Editor Adds Reviewer to Database

Adding a reviewer
An editor will often want to add a reviewer for a particular manuscript that is not found with a ‘Search
for reviewer' in the database.

This guide will show how this is done.

'Review' tab
Here, on the 'Review' tab, the editor scrolls down...

YOUR JOURNAL
SEARCH DASHBOARD PROFILE [ SIGN OUT ]
(] Details & Review & '® Decision 4= Invite more reviewers  1of1 4 previous  nextep
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Search for a reviewer
...and clicks, "Search for a reviewer"
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Search
Editors can search for a reviewer via the various categories/ parameters/ also Pub Med and Google
Scholar at the bottom of the page.

Here we will display a search for a reviewer by 'Last name'

Reviewer suggestions from the database
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Nothing found

If the reviewer is not found...
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Editorial Staff
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Add a reviewer

...the option appears to add a reviewer to the database

Editorial Staff

Administrator: Jane Simmons
Assigned: 2018-12-12

Nothing found for search

Marked up documents for authors

Reviewer invitation strategy
Automatic review cancel is on
Automatic invitation is on

Add reviewer form

Editor-in-Chief: Jane Simmons
Assigned: 2018-12-18

Sub-Editor: Jane Simmons
Assigned: 2019-01-07

Add a reviewer 10 database

The 'Add reviewer' form then appears at the bottom of the 'Review' tab page...

Help Center



Add reviewer info
On the form, the editor can now provide the information necessary to add the reviewer to the database.
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Title* Town/City =
Dr. v Santa Monica, CA
First name* Email*
Susan s.a.lindhoff@xx.dd.xx
Middle name Expertise
A.
Last Name*
Lindhoff
Country*
Institute v
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Click 'Add’

When the form is complete, the editor clicks to 'Add' this reviewer

Add reviewer (if not found)
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Reviewers list

The editor can now scroll down to see the reviewer has been added to the 'Reviewers' list




Reviewer added
The new reviewer has been added here...
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Invite

...and is now available to be invited
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Search for a reviewer
Searching before adding a reviewer prevents the accumulation of multiple profiles for a single user and
ultimately improves journal efficiency.
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