Quick Guide: Inviting Reviewers

1. Log into Editorial Manager and select Main Menu in the top left corner. Click on New Assignments

Search

Search Submissions | Search People

Editor 'To-Do' List

My Pending Assignments (1)
@R New Assignments (1)

Submissions with Required Reviews Complete (0)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)

Reviews in Progress (0)
Reviewers Invited - No Response (0)
Submissions Under Review (0)

2. Under Action Links, click Details to view Abstract and article notes; if you see the purple telephone icon, click View
Transferred Information to see the committee reviews:

= Action Manuscript Article Section
Number Type Category

View 5'-"-""1”‘"“ The phone icon indicates the paper

Details V¥ &2 was reviewed by a committee and

Lr,':tiate Discussi transferred from the Annual

1ISTO 5 "

Ao okt Meeting site.

Unassign Editor

Invite Reviewers Click on Details to view the abstract

Submit Editor's Decision &

Send E-mail and see the transferred
information.

—

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

Contents: These are submissions that have been Assigned to the Editor. They require one of the
Decision. Use the up/down arrows to change the sort order.

Page: 1 of 1 (1 total submissions)

Manuscript | Article Article
Number Type Title
B Action A AV AY AY

Action Li urban Passenger's Mode Choice
;? View Submission avior Based on Trip Purpose
Details
Initiate Discussion
History

File Inventory
Unassign Editor

Editor Main Menu

quhmlr Fdn'nr"q Decision and Comments |ha Reader 10 ar later for hect IlnF v

wwnw.editorialmanager.com/tr/ReviewerSelectionSummary.aspx?docid=193



https://www.editorialmanager.com/trr/default.aspx

4. select Suggest Reviewers and hit the GO button in the Reviewer Search area:

Reviewer Search This dropdown shows the options for searching for

reviewers. We recommend using "Suggest
Reviewers" once you've set your reviewer preferences.

(®) search My Publication Suggest Reviewers | - i
Search for Reviewers

Search by Classification Matches Search for Reviewers is a general search - allowing

Search by Personal Classifications you to search by various criteria, including Last Name or
Email Address.

[ Review Settings

This Submission will move to
been completed.

Automatically un-invite Reviewers who do not respond to an invitation within se.ar{:h by Classification Mat.Che“_" will show you
reviewers that match the classifications chosen by the
authors for the papers.

Compl

Automatically un-assign Reviewers who do not complete a review within 0 [J

Reviewer Search

® Search My Publication |Sean:h for Reviewers - from |f-‘:.|| Reviewers

5a. Searching by Suggest Reviewers function:

What you selected when you set up your reviewer preferences (guide available here) determines how the system ranks
reviewers that it shows you. For this example, our preferences exclude reviewers from the same institution and city as
the corresponding author of the paper. We have also opted to exclude people that already have more than 2 pending
reviews in the system.

This screen displays all of the possible reviewers, depending on what you set
as your ranking in My Suggest Reviewer Preferences. This example has the
classification matches with the paper as the most important, so the higher
number of matches a person has, the higher in the list they are.

iewer (more

Page: 1 of 187 (1865 total Reviewers

Select As Reviewer Board

Name Member| Classifications

123456789

O = No 22 Class match with MS

* Administration and Management
* Transportation Asset Management ABC40

— Asset Management
Placing a checkmark in the Inv. Innovation and Strategy ABC10
column marks that reviewer as Asset Management
someone to invite as a "Primary” Planning and Forecasting
reviewer for the paper. Policy

Resilence and Sustainability A0020
. . Asset Management
Ihe Alt. C‘f,'“"“,‘ is to designate an Transit Management and Performance AP010
Alternate” reviewer - someone that Asset Management

the system will automatically send an | pyblic Transportation

invitation to if a Primary reviewer Pavement Management Systems AFD10
declines or does not respond to the Bridges and Other Structures )
invitation within 10 days. Maintenance, Preservation and Evaluation

Transportation Asset Management ABC40

Daiamants

Select how many results you
want to see per page. The
default is 10, but you can go up
to 100.

