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What this talk does do: 
 

• Gives overview of editing process 
• Puts the task into context (helps to process the papers effectively if you have a good 

understanding of what you are trying to achieve) 
 

It does not cover the specifics: 
 

• WEBA2: Editing with Acrobat/Pitstop    Raphael Müller 
• Parallel Session 7a: Editing Papers with Acrobat/Pitstop  Raphael Müller 

 

Additional resources: 
 

• JACoW website (http://www.jacow.org/index.php?n=Editors.BasicProcedure) 
• J. Chrin, “Criteria for Editors Processing Papers”, TM 2011, Shanghai, WEAC01 
• J. Poole, “Processing Papers for JACoW Conferences”, TM 2012, Valencia, FRCA1 
• J. Poole, “Notes for the Paper Processing Demonstration”, TM2012, Valencia, TUCSEM61 
• T. Satogata, “Proceedings Office Organisation at the Conference”, TM2012, Valencia, THAA1 
• T. Satogata, “Processing Guidelines for Editors”, TM2012, Valencia, THAA2 
• JACoW Templates (http://www.jacow.org/index.php?n=Editors.HelpfulItems) 

 

Overview 
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JACoW (Joint Accelerator Conference Website) is an international  collaboration 
the exists to publish the proceedings of accelerator conferences held around the 
world (www.JACoW.org) 
 

Conferences aim to provide a forum for the target community to be able to 
exchange knowledge, ideas and recent results in their field 
 

Proceedings should facilitate this goal: 
• Source of latest technical information on a topic 
• Long term record of what was discussed / presented 
 

What they are not: 
• Proceedings are not journal publications! 
• Technical content is not assessed (i.e. not editing in the strictest sense) 

Overview 

THE END GOAL 
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The editing team are there to fulfil the following basic tasks: 
 

• Provide set of papers suitable for electronic viewing on a range of platforms 
• Suitable for long-term archival (PDF-A compliant, fonts contained within document) 
• Timely publication (shouldn’t be obsolete before they are published) 
 

Processing standards: 
 

Must have for JACoW , i.e. the basic JACoW constraints  
Level 0: non-negotiable  
 
Must have for the Conference, i.e. essential (conference) editing  
Level 1: minimalistic [if missing after edit, QA Fail]  
 
Would be nice to have for the conference, i.e. desirable editing  
Level 2: pragmatic [if missing after edit, QA Pass]  
 
In an ideal world would have, i.e. full adherence to template  
Level 3: pedantic [if missing after edit, QA Pass]  

 
J. Chrin, TM 2011, Shanghai, WEAC01 

Paper Processing Criteria 
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Technical Constraints Imposed by JACoW 

Level 0: non-negotiable 
 
• Paper size (JACoW specific – prints equally well on A4 and US Letter) 
• Page layout (Text centred on JACoW paper size pages, each page to carry the 

conference name and a page number etc.) 
• Performance: each page to display in less than 5/N seconds, where N is the processor 

speed in GHz 
• Hidden fields: Title, author and keywords set inside the PDF file 
• PDF file opening parameters: Open with fit-width and thumbnails 
• Type3 fonts: to be avoided as far as possible 
• Acrobat version 
• PDF parameters like correct compression, no hyperlinks etc. 

 
J. Poole, TM 2012, Valencia, FRCA1 
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Requirements Set by Conference (Essential) 

Level 1: minimalistic 
 
• Paper broadly conforms to template style 
• Two column layout 
• Correct number of pages for the type of contribution (Invited/Contributed oral, Poster)  
• Title / Author / Section Headings correctly formatted 
• No numbers for pages / section headings 
• Correct fonts / font sizes 
• Text / figures should be clear and easily readable 
• Table / Figure captions correctly placed 
• Figure / Table / Equation numbering correct and in sequence 
• Footnotes exist if indicated in title 
• Funding agencies acknowledged (DoE labs in US) 
• References should exist and be in a uniquely identifiable form 
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Requirements Set by Conference (Desirable) 

Level 2: pragmatic 
 
• Captions for tables / figures correctly formatted 
• Indentations for paragraphs 
• Fig. vs Figure, Table Vs Tab. 
• Obvious typos 
 

Level 3: pedantic 
 
• Location of figures close to place in text they are referenced from 
• Vertical bars in Tables 
• Use of colons / periods 
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Up to individual conference / editor-in-chief to define the standards 
 
Considerations 
• Desired level of homogeneity 
• Speed / Cost / Standard trade off 
• Natural inclination of individual editors vary 

 
Large conferences generally should have looser guidelines 
• Faster processing, lower costs, acceptable quality quickly 

 
Smaller conferences generally should have stricter guidelines 
• Less cost advantage, lower speed pressure, higher quality proceedings more slowly, 

easier to align small team strictness 
 

T. Satogata, TM 2012, Valencia, THAA2 

Standard for Conference 
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Step 1: Acquire a paper 

1) Log in to the SPMS with editor privileges 
 

2) Select ‘platform’ 
 Mac papers should be processed on Macs, etc 
 
3) Select ‘source type’  
 e.g. MS Word, LaTeX 
 
4) Hit ‘Get Next Paper’ and download everything 

in zip folder to your PC 
 

5) Extract everything 
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Author has submitted PDF File 
<paper_id>_AUTHOR.pdf 

