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Your meta-reviewer 
console displays the list 

of papers you are 
managing

Number of reviews 
received. You should aim 

for 3 reviews in each paper

Number of reviewers assigned to each paper. Initially 
you should have 3 reviewers assigned. If you edit the 

assignments (see next) this number might change



Messaging reviewers



There are different ways to email 
reviewers through the system

Clicking on the envelope 
icon next to the reviewer 
allows you to email this 

specific reviewer

Note that if a reviewer’s name 
appears in blue, then the name 

serves as a link to the Google 
Scholar profile of the reviewer

This will open a new page with a form to 
send an email to the reviewer
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Alternatively, you can email all reviewers, 
or all reviewers who have not completed 

their reviews yet in a single go

Click on the “More” button, 
and you will be presented 
with a drop-down menu

1

Click on “Email 
Reviewers” Select the desired 

option

2 3



Assigning emergency reviewers



As an AC you can assign emergency 
reviewers to a paper

Click on the “More” button, 
and you will be presented 
with a drop-down menu
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Click on “Edit 
Assignments”
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You will be presented with the list of reviewers available to review this paper. This list includes the 
reviewers currently assigned, as well as emergency reviewers and normal reviewers from the pool, 

who have not yet reached their quota, and do not have a conflict with this paper

Reviewers already 
assigned

Other available 
reviewers

Indication about 
whether the reviewer 

has agreed to do 
emergency reviews



You should only invite as emergency reviewers, reviewers who have agreed to do emergency 
reviews. You should only assign a normal (not emergency) reviewer to your papers if you have 

contacted him/her beforehand and they have explicitly agreed to take on the emergency review

To filter the list for 
emergency reviewers 

only, click on the text box A filter dialog will appear. 
Click on “Yes” and then “Ok”



To assign a new reviewer to 
the paper, click the check 
box next to his/her name



As soon as you click on the check box, you will be 
presented with a dialogue that asks whether you 

want a message to be sent to the reviewer.

This is a sample of the message that the reviewer 
receives. The deadline is set by the PC chairs in the 
system. See the timeline circulated for the date by 

which emergency reviews are expected.

Important: If you choose “No” in the dialogue above, the system will NOT 
automatically notify the reviewer about this assignment. Instead, you 

should then send an email to the new reviewer yourself (see “messaging 
reviewers”) to notify him of this assignment



Once this process finishes, the 
new reviewer will appear in green



Returning to the meta-reviewer 
console, note that the new reviewer 

has been assigned, and his/her 
name appears in the list



Adding new reviewers to the pool



You can add new reviewers to the pool. You should ONLY add to the pool people who you have contacted 
beforehand, and they have agreed to take on this role. ICDAR reviewers should have experience in the field, 

and you should be confident that they are capable to do quality reviews for ICDAR. To do so, follow these steps

On the top left, click on 
“Reviewers”. This should bring up 
the list of ICDAR 2025 reviewers

Before you add a new reviewer, 
please search for him/her in this 

list and check that (s)he is not 
already invited

Click on “Actions”

In the drop-down 
menu, there should be 
a single option to “Add 

Reviewer”
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You will be presented with a dialog, where you 
need to add the email of the reviewer you want 

to add. The reviewer must have a valid CMT 
account, and you must use the email with 

which (s)he is registered on CMT

If you enter a valid email and you click search, 
CMT will show you the details of the reviewer 

found in the system. If it is the intended person, 
click “+ Add this Reviewer”
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If you search for the newly added reviewer, 
you should see him/her in the list

New reviewers added 
by ACs will have a 

default quota of 2. If 
you have contacted 

this reviewer, and you 
have negotiated a 

different quota, 
please let the PC 

chairs know, so that 
we update it.

New reviewers added by 
ACs will NOT be 

designated as emergency 
reviewers by default. You 
should still be able to see 

them in the pool of 
available reviewers as 

normal reviewers (you will 
not find them if you filter 

for emergency reviewers).

Click on “Remove” if 
you need to remove a 

reviewer added by you 
from the pool.

Important: New reviewers added to the 
pool, will NOT be automatically notified 
by CMT. You should contact them directly 

to let them know.
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