1 be Invited fi
invitation or| These columns show you the

tained when { statistics for the reviewer, which
can be useful in making decisions
on who to invite.

splay [10 | + results per page.

Reviewer Statistics
(Agreed Invitations)

Invitation Statistics

Reviews in Progress: 0 Date Last Invited: -
Completed Reviews: 0 Outstanding Invitations: 0
Un-assigned After Agreeing: 0 Agreed: 0
Terminated After Agreeing: 0 Declined: 0



https://cdn.filestackcontent.com/0vWOvzJToC9PvOp6pZrQ?SettingReviewerPreferences.pdf

5b. Searching for Specific Reviewers:

At the top of any Reviewer Search screen, you can open the Manuscript Details window. This is more useful when just
using the “Search for Reviewers” option.

Manuscript Details V¥ C Register and Select New Re\

ch Type Allows you to look at the Details page

and see the Classifications the author
dublication

selected for their paper.

If you know the reviewer last name that you want to invite, you would use the "Search for
Reviewers" option. There are other criterion you can use for the search - you'll see those in the
second dropdown below.

Search for Reviewers

Help

Criterion

Is/1s not

[+ [Last Name [l is |~ [Begins with [+ [ [+ [oF
[+ [Last Name [¥ fis [~ [Begins with = | [T+~ [or
| l v [Last Name ] v fis ]7v |Begins with I v 7 7 [ v [oF
' [T Last Name 7 7 [ v |is 7 ]T Begins With l v | [ v [oF
T+ ILast Name v lis [~ [Begins with = [ T=" [oF
On this screen, you can also set up Boolean style searches, as shown below:
Search for Reviewers
Help with Searching Insert Special Character
)
[ [+ [personal keywords - is ~ |contains ~ |abcao [T+~ ‘Remove |
| [+ |personal Classifications - is ~  |contains v |Land-usd _9 [[ T+~ [or [+ [Remove |
[T+ [Last Name v [ ~ |Begins with v | [T+ [orR [+ [Remove]
[T+ [Last Name v [is + |Begins with v | [T~ [or [+ | Remove |
[ T+ |Last name - [is +  |Begins with - | [T+ [or [+ | Remove
[ T+ [Last name [+ [is [+ [Begins with [+ | [T+ Remove |

Add

Clear Search lE

This example brings up anyone that is associated with the ADC30 committee and that has selected the Personal
Classification “Land-Use and conservation planning”



The reviewer results 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.

You can place checkmarks beside reviewers on different
pages to invite them. When you are ready to send out the
invitations, scroll to the bottom of the page and press
"Proceed"

CancelJ Proceed J

This shows the number of days a reviewer
Reviewers to Invite has to accept and complete their review. The
count starts from when they are invited. »

‘ Letter Days to Review Do Not Invite

. ¥V (Reviewer)

]Reviewer Invitation ] v 16
Customize

‘ ¥ (Reviewer) Reviewer Invitation = 16
ustomize

‘ ] v© (Reviewer) eviewer Invitation I v 16
Customize

You can customize the invitation to each reviewer

by pressing "Customize" under the letter

\ dropdown shown above. Otherwise, you will use Change Selections
the default invitation letter.

Press when ready to
Cancel |  Confirm Selections and Proceed send the letters.

Selecting Alternate Reviewers (optional)

Reviewer Board Reviewer Statistics
Name Member Classifications | (Agreed Invitations)

Reviews in Progress:
Completed Reviews:

Select As

Alt.

-ate University

d.After Agreeing:

You can select alternate reviewers to contact if your first selections decline to
review. Reviewers with the 'Alternate' box checked will be contacted by the
system when one of the primary reviewers declines. The system will keep

contacting alternates until your requested number of reviewers have accepted.

Avg Review Rating:
Inv. Alt. M e T eicwer) No

Reviews in Progress:
O O Ui - . -

Completed Reviews:
Un-assigned After Agreeing:
Terminated After Agreeing:
1 ast Review Aareed:



