Adding Reviewers & Editorial Board

Adding Reviewers / Editorial Board

Reviewers / editorial board members can be imported as a group with the help of Customer Support;
alternatively, they can be added manually.

In order to add manually, follow these steps:

'Admin' / 'Configure Manager"
Select the role with this gear wheel icon to access the 'Configure' section.

(If you need access to this role, contact support@manuscriptmanager.com)
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'CONFIGURE'
Select 'CONFIGURE' at the admin dashboard

YOUR JOURNAL

Jane Simmons as Administrator [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [ SIGN OUT ]
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9 new submissions 2
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0 restan suspended submissions
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Select, 'Reviewers'
In the configure section, select, 'Reviewers'
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On the 'Reviewers' page, administrators have quick access to various lists of reviewers.

It is also here that they can add a reviewer or editorial board member.
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Add Reviewer / review board
In order to add a reviewer or review board member manually, simply click the button.
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24 Reviewers in the database
Reviewers and review board members are usually external academics who are invited to review. They do not have responsibilities for selecting or
inviting others.

a' Get excel file
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Add Reviewer/review board member
v

Select a title for this role

Reviewer

Board Name Email Last signed in

hsah.org.il
Amory Arthur (Dr) aa@ org.ilx Never signed in

Basic profile info
The information form then opens, allowing the essential details of the new profile to be added.
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Review board status
Be sure to select the appropriate button to denote the status of the reviewer added.

Middle name(s)

Last name*

Adid

Email*

hasad@ee.mr.w

Country*

Review board status
) Review board member (frequent reviewer)

Help Center

® Ordinary reviewer

Note: All users are requested to complete their profile and affiliation details when first contacted.

ﬁ Company ™~ Support "‘ Session
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Then, 'Save'

Middle name(s)

Last name*
Adid

Email*

hasad@ee.rr.vw

Country* =

Review board status
() Review board member (frequent reviewer)
® Ordinary reviewer
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Note: All users are requested to complete their profile and affiliation details when first contacted.

Company Support "‘ Session
t ASK A QUESTION




Confirmation
The system then confirms that the profile has been added.
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Jane Simmons as Administrator [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [SIGN OUT ]
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Add another

At this point, another reviewer profile can be added via the, 'Add another' shortcut.
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Jane Simmons as Administrator [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [SIGN OUT ]
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Add Reviewer

Hasan Adid is added to the database.
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'Reviewers'
Or, the administrator can check the 'Reviewers' page to verify that the new profile is listed.
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Jane Simmons as Administrator [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [SIGN OUT ]
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Hasan Adid is added to the database.
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List by last name

Back at the 'Reviewers' page, alphabetical selection generates a list of reviewers whose last name
begins with 'A'.
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25 Reviewers in the database
Reviewers and review board members are usually external academics who are invited to review. They do not have responsibilities for selecting or
inviting others.
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Profile listed

And the new reviewer profile appears listed.
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Add Reviewer/review board member

Select a title for this role
Reviewer v
Board Name Email Last signed in
Adid Hasan (Prof.) @ee.rmw Never signed in - _ :;
Amory Arthur (Dr) aa@hsah.org.ilx Never signed in - -
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Help topic: Reviewers
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'Edit’

Profile details can be edited or additional profile information can be added via the 'Edit' button.
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'Remove’
A profile can also be removed.

Note:
'‘Remove," will remove the listing from the 'Reviewers' page, though the profile will remain in the

database.
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Continue adding

Continue to add reviewer/ editorial board member profiles in the same way.
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25 Reviewers in the database
Reviewers and review board members are usually external academics who are invited to review. They do not have responsibilities for selecting or
inviting others.
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Select a title for this role

Reviewer
Board Name Email Last signed in
Adid Hasan (Prof. hasad@ee.rr. S
( ) @ee.rmw Never signed in “ -
- e Remave
Amory Arthur (Dr) aa@hsah.org.ilx Never signed in - -

Updates

Adding, editing and removing reviewer and editorial board members can continue to be done manually
as needed from the, 'Reviewers' page.



