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1. Introduction

About the Review Module

The Review module is Research Exchange's dedicated environment to
manage the Peer Review Process. The module supports key steps in
the process of evaluating and reviewing manuscripts by bringing
editors, reviewers, and editorial assistants together in a single platform.

This guide contains step-by-step instructions for navigating the
Research Exchange Review module. It will address the following key
topics:

» The Review module — how to access and use the Research Exchange
Review module to manage assigned manuscripts

» Assigning and Inviting Editors and Reviewers — how to assignh and
invite editors and reviewers to handle the peer review process for new
and revised

manuscripts

» Making editorial recommendations and decisions — how to make
decisions on manuscripts at each stage of the peer review process

e Accessing Support — how to find help and supporting documentation

Example Editorial Models & Workflows

Please be aware that Research Exchange Review can accommodate multiple
standard editorial workflows and models. For this reason, some of the functions
described here may not be relevant to every journal. For additional information on
each workflow, please see the Editorial Models & Workflows guidance.

A manuscript’'s journey

On its journey from submission to publication, a manuscript passes
through five key stages.



=

Submission

=

Submission

Production

The process starts when an author submits the manuscript using
Research Exchange Submission or other submission platform.

When the submission is complete, the manuscript enters
Research Exchange Review and, if you have access to Research
Exchange Screening, passes through Submission Checks. These
checks ensure that the manuscript meets the journal’s standards
for scope, quality, and integrity.

When Submission Checks are complete, the manuscript passes to
an editor, and the Review process begins. At this point, the
workflow can vary, depending on the journal’s Editorial Mode |
and Workflow.

When the review process is complete, the manuscript passes
through Quality Checks if you have access to Research Exchange
Screening to prepare the manuscript for production. These
Quality Checks involve validating the peer review process and
requesting any missing information.

When Quality Checks are complete, the manuscript is ready to
move into Production.

2. User Roles and Permissions

Roles

With access to Review, users will be able to:

» View submissions that require editorial action, ensuring timely
progressions through the peer review workflow

e Assign or invite appropriate Editors to manage the review process



« Identify and invite qualified reviewers to evaluate submissions,
supporting a rigorous and credible peer review process

o Assess reviewer feedback and manuscript quality to determine
suitability for publication at key decision and recommendation points

Research Exchange supports multiple editorial roles and allows users
to create multiple custom roles within the platform. Throughout this
guide, role tags indicate which users can complete each task. Refer to
the key below to quickly identify which system role tag relates to the
equivalent editorial role.

Research Exchange Equivalent Editorial Access to Review
System Role Role Module

Editorial Assistant Editorial Assistant
Managing Editor
Journal Administrator
Journal Manager Peer Review Teams | Yes
Editorial Assistant
Journal Administrator
Managing Editor

Custom Editor 1 e.g., Editor -in-Chief | Yes
or equivalent
Custom Editor 2 e.g., Associate Editor | Yes

or equivalent

For details on what each role can do and how editorial roles align,
please refer to: Research Exchange Roles and Responsibilities.

Role Permissions

In Research Exchange Review, permissions are tied to a combination of
custom role and workflow, as users have the ability to create custom
roles.



3. Getting Started in the Review Module

Logging In or Creating an Account

Applicable to: Handling Editors, Academic Editors,
Lead Guest Editors, Guest Editors,
Reviewers, Editorial Assistants,
Journal Managers

When Submission or Revision Checks are complete, a manuscript will
automatically move into Research Exchange Review.

Contact your Publisher representative for your link to access Research
Exchange Review

To log in or create an account, follow the step-by-step instructions in
the QuickStart Guide. If there are problems logging in:

e Ensure the browser is up to date. Research Exchange Review
supports Chrome, Edge, Safari, and Firefox. Other browsers, including
Internet Explorer, are not supported.

 Clear the cache and remove cookies from the browser.
e Open a new browser window in private or incognito mode.
o Contact the Publisher support team

Managing your Research Exchange Account

Accessing your Profile

Applicable to: Handling Editors, Academic Editors, Lead
Guest Editors, Guest Editors, Reviewers,
Editorial Assistants, Journal Managers

When a user logs in to Research Exchange Review, they will arrive at
the Dashboard.

N M



From this dashboard, the user can access and edit the information in
their profile by following these steps:

1. From the Dashboard, select the downward arrow next to the
username and click My Profile.

Publisher Logo

Filters

Journal

All

Scope (D
® My assigned manuscripts

All manuscripts

Priority (?)

@ Action required
In progress
Finalized

All

Status (?)

