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• Submitting Recommendations
• Discussions 
• Getting Credit for Reviews
• Open Peer Review (if time)
• Reviewer Management
• Additional Resources
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Reviewer Basics
Registration, Invitations, Acceptances, Menus, Folders



Reviewer Basics—Registration

• Normal Registration
• Expedited Registration



Normal Registration



Reviewer Basics
Expedited Registration
• Proxy Registered by publication
• Mini “Update my Information” page
• Reviewer skips completely if already filled in by person doing 

the proxy registration



Normal Registration

vs Expedited Registration



Reviewer Basics—Email Invitations



Agree

Decline

Reviewer Basics—Email Invitations
With Deep Links



Reviewer Basics—Email Invitations
Declining an Invitation



Reviewer Basics—Email Invitations
Declining an Invitation



Agree

Reviewer Basics—Email Invitations
Accepting an Invitation



Reviewer Basics—Email Invitations
Accepting an Invitation



Aside—Troubleshooting Deep Links



Reviewer Basics—Email Invitations
Accepting an Invitation



Reviewer Basics
Instructions and Due Date



Reviewer Basics
Reviewer Main Menu



Reviewer Basics
Review History



Reviewer Basics
Review History



Reviewer Basics
Review History



Reviewer Basics
Review History



Reviewer Basics
Reviewer Main Menu



Reviewer Basics
Pending Assignments folder



Reviewer Basics
Reviewer Main Menu



Reviewer Basics
Completed Assignments folder



Review Experience Basics 
Questions?



Configuration 
Registration and Letters (aka Emails)



Reviewer Basics
Expedited Registration



Reviewer Basics
PolicyManager—Configure Expedited Reviewer Login



Reviewer Basics
PolicyManager—Configure Expedited Reviewer Login



Configuration—Emails



Configuration—Emails
Reviewer Assignment Letters
PolicyManager—Edit Letters



Configuration—Emails
Editing Text



Configuration—Emails
System Merge Fields



Configuration—Emails
System Merge Fields



Configuration—Emails
System Merge Fields





Configuration—Emails
Reviewer Management Emails
Edit Letters



Configuration—Emails



Configuration—Emails
Electronic Calendars
PolicyManager



Configuration—Emails
Electronic Calendars



Configuration—Emails
Deep Link Expiration
PolicyManager



Configuration—Emails
Deep Link Expiration



Configuration—Emails
Set “Email From” Address
PolicyManager



Configuration—Emails
Set “Email From” Address



Emails—Editor View



Configuration—Emails
Proxy Registration



Configuration—Emails
Proxy Registration Notice to Registrant
PolicyManager



Configuration—Emails
Proxy Registration Notice to Registrant



Configuration—Registration and 
Letters 
Questions?



Configuration
RoleManager Permissions



Configuration—Permissions
RoleManager



Configuration—Permissions
RoleManager



Configuration—Permissions
RoleManager



Configuration—Permissions
New Reviewer Invitations
RoleManager



Configuration—Permissions
Pending and Completed Assignments
RoleManager



Configuration—Permissions
Completed Assignments
RoleManager



Configuration—Permissions
General Permissions
RoleManager



Configuration—Permissions
Questions?



Gathering Information

• Bibliographic Searching
• Similarity Check
• StatReviewer



Bibliographic Searching

• Reviewers can search major databases.
• A few of many examples

• Google and Google Scholar
• HighWire
• arXiv
• PubMed
• JSTOR

• Editorial Manager constructs searches 
• Author names
• Keywords
• Manuscript titles
• Classifications



Bibliographic Searching
Pending Assignments Folder



Bibliographic Searching
Pending Assignments Folder



Similarity Check 
aka 
iThenticate
previously known as 
CrossCheck



Similarity Check/iThenticate





Similarity Check/iThenticate
Configuration
PolicyManager



Similarity Check/iThenticate
Configuration
RoleManager



StatReviewer
Section Header Subtitle



• An	automated	review	of	statistical	and	reporting	integrity	for	
scientific	manuscripts.

• Manuscripts	are	scanned	and	a	PDF	report	is	generated.
• The	report	will	either	resemble	an	actual	peer	review,	or	

checklist,	depending	on	the	guidelines	specified	by	the	
journal.

• Can	be	used	on	every	manuscript	to	ensure	consistent	
integrity,	or	used	only	when	needed.

