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Latar Belakang

• Trend penyelenggaraan seminar internasional di 
Indonesia meningkat dari tahun ke tahun

• Tuntutan publikasi terindeks Scopus di semua Universitas

• Banyak organizer belum memahami tiap proses quality 
assurance dalam usaha indeksasi paper ke database 
online

• Indonesia menjadi salah satu pasar utama oleh pihak 
asing dalam penyelenggaraan seminar internasional

– Daya tarik wisata, kebutuhan publikasi yang bereputasi
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About the IEEE

• World’s largest technical membership association with over 
430,000 members in over 160 countries

• Not for profit organization dedicated to “Advancing Technology 
For Humanity”

• Four Core areas of activity

–Membership organization 

–Conferences organizer 

–Standards developer

–Leading Publisher
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IEEE Sponsored Conference
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IEEE Technically Co-Sponsored UGM 
Conference
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Keunggulan Publikasi di IEEE Xplore

• Proses MoU cepat dan dapat dilakukan secara online

• Memiliki timeframe yang jelas

• Tidak ada 2nd paper review dari IEEE. IEEE hanya mengevaluasi 
Quality Assurance dari technical program

• Proses indexing ke IEEE Xplore cukup singkat (~3 bulan)

– ICST 2017: ~1 bulan

– InAES 2017: ~2.5 bulan

• Tidak ada biaya untuk indexing

• Database IEEE Xplore Digital Library secara otomatis akan 
diindex oleh Scopus sebagai indexing partner
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Kesulitan/Gagalnya Publikasi di IEEE 
Xplore 

• Sifatnya relatif pada masing-masing organizer

• Kesulitan mendapatkan informasi tiap proses yang harus 
dilakukan seperti MoU, LoA, review, submit dokumen, dll

• Persiapan yang selalu terlambat

• Paradigma konvensional organizer yang memandang 
proses utama conference hanya saat hari H

– Conference IEEE: Pre-conference = 85%, Hold conference = 1%, 
post conference = 14%

• Proses Quality Assurance bersifat rigid (format, halaman, dll)

• Topik yang disubmit ke IEEE out of scope
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IEEE Conference Proceedings: Guide to 
Scope and Quality Criteria
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• Aerospace 

• Bioengineering 

• Communication, Networking & 
Broadcasting 

• Components, Circuits, Devices & Systems 

• Computing & Processing 
(hardware/software) 

• Engineered Materials, Dielectrics & 
Plasma 

• Engineering Profession 

• Fields, Waves & Electromagnetics 

• General Topics for Engineers (Math, 
Science & Engineering) 

• Geoscience 

• Nuclear Engineering 

• Photonics & Electro-Optics 

• Power, Energy Industry Applications 

• Robotics & Control Systems 

• Signal Processing & Analysis 

• Transportation 

 Each paper must fit within the stated scope of the conference

 The paper must also be within the scope of Electrical Engineering (EE) and 

Computer Science and closely‐related areas, and more specifically, within one 

of more of the following 16 topical areas



Tips Guide

• Some papers in fields that have some overlap with EE and Computer 
Science, such as other branches of engineering, physical science, life 
science, or applied mathematics, are considered to be within scope, but 
only when the paper includes significant portions that are relevant to EE 
and Computer Science

• A paper describing the design of a new instrument for medical imaging is 
likely to be within scope, while a paper tabulating the fraction of the 
population that suffers from a disease is detected with this instrument is 
unlikely to be within scope.

• For example, a paper that uses control theory to optimize the performance 
of a chemical manufacturing plant would be considered within scope, 
especially if it concentrated on the mathematical model of the plant, the 
methods used for optimization, and gave comparisons to previous methods 
used to control the plant. A paper that compared how quickly the chemical 
processing completed as a function of temperature is not likely to be 
considered within scope, as its use of these techniques is trivial at best.

• .
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IEEE Conference Timeline
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IEEE Sponsorship Definitions

• Financial Investment 
– Sole Sponsorship 

• Your OU has 100% ownership for both the financial and technical 
responsibilities related to your conference 

– Co-Sponsorship 

• Your OU has shared ownership for both the financial and technical 
responsibilities related to your conference 

• No Financial Investment 
– Technical Co-sponsorship 

• Your OU will have direct and substantial involvement in executing a high 
quality technical program and oversight of IEEE brand usage 
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Conference Supporters 

• You can align your conference with “For-Profit Companies “ but not as a 
“sponsor”, they can designated as: Supporter, Patron, Partner or Contributor 

– Supporters can contribute or donate goods and services to a conference but can 
not be involved in the overall execution Support can be in the form of a grant to 
assist organizers with any aspect of a conference (eg. provide a dinner) 

– Providing conference attendees trinkets or small gifts 

– A university may donate facilities to host a conference 

– Support can be in the form of supplying a Key Note speaker 

• You can promote your conference to the “Supporter’s” constituency
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https://www.ieee.org/conferences_events/conferences/organizers/conf_app.html
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IEEE Indonesia Section

Financial share: 0%

Penyelenggara

Financial share: ~100%

Tips:

