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Introduction 
 

EVISE is an Internet-based journal tool that can be accessed from anywhere in the world and works on multiple platforms. 

For more information,  click here. 
 
 

 

Overview of Editor Role 
 

As an Editor, you can do the following (settings may differ per journal): 
 

  Receive manuscripts submitted by authors either directly or assigned to you by journal staff 
 

  Coordinate the review process 
 

  Accept, request revisions, or reject manuscripts 
 

  Communicate these decisions to the Author 
 
 
 
*Do not click the ‘Back’ or ‘Forward’ button on your browser at any time while logged into EVISE. If you do so, you will be 

logged out and have to log back in, potentially losing any unsaved work. 
 
 
 
 

Login and Registration 
 

 
 
 

Register in EVISE 
 
 

 
Please Note: You cannot register using an email address already present in EVISE. If you attempt to do so the system will 

flag this as an error and will provide you with advice on how to proceed. 
 
 
 
To register for the EVISE website, take the steps listed below. 

 
  Navigate to the EVISE website 

 
  On the right hand side of the screen, enter your email address in the E-Mail and Re-Enter E-Mail fields. 

 

  Click the ‘Continue’ button. 

http://www.elsevier.com/editors/evise


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Enter a Password, select a Security Question and provide an Answer, enter Contact Information and any Additional 
Information, including linking your ORCID and entering personal keywords. All mandatory fields are indicated with 

an asterisk (*). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  To link your ORCID ID to your EVISE account, take the following steps: 



  Click the ‘Link to ORCID’ link. This will open a new browser window on the ORCID website. 
 

  You will be asked to enter your ORCID username and password if you already have an ORCID account, or you can 

register for an ORCID if you do not. 
 

  ORCID will then ask for your permission to share your ORCID with EES. 
 

  If you agree, your ORCID will be linked. 
 

*For more information about ORCID, please visit their website:  ORCID. 
 

  Check the relevant tick boxes to indicate which types of communications you would like to receive from us and/or 

the societies whose journals we publish. 
 

  Check the tick box to indicate that you have read and understood the Registered User Agreement. 
 

  Click the ‘Register’ button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
After an account has been created, you will be directed to a confirmation screen and an email will also be sent to you 

confirming your registration. 
 
 
 

How to log into EVISE 
 
For details on how to locate your journal's EVISE site Click Here. 

 
If you are already registered for EVISE, take the steps listed below. 

 
  Enter your E-mail and Password in the boxes provided. 

 

  Click the ‘Login’ button or hit Enter on your keyboard. 

http://orcid.org/
http://www.elsevier.com/journal-authors/home


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Forgotten EVISE Password 
 
For details on how to locate your journal's EVISE site Click Here. 

 
If you have already registered but have forgotten your EVISE password, please follow the steps below to reset it. 

 
  Click the ‘Forgot Password?’ link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Enter your E-mail and click the ‘Continue’ button. 

http://help.elsevier.com/app/answers/detail/a_id/84


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  Answer the security question and click the ‘Continue’ button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Enter a new password in the New Password field, ensuring that it meets the password requirements. 

 

  Next, enter the same password in the Verify Password field. The password entered in both fields must be 

identical. 
 
  Click the ‘Confirm’ button. 



 

 
 
 
 

If you have followed the password rules and the password is identical in both fields, you will see a confirmation screen, and 

be redirected to the EVISE login page. 

 

Login to EVISE with your email address and new password. 
 
 
 

 

Receiving a Manuscript Assignment 
 
Based on your Editor role and the journal editorial workflow, new manuscripts are assigned to you in one of two ways: 

 
  Manual assignment by Editorial Office/Editor in Chief, Journal Manager/journal staff member 

 
  Direct assignment based on author selection during the submission process, or based on assignment rules related 

to the submission Section / Category or Region of Origin 
 

In either case, you will receive notification of a new assignment by e-mail, including the link to login to the journal. 
 
 
 
 

New Assignments 
 
The system defaults to show you all submissions assigned to you with a status of With Editor, indicating it is a new 

submission. 