• MS	can	checked	against	reporting	guidelines,	e.g.	CONSORT	
2010,	STROBE,	STARD,	ARRIVE,	The	Uniform	Requirements	for	
Medical	Journals.		









Gathering Information
Questions?



Submitting a Recommendation
Review Forms aka Reviewer Forms



Review Forms



Content Slide

• Text
• Text



Review Forms



Review Forms



Review Forms
Recommendation



Review Forms
Review Questions



Review Forms
Reviewer Comments



Review Forms
Transfer Permission



Reviewer Attachments



Reviewer Attachments

• FOR the REVIEWER
• FROM the Reviewer



Reviewer Attachments
FOR the Reviewer

• Editors can provide attachments as a supplemental file for 
reviewers

• Deep links for the Reviewer Invitation Letters are available:
o %ATTACH_FOR_REVIEWER_DEEP_LINK% 
o %ATTACH_FOR_REVIEWER_DEEP_LINK_INSTRUCTIONS



Reviewer Attachments
FROM the Reviewer

• Reviewers (with permission) may upload supplemental files
• These files are not built into the PDF
• Reviewers will always have access to these files
• Reviewer Attachments be configured to 
• Allow Author Access
• Allow Reviewer Access (for other reviewers) 

• Publications can choose to sanitize Reviewer Attachments



Attachments



Attachments







Reviewer Attachments
Questions?



Review Forms
Configuration



Review Forms
Configuration



Review Forms—Configuration
Reviewer Recommendation Terms



Review Forms—Configuration
Reviewer Recommendation Terms



Review Forms—Configuration
Reviewer Instructions



Review Forms—Configuration
Create/Edit Review Forms



Review Forms—Configuration
Create/Edit Review Forms





Review Forms—Configuration
Create/Edit Custom Review Questions
PolicyManager



Review Forms—Configuration
Create/Edit Custom Review Questions



Review Forms—Configuration
Create/Edit Custom Review Questions



Review Forms—Configuration
Create/Edit Review Forms
PolicyManager



Review Forms—Configuration
Create/Edit Review Forms



Review Forms—Configuration
Create/Edit Review Forms



Review Forms—Configuration
Create/Edit Review Forms





Review Forms—Configuration
Edit Manuscript Rating Questions



Review Forms—Configuration
Edit Manuscript Rating Questions



Review Forms—Configuration
Edit Manuscript Rating Questions



Review Forms—Configuration
Edit Manuscript Rating Questions



Review Forms—Configuration
Match Review Forms to Article Types 
and Reviewer Roles
PolicyManager







Review Forms—Configuration
Manuscript Rating Questions



Review Forms
Questions?



Submitting a Recommendation
Questions?



What can a Reviewer do After 
submitting a review?
• Participate in Reviewer Consultation Discussions
• View Completed Reviews and Decision Letters



Discussion Forums



Discussion Forums

• Reviewer Consultation Discussions
• Can be initiated automatically



Discussion Forums

• Can configure to initiate discussions automatically



Discussion Forums
Submissions with Active Discussions folder



Discussion Forums
Reviewer Consultation Discussion

• Reviewer added to discussion upon agreeing to assignment
• Reviewer inactive until submitting recommendation



• No Link to Discussion

Discussion Forums
Pending Reviewer Assignments folder



Discussion Forums
Pending Reviewer Assignments folder



Discussion Forums
Review Form



Discussion Forums
Review Form



Discussion Forums



Discussion Forums



• Link to Discussion

Discussion Forums
Completed Reviewer Assignments folder



Reviewer Credit
Publons, ORCID



Publons

• Editorial Manager exports reviewer activity report 
• Publons populates review information
• Report available for Editors

Main Menu—Reports—Enterprise Analytics Reporting--Publons



Publons

• Review data 
populates 
Publons Profile



ORCID Reviewer Recognition

• Aries Account Coordinator enables feature
• Publication office configures EM Review Forms
• Reviewer authenticates ORCID record in EM
• Reviewer agrees to share review information with ORCID 
• On pre-set schedule, Editorial Manager sends Review 

Information to ORCID
• Review information from Editorial Manager displays in 

Reviewer’s ORCID profile



ORCID Reviewer Recognition
Review Form





Open Peer Review



Open Peer Review

• For Open Peer Review, at invitation, Reviewers have access to
o Un-blinded completed reviews for prior revisions AND
o Un-blinded completed reviews for the current revision
o Decision letters for all revisions
o Attachments for all revisions (if configured as available to 

other reviewers)



Open Peer Review
RoleManager Permissions
• Existing Reviewer RoleManager permission 

‘View Un-Blinded Comments’ 



Open Peer Review
RoleManager Permissions
• New Reviewer RoleManager permission 

‘View Un-blinded Reviews for Open Peer Review’



• New Invitations folder
• Pending Assignments folder
• Completed Assignments folder
• Review Form
• View Reviewer Comments page
• View Individual Reviewer Comments page
• View Attachments page

Open Peer Review
When and where can Reviewers 
access un-blinded Reviews?



