
Quick Guide: Inviting Reviewers 
 
 
1. Log into Editorial Manager and select Main Menu in the top left corner. Click on New Assignments 

 
 
 
2. Under Action Links, click Details to view Abstract and article notes:  
 

 
 
 
3. When you are ready to look for reviewers, select Invite Reviewers from Action Links: 
 

 
 
4. To Search by Reviewer Pool, hit the GO button: 



 
 

 
5. To pull up a reviewer pool, select PERSONAL KEYWORDS as the criterion: 
 

 
 
 
6. Type Committee Code and hit Search: 

 
 
7. The people in the reviewer pool will display. Unfortunately the statistics cannot be collapsed at this point. Select the 
reviewers you want to invite and hit Proceed. Customize or send invitation. 

 



 

Searching by Committee Code and Classifications 
 
After Step 4 above, on the Search for Reviewer All Reviewer page, you can open the Manuscript Details window.  

 
 
The Details page allows you to see the classifications selected by the author for the paper, so you can select one to use to search personal classifications as well.  

 
 
 
 



 
 



 
 
 
Proceed to Step 7 above to finish inviting reviewers.



 
 

Selecting Alternate Reviewers (optional) 
 

 
 