 
The My Assignments page displays a list of submissions assigned to you in a grid format. For each submission the following 

information is available: 

 

  Actions options 
 

  Manuscript number 
 

  A link to the manuscript overview page via the manuscript title 



  The name of the corresponding author 
 

  Status 
 

  Version 
 

  Version Number 
 

  Type of article 
 

  Target Decision Date 
 

  Status Date 
 

  Days at Status 
 

  Days remaining to make a decision 
 

  Number of Reviews completed 
 

  Region of Origin 
 

  Section/Category 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Using the ‘Actions’ drop down menu on the submission grid, you can select accept/reject/request a revision on the 

submission, send the manuscript back to the Author for correction, withdraw the submission or remove the submission. 



From the ‘My Assignments’ default page you can access submissions assigned to you that are at other statuses, e.g. Under 

Review, Revision Requested or Accepted, by clicking on the status listed above the ‘With Editor’ grid. The number of 

submissions at each status is displayed next to the status. 
 
 
 
 
 
 
 
 
 

 
Clicking on the manuscript title of a submission in ‘My Assignments’ allows you to access the manuscript overview page, 

where you can view the details of the manuscript. 

 
 
 

Manuscript Overview 
 
The top left of the manuscript overview page consists of key identifying information about the manuscript, including: 

 

  Manuscript number, version number and article type 
 

  Title 
 

  Corresponding author 
 

  Status information 
 
In the center of the overview page is a link to view the manuscript PDF, as well as details of co-Authors, the Abstract, 

Keywords, Highlights (if available), Additional Information and References. Click ‘Edit’ to make changes to the Abstract or 

Keywords. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

At the top right are links to the submission Files, Messages, Checks and History. 
 

  The Files screen displays the source files uploaded by the Author. On this screen, the Editor can edit the File 

Category, download the manuscript files, and upload and save new/additional files. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  The Messages screen displays all e-mails related to the submission. Click the subject line to review the 

correspondence. Use Compose Email to draft and send an ad hoc e-mail. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  The Checks screen displays the results of the automated plagiarism check. The plagiarism check is configured by 

Article Type. On submission of a manuscript by the author, the manuscript PDF is automatically submitted to the 

iThenticate system. This PDF is compared against a database of sources, including published articles submitted to 

CrossCheck. A similarity report is generated that details the similarities between the manuscript submitted and 

the available published articles. 
 

The default similarity report view gives the percentage of the text of the manuscript which has overlap with one or 

more published articles. Figures and equations cannot be checked at present. The percentage value should be taken 

as a general guide, a high % does not necessarily indicate plagiarized text; it could, for example, be legitimate 

citation and bibliography. (Excluding these from the report will usually reduce the % figure given). 
 

For more information on the similarity score, see  CrossCheck Plagiarism Screening: Understanding the Similarity 

Score. 
 

  The History screen displays the status, dates and EVISE accounts/roles associated with each status. 
 

Beneath this are links to the available Actions for the submission, as well as the Editorial Notes and Production Notes fields. 

The primary action, based on submission status, is prominently displayed. Other actions can be selected from a drop-down 

menu. 

http://www.elsevier.com/editors/plagdetect
http://www.ithenticate.com/plagiarism-detection-blog/bid/63534/crosscheck-plagiarism-screening-understanding-the-similarity-score
http://www.ithenticate.com/plagiarism-detection-blog/bid/63534/crosscheck-plagiarism-screening-understanding-the-similarity-score


 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In addition to the overview, each submission also has tabs related to specific tasks: 
 

  Reviewers: here the Editor can Search and Invite Reviewers, Manager Reviewers (including remind and 

uninvite) and define the number of reviews required. For more information on managing peer review, see ‘Select 

and Invite Reviewers’  below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Reviews: here the Editor can view submitted reviews and review files, and add his or her own comments. From 

this screen the Editor can also Make a Decision, Send the submission Back to the Author, Remove or Withdraw the 

submission. For more information, see ‘View Submitted Reviews’ below. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Decision: here the Editor can consolidate review feedback, submit the preferred decision and notify the author. For 
more information, see ‘Making a Decision’ below. 