• View Reviewer Comments
• View Attachments
• View Decision Letter 

Open Peer Review
Action Links available earlier



Open Peer Review
Reviewer sees un-blinded reviews if other 
reviewer completed review for any revision



Open Peer Review
Reviewer accesses un-blinded Review Form



Open Peer Review
Attachments page un-blinded



• Reviewer Invitation
o %OPEN_INDIVIDUAL_REVIEWER_COMMENTS_TO_AUTHOR%
o %OPEN_REVIEWER_COMMENTS_TO_AUTHOR%
o %OPEN_REVIEWER_COMMENTS_TO_EDITOR%
o %OPEN_REVIEWER_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR%

• Reviewer names from current submission only
• %OPEN_LINKED_REVIEWER_COMMENTS_TO_AUTHOR%
• %OPEN_LINKED_REVIEWER_COMMENTS_TO_EDITOR%
• %OPEN_LINKED_REVIEWER_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR%

• Reviewer Notifications of Editor Decisions
• %OPEN_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR%

• Ad Hoc from Editor Letters only
• %OPEN_ALL_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR%

Open Peer Review
New Merge Fields



Open Peer Review
Discussion Forums



Open Peer Review
Questions?



Reviewer Management
Due Dates, Reminder Reports, Thank Yous





Reviewer Management
Due Date Configuration
PolicyManager
• Configure General Due Date Preferences
• Set Reviewer Preferences



Reviewer Management
Due Date Preferences
PolicyManager



Configuration—Emails
Due Date Preferences
General



Reviewer Management
Due Date Preferences
Set Reviewer Preferences
PolicyManager



Reviewer Management—Configuration
Due Date Preferences
Policy Manager—Set Reviewer Preferences



Reviewer Reports

• Reminders
• Thank You



Reviewer Reports
Editor Main Menu



Reviewer Reminder Reports
Editor Main Menu



Reviewer Reminder Reports
Reports Menu



Reviewer Reminder Reports
Reports Menu



Reviewer Reminder Reports
Reviewers Invited – No Response



Reviewer Reminder Reports
Reports Menu



Reviewer Reminder Report



Reviewer Reminder Report



Reviewer Reminder Report



Aside--Excluding People from 
Receiving Reminders
Search People



Aside--Excluding People from 
Receiving Reminders
Search People—Update Information Screen



Reviewer Reminder Reports 
Automated Reviewer Reminder Report
Reports Menu



Reviewer Reminder Reports
Automated Reviewer Reminder Report



Reviewer Reminder Reports
Automated Reviewer Reminder Report



Reviewer Reminder Reports
PolicyManager—Edit Letters



Reviewer Reminder Reports
Reviewer Thank-You List
Reports Menu



Reviewer Reports
Reviewer Thank-You List
Enterprise Analytics Reporting (EAR) Menu



Reviewer Reports
Reviewer Thank-You List



Reviewer Management
Questions?



Additional Resources



• Reviewer Experience: Responding to Reviewer invitations in Editorial Manager
https://vimeo.com/242994253

• Reviewer Experience: Submitting Reviews in Editorial Manager
https://vimeo.com/252206513

• Inserting Merge Fields into Letters
https://vimeo.com/174717022

• Top 5 Innovations for Reviewers Using Editorial Manager
https://vimeo.com/267238211

• Using StatReviewer for Automated Statistical Analysis in Editorial Manager
https://vimeo.com/270471134

• Making Changes to Reviewer Forms
https://vimeo.com/116556273

• Discussion Forums
https://vimeo.com/112092271 

• How to create a report to extract data for reviewer recognition services, such as Publons
https://vimeo.com/162693464

• ORCID Reviewer Recognition
https://vimeo.com/262974582

Videos



• https://www.ariessys.com/?s=release+notes
• Release Notes
• Release Notes Digests

Release Notes



Help



Help



Your Aries Account Coordinator



Questions in General?
cmeyer@ariessys.com

tinyurl