Masukkan nama dan email pejabat 

tempat penyelenggaraan conference 

yang terlibat langsung dan mudah 

merespon email
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Full paper

Blind/Double Blind review

Jangan gunakan student 

reviewer
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Proses Approval MoU

• IEEE headquarter akan meminta persetujuan ke IEEE Indonesia 
melalui email

• IEEE Indonesia akan mereview aplikasi MoU dengan 
penekanan pada:

– Venue conference

– Tanggal conference

– Organizing committee

• Jika salah satu sponsor menolak MoU maka proses harus 
dimulai dari awal lagi

• Proses MoU akan memakan waktu 1-2 bulan setelah semua 
pihak sponsor menyetujui MoU
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Sample – Accepted MoU ICST 2017
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Submit Conference Publication Form

https://www.ieee.org/conferences_events/conferences/organizers/conference_pub_f

orm.html



Conference Publication Form

• The Conference Publication Form is your request for approval 
to submit your conference papers to the CPP and the IEEE 
Xplore® Digital Library. Submit the form at least six months 
before the conference.

Upon review and approval, IEEE sends you the Letter of 
Acquisition (LoA) after receiving your Conference Publication 
Form. The Letter of Acquisition is an agreement between 
your conference and IEEE to consider your conference for 
acceptance into the CPP and IEEE Xplore.
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Sample – LoA ICST 2017
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Tips

• LoA merupakan dokumen persetujuan bahwa publikasi dapat 
disubmit untuk diindeks ke IEEE Xplore namun tidak menjamin 
publikasi pasti diterima karena akan melalui proses evaluasi

– Gunakan kalimat “(Accepted/Selected*) and presented papers 
within the scope of IEEE will be submitted for uploading to the 
IEEE Xplore digital library” pada website

• LoA berisikan instruksi bagaimana file publikasi dalam bentuk 
packing list harus dikirim ke IEEE melalui pos

• LoA perlu diupload ke EDAS Conference Management System 
jika mau request eCopyright
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Quality Challenges 

• Papers well outside of the stated subject matter scope of the 
conference 

• Papers well outside of IEEE’s core engineering/technology 
subject areas 

• Papers that are poorly or unintelligibly written 

• Fraudulent content - machine-generated papers 

• Papers that lack some or all of the basic elements commonly 
found in scientific research papers:

– Introductory question or hypothesis -> brief summary of related 
previous scholarly work by others -> research methods -> results -
> conclusions 

3911/16/2017



Ensuring the Quality of your Proceedings

• Develop a quality process for your Technical Program 

– Drive quality at front end of the process

• Paper management planning is essential 

– Estimate number of papers received

– # reviewers

– # reviews per paper

• Things to consider

– Are your reviewers overburdened?

– Do you need an automated process for paper management (software) ?

– Is IEEE Sponsor supporting your technical program development?
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Sizing the Peer Review Team 

• Determine the number of reviewers required based on: the expected 
number of papers submitted 

– the number of reviews per paper (2 minimum, 3 preferred) 

– establish a maximum number of papers that can be assigned to a reviewer 
(suggested: 12 max for full paper) 

• Example: 

– Anticipated full paper submissions = 200 

– Reviews per paper = 3 

– Total reviews = 600 

– Full papers per reviewer = 6

– Number reviewers needed = 100

– Acceptance rate should be less than 60%

• Review previous conference history when available

4111/16/2017



42
11/16/20

17

Paper Review Process



43
11/16/20

17

Proceeding Process



Plagiarism 

• IEEE defines plagiarism as the use of someone else’s prior ideas, 
processes, results, or words without explicitly acknowledging the 
original author and source. Plagiarism in any form is unacceptable 
and is considered a serious breach of professional conduct. 

• IEEE separates plagiarism into five levels: 

Level 1: 50-100% of a paper is copied 

Level 2: 20-50% of a paper is copied 

Level 3: < 20% of a paper is copied 

Level 4: Improper paraphrasing (copied with only minor word changes) 

Level 5: Credited reuse but unclear delineation of the copied material 
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Multiple Publication/Submission

• IEEE policy states that authors must submit original work that: 
– has not been published elsewhere 
– is not under review for another refereed publication 
– cites previous work 
– indicates how it differs from the previously published work 

• Authors must also inform the publication volunteer when 
submitting any previously published or submitted work.
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CrossCheck Overview 

• CrossCheck compares submitted manuscripts against a 
very large database of published articles contributed by 
members of the publishing industry. 

• The tool automatically flags manuscripts that surpass a 
predetermined similarity threshold. 

• IEEE recommends a 30% threshold. Therefore, any 
manuscript with 30% or more similarity to previously 
published content will be flagged for further review.

• Paper management systems or peer review tools may have 
CrossCheck integrated into it. 
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Things to Consider When Evaluating 
Similarity Reports 

• Is the similarity to the author’s own work? 

• Is the similarity to work that has been properly referenced and cited 
in the manuscript? 

• Is there a high percentage of cumulative similarity (30% or more), 
but individual sources are lower (less than 10%)? 

• If previously published content was cited and referenced properly, is 
there a sufficient amount of new or original material? 