 
 

 

Reference Linking 
 
EVISE checks the references provided by the author during submission. They are categorized as Linked References or 

Unresolved References. The results of the reference checking process can be found by taking the following steps: 
 

  From any submission status page, click the title of the desired submission. 
 

  On the Overview page, click ‘View’ in the ‘References’ tab. 
 

  Linked References have been validated and are linked to the abstract and full text online. Access to full articles 

depends on your permission to view content at the specific publisher’s website. 
 

  Unresolved References have not been found during the reference checking process. This may include content too 

old to be cited online, or an invalid reference. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Managing Peer Review 
 

Select and Invite Reviewers 
 
From the manuscript overview page of a selected submission, click the ‘Invite Reviewers’ button or the ‘Reviewers’ tab to 

access the Reviewers page. Here you can: 
 

  Find and invite reviewers, set up alternate Reviewers, customize Reviewer invitation e-mails on the Search and 

Invite Reviewers screen. 
 

  Uninvite Reviewers, send reminders, change the review due date on the Manage Reviewers screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
There are three options available to find Reviewers: 

 

1) Journal Reviewer List: Find/select a reviewer from the existing Journal Reviewer List, i.e. the list of reviewers 

who have previously reviewed for the journal. 



2) Find Reviewers Tool (Scopus): Search published articles on Scopus for potential Reviewers. Reviewers can be 
found via a topic search or name search. 

 

3) Evise: Search for a reviewer in the Evise user database. You can also add a new reviewer who is not yet in Evise. 
 

 
Note: To can change the number of required reviews, click ‘Change’ beside the default number of reviews. 

 
 
 
 
 
 
 
 
 
 
 
 
 
To add a Reviewer from the Journal Reviewer List: 

 

  Click the Journal Reviewer List link to load the list of journal Reviewers. 
 

  Search the list by entering a keyword above any of the fields or use a % before your keyword search to create a 

wildcard search. Click ‘Enter’ on your keyboard. 
 

  The review statistics are displayed for Reviewers returned in the search results list. 
 

  Select a Reviewer from the search results list by ticking the box in the Selected column beside the Reviewer name. 
 

  Click ‘Add to List’ to add the selected Reviewer to the list of Reviewer candidates. 
 
 
 

To find Reviewers using the Find Reviewers Tool: 
 

  Click the ‘Find Reviewers Tool (Scopus)’ link. 
 

  The Find Reviewers Tool opens in a new browser window. 
 

 



  To search for Reviewers by Topic, enter a keyword from the submission or another search term in the Keywords 
field. 

 
  Click the ‘Search’ button. The results matching your search criteria are displayed. 

  Click the ‘+Add’ button to add the reviewer to the ‘My Candidates’ list. 
 

 
 
  To search by Name, click the ‘Name Search’ tab and enter a combination of Surname, First Name/initials, and/or 

Affiliation. 
 

  Click the ‘Search’ button. The results matching your search criteria are displayed. 

  Click the ‘+Add’ button to add the reviewer to the ‘My Candidates’ list. 



 

 
 

  Click the ‘Copy All’ icon at the top of the My Candidates list. 
 

 
 

  Copy the entire text on the pop up. 
 

  Close the Find Reviewers Tool. 
 

  Paste the copied information from the Find Reviewers Tool into the space provided in the Evise Reviewers page. 
 

  Click the ‘Add to List’ button to add your selected reviewers to the list of Reviewer candidates. 
 

  You may receive a warning that some of the copied information will be ignored. EVISE only requires a name and 

email address and will disregard the rest. 
 
 

 
To find Reviewers in Evise or add a new Reviewer: 

 
  Click the ‘Evise’ link. 



  Enter the First Name, Last Name, and Email ID of a registered user or new Reviewer in the fields provided. 
 

  Click the ‘Search in EVISE’ button. 
 

  Any matching user registered in Evise will be listed in the text box. Or the new reviewer will be listed there. 
 

  Click the required Reviewer name from the text box. 
 

  Click the ‘Add’ button to add the Reviewer to the Reviewer candidate list. 
 
