
Updating Reviewer Pools 

1. To Edit a Reviewer Pool, go to your Main Menu in Editorial Manager and select Search 
People. 

 

2. Select Personal Keywords as the Criterion, contains as the Selector and type the 
Committee Code in the Value field. 

 

3. Names will appear in alphabetical order.  Double click on the name you want to edit. 



 

4. To remove a reviewer, scroll down to Areas of Interest or Expertise and press Edit Personal 
Keywords. 

 

5. Remove or edit the appropriate committee code. 

 

6. Scroll to the bottom and submit changes. 



 

7. To add a reviewer already in the system, search by name and repeat as above.  Type in the 
committee code and name in the New Keyword box and click Add. 

 

8. Scroll to the bottom and submit changes. 

 

9. To add a reviewer not in the system, go to Main Menu and select Register New User. 

Before you do this – please make sure that the reviewer is actually not in the system.  If the email 
address is simply incorrect, send an email with the information to TRR@nas.edu. 



 

10. Enter the reviewer’s email address and press Proceed. 

 

11. Enter the name, country, and then scroll down and expand the User Information and Enter 
More Contact Information sections. 



 

12. Scroll down to Edit Personal Keywords. 

 

13. Type in the committee code and name in the New Keyword box and click Add. 



 

14. Scroll to the bottom and press the Register User and Send Letter. 

 

15. Press Send Letter on the next page. 

 

16. This sends the notification letter to the person you’ve registered to tell them an account has 
been created on their behalf.   


