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1. Introduction  

About the Review Module  

¢ƘŜ wŜǾƛŜǿ ƳƻŘǳƭŜ ƛǎ wŜǎŜŀǊŎƘ 9ȄŎƘŀƴƎŜΩǎ ŘŜŘƛŎŀǘŜŘ ŜƴǾƛǊƻƴƳŜƴǘ ǘƻ 

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:  

ω The Review  module  ς how to access  and use the Research  Exchange  

Review module  to manage  assigned  manuscripts  

ω Assigning  and Inviting  Editors  and Reviewers  ς how to assign  and 

invite  editors  and reviewers  to handle  the peer review  process  for new 

and revised  

manuscripts  

ω Making  editorial  recommendations  and decisions  ς how to make  

decisions  on manuscripts  at each stage  of the peer review  process  

ω Accessing  Support  ς 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 . 

! ƳŀƴǳǎŎǊƛǇǘΩǎ ƧƻǳǊƴŜȅ 

On its journey from submission to publication, a manuscript passes 

through five key stages.  
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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 
ŎƘŜŎƪǎ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ ƳŀƴǳǎŎǊƛǇǘ ƳŜŜǘǎ ǘƘŜ ƧƻǳǊƴŀƭΩǎ ǎǘŀƴŘŀǊŘǎ 
for scope, quali ty, and integrity.  
 

 

When Submission Checks are complete, the manuscript passes to 
an editor, and the Review process begins. At this point, the 
ǿƻǊƪŦƭƻǿ Ŏŀƴ ǾŀǊȅΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƧƻǳǊƴŀƭΩǎ 9ŘƛǘƻǊƛŀƭ aƻŘŜ ƭ 
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:  

ω ±ƛŜǿ ǎǳōƳƛǎǎƛƻƴǎ ǘƘŀǘ ǊŜǉǳƛǊŜ ŜŘƛǘƻǊƛŀƭ ŀŎǘƛƻƴΣ ŜƴǎǳǊƛƴƎ ǘƛƳŜƭȅ 

progressions  through the peer review workflow  

ω !ǎǎƛƎƴ ƻǊ ƛƴǾƛǘŜ ŀǇǇǊƻǇǊƛŀǘŜ 9ŘƛǘƻǊǎ ǘƻ ƳŀƴŀƎŜ ǘƘŜ ǊŜǾƛŜǿ ǇǊƻŎŜǎǎ 
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ω LŘŜƴǘƛŦȅ ŀƴŘ ƛƴǾƛǘŜ ǉǳŀƭƛŦƛŜŘ ǊŜǾƛŜǿŜǊǎ ǘƻ ŜǾŀƭǳŀǘŜ ǎǳōƳƛǎǎƛƻƴǎΣ 

supporting a  rigorous and credible peer review process  

ω !ǎǎŜǎǎ ǊŜǾƛŜǿŜǊ ŦŜŜŘōŀŎƪ ŀƴŘ ƳŀƴǳǎŎǊƛǇǘ ǉǳŀƭƛǘȅ ǘƻ ŘŜǘŜǊƳƛƴŜ 

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  
System Role  

Equivalent Editorial 
Role 

Access  to Review 
Module  

 
Editorial Assistant  Editorial Assistant  

Managing Editor  
Journal Administrator  

Yes 

Journal Manager  Peer Review Teams  
Editorial Assistant  
Journal Administrator  
Managing Editor  

Yes 

Custom Editor 1  
 

e.g., Editor - in-Chief 
or equivalent  

Yes 

Custom Editor 2  e.g., Associate Editor 
or equivalent  

Yes 

 

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.  
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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:  

ω 9ƴǎǳǊŜ ǘƘŜ ōǊƻǿǎŜǊ ƛǎ ǳǇ ǘƻ ŘŀǘŜΦ wŜǎŜŀǊŎƘ 9ȄŎƘŀƴƎŜ wŜǾƛŜǿ 

supports Chrome,  Edge, Safari, and Firefox. Other browsers, including 

Internet Explorer, are not  supported.  

ω /ƭŜŀǊ ǘƘŜ ŎŀŎƘŜ ŀƴŘ ǊŜƳƻǾŜ ŎƻƻƪƛŜǎ ŦǊƻƳ ǘƘŜ ōǊƻǿǎŜǊΦ 

ω hǇŜƴ ŀ ƴŜǿ ōǊƻǿǎŜǊ ǿƛƴŘƻǿ ƛƴ ǇǊƛǾŀǘŜ ƻǊ ƛƴŎƻƎƴƛǘƻ ƳƻŘŜΦ 

ω /ƻƴǘŀŎǘ ǘƘŜ 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 . 
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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 . 
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2. The Account Settings  page will be displayed . Within the account 

settings, your  CONNECT profile will be embedded.  
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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.  
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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.  
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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.  
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3.  Click the Save  button to change the affiliation.  

 

Updating your Expertise Keywords  

Applicable to:  All editor roles and reviewers  
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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 Σ ŀ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜ should include a min imum 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.  

 

 

2. Under Personalize Your Experience , click Professional 

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

Expertise  tab.  

 

 

4.  Under  Areas of Expertise , click Add . 
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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.  

 

 



ΞΜ 
 

 

5. Select keywords and click Save . 
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Selected Keywords are now saved. To delete a saved keyword, click 
the x in the keyword entry.  

 

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.  
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7. Profile information  will be displayed . Select the Personal Info  

tab to edit personal  details, research areas , and login details . 
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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.  

 

 

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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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.  Once 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  
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To add an ORCID iD to the profile , follow these steps:  

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

 

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

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

your ORCID i D. 
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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.  

 

2. Answer each question  or select read more  for additional 

information regarding this data. Click save  when complete.  
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3. To specify which platforms can use this data, click manage 

access .  
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4.  Choose select all  or select each platform individually .

 
5. Alternatively, tick the box to allow new platforms to aut omatically 

access this information . 



ΟΜ 
 

 

 

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  underne ath the Unavailable Dates heading.  



ΟΝ 
 

 

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 ADD UNAVAILABLE DATES . 

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 




































































































































































































































































































































































































