Assign AE
Invite Reviewers
Make Decision

Make Recommendation

487

74

Action required

ID 1070914
Manuscript title

Annie Author researchexchangetraining+au@wiley.com

Article Type: Review Article Academic Editor: Unassi

Journal: Training Journal 2

ID 1074920

Manuscript title

John Wiley @3 @3, Peter Wiley

Article Type: Review Article Academic Editor: AE Training

Journal: Training Journal 3

Search Q NAME

Reviewer Reports: 0 Invited

Submitted on: Mar 25, 2025 (3 hours ago)

Reviewer Reports:
2 Invited, 2 Agreed, 2 Submitted

Submitted on: Feb 18, 2025 (1 month ago)

NN



Publisher Logo Tea-SeachQ | NAME v
My Profile
) . X . Logoy¥
Filters Action required wing mar.___.“
e
Journal o o
ID 1070914 B8 Vi oecison |
All v /z
Manuscript title
Scope (@)
Annie Author researchexchangetraining+au@wiley.com &
®) My asslgried manuscripts gi'é Article Type: Review Article Academic Editor: Unassig Reviewer Reports: 0 Invited
All manuscripts
Journal: Training Journal 2 Submitted on: Mar 25, 2025 (3 hours ago)
Priority (?)
ID 1074920
@ Action required 74
In progress y Manuscript title
Finalized 3 John Wiley Y @, Peter Wiley
All Article Type: Review Article Academic Editor: AE Training Reviewer Reports:
2 Invited, 2 Agreed, 2 Submitted
Status ) Journal: Training Journal 3 Submitted on: Feb 18, 2025 (1 month ago)
Assign AE

Invite Reviewers
Make Decision

Make Recommendation

2. The Account Settings page will be displayed. Within the account
settings, your CONNECT profile will be embedded.



Publisher Logo NAME v/
DASHBOARD / ACCOUNT SETTINGS
Account Settings

ONNECT 9, Update Profile

Your CONNECT account is the centralized control of all your personal profile information, sign in options, security settings and other areas of configuration

First name Training

Last name Chief

Title Dr

Email researchexchangetraining+chief@wiley.com

Country United States of America

My Affiliation & Edit

John Wiley & Sons (United States), Hoboken

My Email Preferences

Choose which emails you want to receive

Receive Invitations to review manuscripts

Updating your Email Preferences

Applicable to: Handling Editors, Academic Editors, Lead
Guest Editors, Guest
Editors, Reviewers

Email preferences allow the journal to send invitations for the user to
review manuscripts by email.

To change these preferences, use the toggle options under the My
Email Preferences heading.



Publisher Logo NAME

DASHBOARD / ACCOUNT SETTINGS

Account Settings

Updating your Affiliation Details
Applicable to: Handling Editors, Academic Editors, Lead
Guest Editors, Guest

Editors

To view and edit affiliation details, follow these steps:

1. From the Account Settings page, the current affiliation is listed
under the My Affiliation heading. To change affiliation, click the
Edit link.

N I



Publisher Logo

DASHBOARD / ACCOUNT SETTINGS

Account Setting

& Update Profile My Email Preferences

of all your personal profile information, sign in options, Choose which emails you want to receive.
.

~
‘\‘ Receive Invitations to review manuscripts
e
\‘\
~
~
~
~\
~
<
o
ditorl@wiley.com ~
~,
N
Country Britain and Northern Ireland ‘\\
.
~,
~
S m——— S
My Affiliation T —— L & Edit

John Wiley & Sons (United Kingdom), Chichester

My Expertise Keywords  Noke

& Edit

NAME

2. Type the name of the affiliation into the search box. Suggestions
will appear below the text field. Select a suggested option from

the list.

Publisher Logo

DASHBOARD / ACCOUNT SETTINGS
Account Settings
C CONNEC & Update Profile My Email Preferences

Your CONNECT account is the centralized control of all your personal profile information, sign in options,
security settings and other areas of configuration

Choose which emails you want to receive
Receive Invitations to review manuscripts

First name AE

Last name Training

Title Dr

Email researchexchangetraining+aeditor 1@wiley.com

Country United Kingdom of Great Britain and Northern Ireland

My Affiliation (®) Cancel () Save

NAME

NP



Publisher Logo

NAME v
DASHBOARD / ACCOUNT SETTINGS
Account Settings

C ECT & Update Profile My Email Preferences

Your CONNECT account is the centralized control of all your personal profile information, sign in options Choose which emails you want to receive

security settings and othe s of figuratiol

Uity SERngs andether areas ercanmauraEen Receive Invitations to review manuscripts [ @

First name AE

Last name Training

Title Dr

Email researchexchangetraining+aeditor L@wiley.com

Country United Kingdom of Great Britain and Northern Ireland
My Affiliation (3 Cancel () Save

wilex v

John Wiley & Sons (United Kingdom), Chichester

John Wiley & Sons (Germany), Weinheim

John Wiley & Sons (United States), Hoboken

. oy .
3. Click the Save button to change the affiliation.
Publisher Logo NAME v

DASHBOARD / ACCOUNT SETTINGS

Account Settings

£ Update Profile My Email Preferences

nal profile information, sign in options Choose which emails you want to receive.