Autodistill has been enabled 
<paper_id>.pdf.autodistill.pdf 

Author has 
submitted a 

PS file 

Author has 
submitted 
source files 

generate PDF  

Open PDF file, run JACoW 
media box, check for errors 

PDF file is ready for QA 

Errors can be 
fixed in PDF* 

yes 

no 

yes 

no 

Open source file 
/ fix any errors no 

yes yes 

No 
errors 

yes 

no 

errors 

Step 2: Process paper 

*could still be quicker to do in source file 



Step 2: Process paper 

When processing the paper, run through 
checklist to make sure it conforms to 
conference guidelines: 
 

• conference-specific 
• default:  
 http://www.jacow.org/index.php?n=Editors.BasicProcedure 

 

For examples, see also: 
 

• JACoW Templates 
 http://www.jacow.org/index.php?n=Authors.HomePage 

• Common Author Oversights  
 http://www.jacow.org/index.php?n=Editors.CommonAuthorOversights 

 
Final Checks: 
 

• Final PDF saved as <paper_id>.pdf 
• Print the paper and check it visually 
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Step 3: Post-Processing 

Once the paper is complete: 
 

• Write the paper code, the date and your name 
on the paper copy, put the correct colour dot 
on it* and file ready for QA 

Not publishable. Requires author 
to submit new files. 

PDF produced from source files / 
substantial editing in PDF. Requires 
author to proofread. 

Author PDF good / only minor 
edits required to PDF. 

*can now be done electronically in acrobat 

• Upload final PDF plus any new/modified 
sources files to the fileserver 

• Set the status in the SPMS, marking the 
relevant error checkboxes and sending a 
message to the author detailing what was done 
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Step 4: Quality Assurance 

1) Take a paper from the pile of printed 
papers that you did not originally process 
 

2) Log in to the SPMS with ‘editor QA’ 
privileges 
 

3) Select the paper from the drop-down list 
on the QA SPMS interface and hit 
‘submit’ 

4) Download the PDF and perform the following checks: 
 

• The title and author list in the SPMS agrees with what is written on the paper (correct 
values in SPMS if not)  

• The number of pages defined in SPMS agrees the same as the number of pages in the 
final document 

• The document meets the JACoW technical requirements  
• The document conforms to conference guidelines (Fig. / Figure type errors do not 

matter at this point) 
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Review the PDF 
document 

Choose ‘QA OK’ in 
SPMS and submit 

Possible to make 
changes in PDF file 

Make changes, 
upload new version 
to SPMS, print new 

version 

Write ‘QA OK’ on 
paper copy and 

leave it to be filed 

Everything 
is ok 

Not 
OK 

yes 

yes 

Step 4: Quality Assurance 

no 
Select ‘QA fail’ in SPMS 

Give paper to 
original editor 
to re-process 

Reassign to 
yourself and re-

process 

Note changes made, and upload 
new version to the SPMS 

Print paper copy and file for QA 

Can fix in 
source 

Red dot and send back to author 
explaining the reason 

Cannot fix 
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Then what happens? 

 

• For the majority of the editing team, the job of processing the papers is now complete 
• Ideally, >90% of the papers will have been submitted, processed, QA’d and be ready for 

publication  
• Common goal is to have the pre-press release ready for publication on final day of 

conference (this is valued by the delegates!) 
• The remaining papers can then be chased / edited / added to the final proceedings 

(usually by the editor-in-chief after conference has closed) 
• Final proceedings have wrappers added (page numbers, conference title, paper ID, etc) 
• Aim to published on JACoW within a few weeks of conference ending 
 



16 Ian Martin       Workflow for Editors       JACoW TM 2015, Melbourne 

Case study: IBIC 2013 

• 267 delegates 
• 284 abstracts submitted (240 contributions received) 
• 34 talks (12 invited) / 214 posters 
• 7 pages for invited orals, 4 pages for contributed orals and poster (~1000 pages to process) 
• 6 editors (4 experienced, 2 trainee) (~40 papers each – 4 editors would have been enough) 
• 8 days assigned (2 of which were half-days) , work largely complete by day 6.  
• Aiming for relatively high standard (level 2-3) 

0 5 10 15 20 25 30

Editor 1

Editor 2

Editor 3

Editor 4

Editor 5

Editor 6

Number of contributions

 

 
initial red dot

initial yellow dot

initial green dot

~90% of papers available for pre-press release on final day on conference 

Initial dots: 
 

• 23% red dot 
• 41% yellow dot 
• 36% green dot 

Editor 2 was 
keen on ‘author 
education’ 

Editor 6 was 
keen to progress 
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Case study: IBIC 2013 

Platform File Type Number of contributions Percentage of total 

Intel PC 

Word 105 43.8% 

Open Office 1 0.4% 

Latex 38 15.8% 

Macintosh 

Word 17 7.1% 

Open Office 0 0% 

Latex 25 10.4% 

Linux 

Word 2 0.8% 

Open Office 1 0.4% 

Latex 29 12.1% 

Unix Word 1 0.4% 

- PDF only 21 8.7% 

Total 240 100% 

~52% Word 
~38% Latex 
~10% Other (mostly PDF only) 
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Case study: IBIC 2013 
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Summary 

 

 
 

• Conference editing team are there to provide a complete set of proceedings in 
electronic format for publication on JACoW website 

• Papers must meet the minimum set of technical requirements defined by JACoW in 
order to be published 

• In addition, conference should define in advance the standards  / requirements to be 
met 
• Level of homogeneity 
• ‘Value added’ to scientific content 
• Cost vs. speed of production 

• Goals of the conference should be kept in mind when deciding which errors to fix 
• Scientific content / language of paper not assessed (do not proofread!) 
• Ideally have vast majority of papers completed on final day of conference ready for pre-

press release 
 


