquely identifies the presentation within
the entire CadmiumCD system. It cannot be modified and is never reused.

•

Submission ID: If accepted submissions were migrated to the Education
Harvester from the Abstract Scorecard, the Submission ID from the
Scorecard will remain in the Harvester as a separate ID tied to the
presentation.

•

Review Groups: As the name implies, Review Groups allow you to group
presentations together for the purpose of assigning them to one reviewer
or multiple reviewers. The names and meanings of groups are controlled
by the client administrator. For examples, a Review Group name could be
the last name of the reviewer to whom they are to be assigned or the track
name for all presentations.
Review Groups are created and assigned via a worksheet by simply
entering a group name in the Review Group field for whichever
presentations are to be grouped. Please note that not all presentations
need to be grouped. You can make some review assignments by
Review Groups, and some individual assignments by Presentation ID or
Submission ID.

Once it has been determined which mechanism or mechanisms will be used to
make the review assignments, the next step is to start making the assignments.
Starting on the next page, you will find steps for assigning reviews for each
mechanism in the Review Module. If you have questions, please do not hesitate
to reach out to your Education Harvester Project Manager via Boomerang.
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Assigning Reviews by Presentation ID or Submission ID
i.

To assign reviews based on Presentation ID or Submission ID, start by clicking
on the row for the reviewer who should receive assignments. Then, click the
blue ‘Edit’ button.

ii.

On the next page, locate the fields for adding reviews by either Presentation ID
or Submission ID. Type or paste the ID into the appropriate field. Then, click
the ‘Enter’ or ‘Return’ button on your keyboard. Once the presentation has
been added to the reviewer, it will be listed beneath the ‘Review Assignments’
section at the bottom of the page. You can continue to enter Presentation IDs of
Submission IDs until all presentations have been assigned to the reviewer. One
all presentations have been added, click the green ‘Update Data’ button.
Note: There is one additional step required to finalize the list of presentations
assigned to a reviewer. The Review Task must be updated in order for the
assignment list to finalized. This update must be made any time a change is
made to review assignments. The Review Task will be discussed on Step 5.
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Assigning Reviews by Review Groups
i.

To assign reviews based by Review Groups, you must first access the Review
Assignments Worksheet to create the groups. From the Reviewer Index, click on
the ‘Worksheets’ icon at the top of the page.

ii.

On the next page, search ‘review assignment’ within the search bar. Locate
“Worksheet K (review assignment info),” click the row for the worksheet, and
then click the blue ‘Run Worksheet’ button.

iii.

Within the worksheet, you will see all presentations that are associated with the
event. Additionally, there will be columns for Presentation ID, Submission ID,
Review Group, Track Name, Course Name, and Final Decision. Decide how you
would like to group presentations, enter the review group for each presentation,
and wait until the cell turns to green. This indicates that the change has been
saved in the system.

Once all review groups have been added, return to the Review Module by
clicking the ‘Reviews’ icon at the top of the page.
Note: This worksheet can be duplicated as necessary, and columns can
be added or removed to help with organizing the presentations for review
assignment. The worksheet can also be exported to a spreadsheet for easy
access to the data when it comes time to make the assignments within a
reviewer’s account. Please note that review assignments can not be imported.
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iv.

Next, click on the row for the reviewer whom should receive assignments from a
Review Group. Then, click the blue ‘Edit’ button.

Locate the drop down for adding reviews by group. Then, select the group
for the presentations that should be assigned to the reviewer. Once the
presentations have been added to the reviewer, they will be listed beneath the
‘Review Assignments’ section at the bottom of the page. Then, click the green
‘Update Data’ button.
Note: There is one additional step required to finalize the list of presentations
assigned to a reviewer. The Review Task must be updated in order for the
assignment list to finalized. This update must be made any time a change is
made to review assignments. The Review Task will be discussed on Step 5.

The next step will cover how to invite reviewers into the system to complete their
reviews.
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6.

Email Reviewers via Communication Module
The Communication Module of the Education Harvester supports the ability to
email reviewers with one of the following distribution lists:
•
•
•
•

All Reviewers
Reviewers who have not logged in
Reviewers who have logged in
Reviewers: Custom distribution list

In addition, there are Hotkeys that can be used to customize and individualize
the email sent to reviewers.
•
•
•
•
•
•

First Name
Last Name
Access Key
# Reviews Incomplete
# Reviews Complete
# Reviews Total

Customarily, once all the reviewers have been added to the Review Module and
review assignments have been made, an email should be sent to the reviewers
asking them to login and begin the review process.
i.

To create a new email, locate and click the ‘Communication’ icon at the top of the
page.

ii.

Click the “CREATE NEW EMAIL” button.
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iii.

Within the ‘Create an Email’ pop-up window, enter an Email Label, choose the
appropriate reviewer distribution list for the email, the ‘From’ email address and
the Subject line.
Note: If you do not see the correct ‘From’ email address, locate the “Email
Address Library” help tip within the page footer.
Once all fields are complete, click the blue ‘CONTINUE’ button.

iv.

On the next page, you will see Step 1 of the Email Editor. Complete Steps 1
through 5 using the help tips within the page footer. If you have questions,
please do not hesitate to reach out to your Education Harvester Project Manager
via Question Boomerang.
The last section for the Review Module will walk through how to access the stock
reports that can be used by throughout the review process.
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7.

Review Module Reports
The following Reports exist to help manage and monitor the review process.
One is the Review Task Report which is accessible from the Tasks Module, and
the other three are accessed from the main Review Module page. They are
each discussed below.

i.

The Review Task Report, as the name implies, provides a report on the
information collected during the review process and the status of the review.
All the answers to the questions are shown on a per reviewer basis, as well as
comments that were made and a final recommendation. It is the most widely
used report for assessing the state of the review process.
To run the Review Task Report, go to the ‘Tasks’ page, click on the ‘ReviewerUploads’ Task, and then click the blue ‘Report’ button.

ii.

On the next page, you will see a list of all presentations that have been assigned
to a reviewer and all fields related to the review. To export this report to excel,
click the blue ‘View in Excel’ link toward the upper left-hand corner of the page.
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iii.

Three other reports are accessible via the Reports button on the main page of
the Review Module:
•

Reviewer Index – The Reviewer Index report produces an exportable
report based on reviewer name. It shows the presentations assigned to
each reviewer by Presentation ID and Submission ID as well as other
review-related statistics.

•

Assignments – The Assignments report produces an exportable report
based on presentation. It shows the Presentation ID, Submission ID,
Presentation Title, the names of each reviewer who has been assigned
the presentation as well as other review-related statistics.

•

Recusals – The Recusals report produces an exportable report showing
all the reviewers who have recused themselves from reviewing a
presentation along with information on the presentation involved.

To access any of these reports, return to the Reviews Module. Then, locate and
click the ‘REPORTS’ button and choose one of the reports from the drop down
menu.

Should you have further questions about the Reviews Module within the Education
Harvester, do not hesitate to reach out to your Project Manager via Question
Boomerang.
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