• CrossCheck is only able to compare text. Figures and equations 
embedded as images in the manuscript are not included in the 
results. 
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IEEE Conference Publications Program 

• IEEE will send you the Letter of Acquisition (LOA) after your 
(conference is approved) and your completed Conference 
Publication Form is received

– The LOA includes information on what is needed to prepare your 
conference proceedings (PDF eXpress, eCopyright)

• Publications Chair must approve the Letter of Acquisition via 
an electronic signatory process

• All conference proceedings are subject to quality reviews
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Publications Chair

• The Publication Chair is responsible for managing the production of 
all material that is published in relation to the conference 
– Selecting a production vendor for the conference proceedings

– Produce the conference proceedings (USB, DVD, CDR, printed booklet)  

– Producing the conference program (an agenda for the presentation schedule) 

– Ensuring inclusion of papers from special tutorial sessions or colloquia         (if 
peer reviewed)

– Ensuring exclusion of non-presented papers if conference policy dictates 

– Author management – formatting issue related, not content quality

– Obtain copyright from authors

• The Publications Chair is responsible for submitting the conference 
proceedings to IEEE Xplore
– IEEE requests content to be sent within 30 days of the conference end date to 

ensure timely processing and upload to IEEE Xplore
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How to Publish
Four Basic Steps

• Request publication to be included in the IEEE Conference 
Publications Program

– Complete the IEEE Publications Form 

• Receive confirmation of your publication by IEEE  

– Letter of Acquisition (authorized via an electronic signatory 
process) 
• includes information on what is needed to prepare your conference proceedings  

• Collect and submit copyright forms for the accepted paper in 
the proceedings  

– Electronic copyright form 

• Prepare and submit the proceedings to IEEE 

– Xplore CD/USB formatting requirement 

2017/11/16



Essential Tools  
Publication Chair 
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PDF eXpress or PDF eXpress Plus!
o Free tools offered to conferences & 

authors of conference papers to convert 

their accepted source or PDF files into 

an Xplore compliant PDF

o Web hosted

o PDF eXpress Plus offers a convenient 

paper collection feature 

Makes it easier for your authors to convert there 
papers to Xplore compliant Files



What is an “Xplore-compliant” PDF?

• An IEEE specific PDF format requirement (accepted papers)

– No digital rights management or security can be applied

– Fonts must be embedded

– No hyperlinks to third‐party sites

– No bookmarks

– No form fields

– No Adobe Acrobat 9 files

• Why is this format important?

– Your author’s content is uploaded to IEEE Xplore with minimal 
delay

– To provide a consistent, best-in-class user experience to every 
researcher viewing articles in IEEE Xplore

2017/11/16



IEEE Electronic Copyright Form
Publications Chair
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11/16/201754

Saves time for the Publications Chairs while improving the author 
experience. eCF tool can be invoked directly by authors from the 

access-controlled site

We strongly recommend you take 
advantage and integrate using eCF into 
your conference process

– Its Free !

–The setup process is very quick and simple 

Copyright forms should “NOT” be submitted on your 
Xplore compliant CD or packing list
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After Conference Task Remark

Within 1 Month Submit conference
content and report

• Submit Technical Program Questionnaire 
(TPQ) by email

• Submit Conference Proceedings/Content 
(Xplore CD and other media types) per 
LOA



Process
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Chair receives email 
TPQ from IEEE 

Running technical 
program

Preparing TPQ 
document

Submit TPQ 
document via email

Receive LoA
Running technical 

program
Preparing Packing 

List Document
Submit Packing 

List by postal mail

1 month



IEEE Technical Program Questionnaire
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Dokumen yang perlu disiapkan

• Sample of papers reviewed with reviewer comments

• PDF Program Book

• Attendee List

• Call for Paper

• List of Reviewers
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Packing List Preparation

• Utilize the Packing List Generator (PLG) which itemizes all PDF 
files for the conference proceedings by content type (author 
papers, table of contents, etc.)
 PLG ensures that all files will be accounted for during processing

 If any files or front matter do not appear on the packing list, they will 
not be uploaded to IEEE Xplore
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• Submit to IEEE three identical sets of Xplore compliant files on 
CD, DVD, or USB which contain the following:
 IEEE Xplore‐compliant PDF files

 Author Papers (PDF)

 Cover (PDF)

 Table of Contents (PDF)

 Copyright Page (PDF)

 Author Index (PDF)

 Packing List

• Your Xplore-compliant submission files (CD, DVD, USB) is a 
different from the media you are producing to distribute to 
your conference attendees
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Publication Quality Evaluation Result: 
Accepted
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Publication Quality Evaluation Result: 
Rejected
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Indexing Confirmation
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Tips

• Pahami conference timeline dengan baik

• Lakukan proses paper review melibatkan reviewer 
external

• Lakukan quality assurance sesuai dengan standar IEEE

• Konsultasikan jika ada permasalahan pada tiap proses 
dalam conference timeline ke BPP UGM

• Pengalaman adalah kunci berharga dalam
penyelenggaraan seminar internasional bereputasi
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Terima kasih


