Sending Reminders Letters in Editorial Manager

1. Onthe left side of your main menu, under Administrative Functions, click on Send Reminder Letters.
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2. You’ll see three options for the reminders.

Send Reminder Letters

Click a link below to access the reminder report, from which reminder letters can be sent.

Reviewer Reminder Reports
Reviewer Invited - No Response Report
Rewviewer Reminder Report
Automated Reviewer Reminder Report
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3. Select “Reviewer Invited — No Response Report” to see a list of the reviewers that haven’t responded to the
review invitations.

For reviewers that have accepted but not completed the review, select “Reviewer Reminder Report” and follow the
same steps as below.

4. Onthe next screen, select your name from the Handling Editor dropdown list. The list is alphabetical by
last name. You can also press the key for the first letter of your first name and the last will scroll through to
each name beginning with that letter. You will need to continue to press the key to make the system scroll
through each name that begins with that letter.



The default for the report is to look for invitations that were sent more than 5 days prior, but you can choose the
number you want. Press “Submit” when ready to continue.

Reviewers Invited - No Response Report
: number of days between the current date and the date the Reviewer was invited.

Reviewer Raole: |(All Reviewers)|

Handling Editor: |(All Editors) -

Show Reviewers with invitations that were sent more than |5 days ago.

Show Reviewers with invitations that were sent within the last | 100  days.

Cancel | Submit |

5. The report shows you the Manuscript Number, Article Type, Manuscript Title, Reviewer Name, Handling
Editor Name, Reviewer Phone Number, Date the Reviewer was Invited, Elapsed Days, Date the Last
Reminder was Sent, and the number of reminders sent so far.

Manuscript

53_“':' Number Article Type Manuscript Title
Reminder 1
Date Date Last
Handling Reviewer Elapsed Reminder # Reminders
Reviewer Name Editor Name Phone Number Invited Days Sent Sent
2
7 3

6. Place a checkinthe box by each reviewer name that you wish to send a reminder to. Press “Send
Reminders” at the bottom of the page once you’ve selected all the people you want to send reminders to.

If you have multiple pages of reviewers, you can select everyone on each page before you send the reminders. The
system will remember who you selected “Send Reminder” for on each previous page.

7. On the next page, you’ll be able to select the letter you wish to send out.

For reviewers that have not responded to the invitation, you’ll want to use the “Reviewer Reminder — Before Agree
or Decline” letter.

“Reviewer Reminder — Before Due Date” is for reviewers that have agreed and not submitted a review and it is not
yet due. There are automated reminders set up to go out three days before the due date, you should not need to
use this.

“Reviewer — Review Due Today”, “Reviewer — First Late Reminder”, and “Reviewer — Second Late Reminder” are to
send a letter to the reviewer on the due date (also set up as an automated reminder), and the first late reminder
goes out five days after the due date. The second reminder is not attached to an automated reminder.
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8. Press “Send Reminders” to send the default letter. Use “Customize Letter” to customize the letter. If you
do this, you’ll need to customize it for each person. If you have a standard template you wish to use, we
suggest keeping a copy in Word that you can just copy/paste into the form.

Cancel | | Customize Letter |  Send Reminders |

9. Onceyou’ve clicked “Send Reminders”, the next page will give you a chance to set reminders up in advance
for specific days/times if you prefer. Press “Submit” once you’ve set those up.

Otherwise, just click “Send Reminder Letters Now” to send the letters immediately.
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