 

 

 
 

 
 
 
The selected Reviewers you have identified using any of the options above are listed in the Reviewer candidate list, with 

relevant review statistics. 
 

Identify each Reviewer candidate as a Reviewer or Alternate in the Reviewer Role field. 
 
Click ‘Customize’ in the Letter field to customize the letter text for individual Reviewers. 

 

To remove a Reviewer from the selected Reviewers list, click the corresponding checkbox in the ‘(De)Select’ column for the 

specified Reviewer and then click the trash icon. 
 

Click ‘Save’ below the Reviewer list table to save your selections and/or customizations. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To invite Reviewers, individually or in bulk, 
 

  Click the checkbox in the ‘(De)Select’ column for the Reviewer(s) you wish to invite. 

  Click the ‘Invite’ button. 
 
 
 
 

Manage Reviewers 
 

From the manuscript overview page of a selected submission, click the ‘Invite Reviewers’ button or the ‘Reviewers’ tab to 

access the Reviewers page. Click the ‘Manage Reviewers’ tab. From this screen you can view reviewers’ progress, un- 

invite reviewers, send reminders and change the review due date. 
 
For each Reviewer you can see details of the date invited, review task status, due date, number of reminders sent and the 

date the last reminder was sent. 
 
 

 
To send a reminder to a Reviewer or Reviewers who have not responded to the reviewer invitation, or who have not 

completed their reviewer assignment, 
 

  Click the checkbox in the ‘(De)Select’ column for the Reviewer(s) you wish to remind. 
 

  Click the ‘Remind selected’ button at the bottom of the screen. 



To un-invite a Reviewer or Reviewers, 
 

  Click the checkbox in the ‘(De)Select’ column for the Reviewer(s) you wish to un-invite. 
 

  Click the ‘Uninvite selected’ link at the bottom of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the ‘Change Due Date’ link to set a new due date for a Reviewer who has agreed to Review. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

View Submitted Reviews and Add Review Comments 
 

In the ‘Reviews’ screen you can view submitted reviews and add your own feedback comments on the submission. 
 
A summary of submitted reviews is displayed to the left of the screen. 

 
For revised submissions, this is also the screen where the Author Response to Reviewer feedback can be viewed. 



 

 
 
 
 
 
 
 
 
 
 
 
 
 

When Reviews have been submitted for a submissions: 
 

  Click on a Reviewer name to see that Reviewer’s submitted review. 
 

  Click the ‘Reviewer Comments’ tab to view the Comments to Author and Comments to Editor from the Reviewer. 
 

  Click the ‘Annotations’ tab to view any annotations to the manuscript saved by the Reviewer. 
 

  Click the link(s) under ‘Review Files’ to view any file(s) uploaded by a Reviewer. 
 
 

 
To the right are links to Add your own Comments on the submission and to Make a Decision. There is also a menu where 

you can select other actions: Send the submission Back to the Author, Remove or Withdraw the submission. 



To add your own manuscript review comments, 
 

  Click the ‘Add My Comments’ button on the ‘Reviews’ screen. 
 

  Enter your comments to the Author in the text field provided and ‘Save’. 
 

  If appropriate, enter any confidential comments for the Managing Editor / Editor-in-Chief in the ‘Comments to 

editor’ text field and click ‘Save’. 
 
 

 
To upload any files you wish to include with your feedback to the Author, 

 
  Click on the ‘Upload files’ link under ‘Review Files’. 

 
  Select the file(s) to be uploaded from your computer or mobile device. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To annotate the manuscript, click the ‘Annotations’ tab. 

 
  Navigate to a relevant section of the paper that you wish to annotate and click the ‘Textbox’ icon indicated by a 

capital ‘T’ in the middle of the toolbar. 
 

  Using your mouse, create a textbox on the manuscript and type your annotations in the text field that appears 

below. 
 

  Click the ‘Save’ icon, located in the File toolbar in the upper left hand portion of the manuscript display. 



  Click the ‘Save Annotations’ button on the pop up window that appears. 
 

  Click the ‘Ok’ button. 
 