Receive Invitations to review manuscripts [ @
First name AE

Last name Tr:

Title Dr

Email res:

Country

My Affiliation

I -

My Expertise Keywords  No keywords assigned

& Edit

Updating your Expertise Keywords

Applicable to: All editor roles and reviewers




Expertise keywords are automatically assigned to the user based on
information about their contributions to previous publications. This
information is drawn from open data sources like Open Alex, Semantic
Scholar, ORCID, ROR, CrossRef and others.

To maximize the accuracy of our editor suggestions and reviewer
suggestions, a user's profile should include a minimum of five
expertise keywords, but there is no limit on the number of keywords
that can be selected. To ensure that relevant manuscripts are received,
users are encouraged to update their keywords as their research areas
change.

To view and update expertise keywords, follow these steps:

1. From the Account Settings page, click the Update Profile link.
Publisher Logo NAME

DASHBOARD / ACCOUNT SETTINGS

Account Settings

& Update Profile My Email Preferences

Receive Invitations to review manuscripts

My Expertise Keywords  No keyw assig 2 Edit

2. Under Personalize Your Experience, click Professional
Profile.

NT



< My Profile

m Personal info

Basic info

This information can be shared with the platforms that you

Name
Catherine Dunkerley

Language

English

untry or Regior

Unload photo ¢
e United States

Personalize Your Experience

et up your professional prof

3. The Personalization page will open. Click the Interest &

Expertise tab.

& Back to dashboard

Personalization

Job opportunities Professional info Inte

Your interests and expertise include areas automatically calculated from you

you've manually added or removed. This helps personalize your expe

Areas of Interest

authorized to

Edit /

/our activity, along with any

Add +

Your interests will be automatically calculated and listed here as you read more articles on the

platforms you're connected with. You can also add your own.

Areas of Expertise

4.Under Areas of Expertise, click Add.

Add +

NY



Job opportunities Professional info Interest & Expertise

Your interests and expertise include areas automatically calculated from your activity, along with any

you've manually added or removed. This helps personalize your experience.

Areas of Interest Add +

Your interests will be automatically calculated and listed here as you read more articles on the

platforms you're connected with. You can also add your own.

Areas of Expertise

Your expertise will be autematically calculated from your published articles by linking your

profile with an author. You can also add your own.

Begin typing into the text field to select keywords. Suggestions will
appear below. Select a suggested keyword to add the word to the
Areas of Expertise list.

N &



Areas of Expertise

Add topics

{ sio

cancel

Physics
Astrobiology

Engineering

Biochemical engineering

Chemistry
Biochemistry

Biology
Bioinformatics

Biology
Biological system

Engineering

Biomedical engineering

5. Select keywords and click Save.



Areas of Expertise

~ Add topics

Biomedical engineering - Engineering X Biomechanical strength - Surgery - Medicine X

Biomechanical stress - Internal medicine - Medicine X

biomd

save cancel

»

Biomedical engineering

Medicine - Surgery

Biomechanical strength

Selected Keywords are now saved. To delete a saved keyword, click
the x in the keyword entry.

Areas of Expertise

~ Add topics

Biomedical engineering - Engineering X

Biomechanical strength - Surgery - Medicine X

Biomechanical stress - Internal medicine - Medicine X

Updating your CONNECT Profile Details

Applicable to: Handling Editors, Academic Editors, Lead

Guest Editors, Guest Editors, Editorial
Assistants, Journal Managers

To view and edit the CONNECT profile details, follow these steps:

6. From the Account Settings page, click the Update Profile link.
=N



Publisher Logo

DASHBOARD / ACCOUNT SETTINGS

Account Settings

& Update Profile

prthern Ireland

& Edit

My Expertise Keywords  Nokeyw

& Edit

NAME

My Email Preferences
Choose which emails you war

t to receive.

Receive Invitations to review manuscripts

7. Profile information will be displayed. Select the Personal Info
tab to edit personal details, research areas, and login details.
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My Profile
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Updating your Email Addresses in your CONNECT Profile

Applicable to: Handling Editors, Academic Editors, Lead
Guest Editors, Guest Editors

To view and edit an email address, follow these steps:

1. From the Account Settings page, click the Update Profile link.
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DASHBOARD / ACCOUNT SETTINGS

Account Settings

& Update Profile My Email Preferences

Receive Invitations to review manuscripts L

& Update Profile

My Expertise Keywords No keywords assig

2. The profile information will be displayed. Select the Personal Info

tab and navigate down to the Email & ORCID section. Select
Change email.
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My Profile (& Persona linfo  f& er

This information can be shared with the applications that you have authorized

Edit 2

Research areas
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3. The new email account must be added and verified before the
email address is changed. This can be done by entering the new
email address and receiving the verification code via email.