  Your annotations are displayed under ‘Saved Annotations’ at the right of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please Note: If you do not ‘Save’ your annotations and comments before completing your review, your feedback will not be 
saved. Similarly you must ‘Save’ any edits you make to reviewers’ comments or annotations. 

 
 

 

Making a Decision 
 
When the required number of reviews has been submitted, you will receive an e-mail notification from Evise. When you are 

ready to submit your decision: 
 

  Locate the submission from the Ready for Decision link near the top of the My Assignments page. 
 

  Click the Manuscript Title of the selected submission. 
 

  Click on the ‘Decision’ tab or click on the ‘Make a Decision’ tab in the ‘Reviews’ page. 
 

  On the ‘Decision’ page you can again view and edit the comments and annotations submitted by the Reviewers 

and any comments or annotations of your own. 
 

  Click the ‘Start over and Reconsolidate’ link to clear any edits you make to the comments and start again. 
 

  Tick the check box beside the relevant Reviewer’s name to ensure the comments are included in the decision letter 

to the Author. 
 

  Remember to ‘Save’ any changes. 
 

  On the right hand side of the screen you can rate each review. 
 

  When you are ready to submit your decision, click on the relevant decision term at the right of the screen: Accept, 

Reject or Revise. 
 

  For revisions, enter a Revision Due Date by selecting the date from the calendar or typing the date into the 

field provided (e.g. ’11-5-2014’). 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Rate the submission by moving the slider to a number from 0 to 100 (Optional). 
 
  Click the ‘Save Decision’ button to save the decision and/or: 

 
  Click the ‘Compose Email’ button to notify the author of the decision. 



 

 
 

  The decision letter configured for the journal is displayed. This can be edited, or sent without further changes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Click the ‘Send’ button. 
 

  When the decision has been submitted, the submission is accessible from the appropriate link in the ‘My 

Assignment’ screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Send back to Author 
 
To send a submission back to the Author: 

 
  Locate the submission from the My Assignments tab near the top of the page. 



  Click the Manuscript Title of the selected submission. 
 

  In the ‘Overview’ tab, select ‘Send Back to Author’ from the ‘Other Actions’ drop down list. 
 
  Click ‘Go’. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  Enter a Resubmission Due Date by selecting the date from the calendar or typing the date into the provided field 

(e.g. ‘24 May 2014’). 
 

 



  Enter comments to the author and, if appropriate, comments to the Editor-in-Chief / Managing Editor in the text 
boxes provided. Comments to the author will be included in the email to the author. 

 
  Click ‘Save’ then ‘Compose Email’. 

 
  The Send Back to Author letter configured for the journal is displayed. This can be edited, or sent without further 

changes. 
 

  Click ‘Send’. 
 
 
 

Withdraw Submission 
 
You can withdraw any submission assigned to you. 

To withdraw a submission: 

  Locate the submission from the My Assignments tab near the top of the page. 
 

  Click the Manuscript Title of the selected submission. 
 

  In the ‘Overview’ tab, select ‘Withdraw Submission’ from the ‘Other Actions’ drop down list. 
 

  Click ‘Go’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  The Withdraw Submission letter configured for the journal is displayed. This can be edited, or sent without further 

changes. 
 

  Click ‘Send’. 
 
 
 
 

Remove Submission 
 
You can remove any manuscript submitted to the journal if you feel it is inappropriate (e.g. The Author has made a duplicate 

submission in error). 



To remove a submission: 
 

  Locate the submission from the My Assignments tab near the top of the page. 
 

  Click the Manuscript Title of the selected submission. 
 

  In the ‘Overview’ tab, select ‘Remove Submission’ from the ‘Other Actions’ drop down list. 
 

  Click ‘Go’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  The Remove Submission letter configured for the journal is displayed. This can be edited, or sent without further 
changes. 

 
  Click ‘Send’. 

 
 

 
Please Note: A removed submission is removed from EVISE entirely. Make sure that the submission should be removed 

before exercising this option. 
 

A submission cannot be removed: 
 

  If it is already accepted, rejected, or withdrawn. 
 

  If the submission is with an Author (Revision or Resubmission Requested). 