4.0nce the new email has been verified using the verification code,
that email will become the primary email address on the account.

5. To change the primary email address, these instructions should be
followed. If an email account already associated with the system is
used to verify, when the send code button is clicked, the system
will recognize that the email is already associated with the
account and the option to Make it primary will be offered.

(Note: in order to be given the option to Make it primary, send code
must be clicked.)

Linking your ORCID ID to your CONNECT Profile

Applicable to: Handling Editors, Academic Editors, Lead
Guest Editors, Guest Editors




To add an ORCID iD to the profile, follow these steps:
1. From the Account Settings page, click the Update Profile link.
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& Edit
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2. The profile information will be displayed. Select the Personal Info

tab and navigate down to the Email & ORCID section. Select Add
your ORCID iD.

Email & ORCID

Primary email is used for account-related notifications, password resets and

marketing communication. You can use any additional identity to sign in.
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3. Sign in to the ORCID site with an email or ORCID iD and password.
And follow the steps to link your profile.

Recording voluntary demographic information in CONNECT

Applicable to: Authors

Users submitting manuscripts can choose to update four demographic
questions in their CONNECT account, following standards set by the
Joint commitment for action on inclusion and diversity in publishing.
Demographic data is kept private and linked only to profiles, not to
manuscript submissions or journal decisions, ensuring responses are
not shared with editors, reviewers, or staff.

To record answers to these questions, follow these steps:

1. From the Account Settings page, click the Edit button underneath
the Voluntary Demographic Information heading.

Voluntary Demographic Information

Optional demographic information to foster collaboration and the open

. - Edit -
exchange of ideas across boundaries in scholarly publishing. !

C CONNECT

About Privacy policy Terms of use

2. Answer each question or select read more for additional
information regarding this data. Click save when complete.



Voluntary Demographic
Information

Please help us to facilitate the open exchange of ideas and collaboration across boundaries by
completing your profile.

Important: this information will not be used in making preferential decisions (for example,
when evaluating journal submissions). All answers will be aggregated and anonymized before
being analyzed.

Read more v
With which gender do you most identify?

Select one

What are your ethnic origins of ancestry?
Please select all the geographic areas from which your family’s ancestors first originated

Select all that apply

What are your ethnic origins of ancestry?
Please select all the geographic areas from which your family’s ancestors first originated

Select all that apply

How would you identify yourself in terms of race?

Select all that apply

Do you consider yourself to have a disability, mental health condition, neurodivergence, or
chronic iliness?

Select one

Cancel

3. To specify which platforms can use this data, click manage
access.



Who can use this data
Only the platforms you have approved can use this data, and only in aggregated form, which
cannot be traced back to any individual.

0 of 1 selected

Manage access v

[[] Automatically allow new platforms | connect with to access this information

Clear all responses

C CONNECT

About Privacy policy Terms of use




4.Choose select all or select each platform individually.

Who can use this data

Only the platforms you have approved can use this data, and only in aggregated form, which
cannot be traced back to any individual.

0 of 1 selected

Manage access »

Authorize platforms to use these data in aggregated reports. Select all

Publisher O

[ Automatically allow new platforms | connect with to access this information

Clear all responses

C CONNECT
About Privacy policy Terms of use
5. Alternatively, tick the box to allow new platforms to automatically
access this information.




Who can use this data

Only the platforms you have approved can use this data, and only in aggregated form, which
cannot be traced back to any individual.

0 of 1selected

Manage access A~

Authorize platforms to use these data in aggregated reports. Select all

Publisher O

[J Automatically allow new platforms | connect with to access this information

Clear all responses
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Recording availability and out-of-office periods

Applicable to: Handling Editors, Academic Editors, Lead
_ Guest Editors, Guest Editors

Editors can note their availability and out-of-office dates to avoid
assignments during absences. These dates are visible to other editors

and admins on the journal, allowing for better assignment decisions. To
update your profile, follow these steps:

1. From the Account Settings page, click the Add New Unavailable
Dates button underneath the Unavailable Dates heading.

oM



2. Type or use the calendar to enter the start and end dates (YYYY -
MM-DD). Add any comments, if necessary; these will be visible to
editors and admins. When ready, click

Repeat as needed; there is no limit to the number of times dates
can be added.

3. The dates will be listed in this section. Dates with a red dot next to
them indicate that the editor is not currently available. Dates can be
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