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Where can I find more information on how Editorial Manager works? 
We have a Reviewer’s Manual that contains detailed step-by-step guidance on how to use the system. 

You can find the manual here: 

https://brill.com/fileasset/downloads_static/static_submitonline_editorial_manager_reviewers_manual.

pdf. 

 

Are there guidelines available for how to review?  
Yes, we have general guidelines for reviewers that explain what editors in general expect a reviewer to 

take note of when reviewing a manuscript: 

https://brill.com/fileasset/downloads_static/static_publishingwithbrill_reviewer_guidelines.pdf 

 

If you have any questions at all as to what is expected from you as a reviewer, please do not hesitate to 

contact the journal’s editor.  

 

I cannot login, why don’t my reviewer login codes work? 
Go to the Editorial Manager website for the journal and log in using your existing username and 

password. Make sure that you log in as a reviewer. If you have not received a password before, use the 

link provided in the invitation email to create your own password. If you have forgotten your username 

or password, click on Send Login Details and provide your email address when prompted. An email will 

be sent to you containing your username and a link to reset your password. Please note that passwords 

should contain at least 8 characters, and should contain both letters and numbers. We strongly suggest 

to use a unique password that is not used for other purposes. 

 

https://brill.com/fileasset/downloads_static/static_submitonline_editorial_manager_reviewers_manual.pdf
https://brill.com/fileasset/downloads_static/static_submitonline_editorial_manager_reviewers_manual.pdf
https://brill.com/fileasset/downloads_static/static_publishingwithbrill_reviewer_guidelines.pdf
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How do I accept or decline a reviewer invitation? 
Log in as a reviewer using the username and password given in the invitation e-mail. 

Go to New Reviewer Invitations (1).  

Select either the Agree to Review or Decline to Review link. If you decline the system will ask you for a 

reason. Type this in. 

If you accept, the system will check that this is what you really want, click on ‘OK’. 

Alternatively, you may use the accept/decline links provided in the invitation email. 

 

I need more time to complete my review. How do I ask for an extension? 
To ask for an extension, please contact the editor who sent you the invitation. You can also choose to 

send a request for extension using Editorial Manager, in which case, please log in as a reviewer. You will 

find the manuscript under Pending Assignments. Click on Action Links and then select Send Email. A 

pop-up window will open with an extension request email template. Edit the email, if you wish, and then 

click ‘Preview and Send’. Ensure that all automated information is correct and then press ‘Send Email’. It 

will immediately be sent to the journal editorial office and the editor will be in touch shortly. 

 

I accepted the invitation, but I am no longer able to complete the review. 

How do I un-assign myself? 
Email the editor to let them know that you will be unable to complete the review. Should you be able to 

complete the review if given extra time, please also let the editor know. Once the editor has cancelled 

your assignment in the system, you will automatically receive a notification email. 

 

How do I submit my review? 
Go to the website, and login as a reviewer.  Your codes are contained in the invitation e-mail that you 

have received. Click on the Pending Assignments link. Then click on Submit Recommendation. Select a 

recommendation from the dropdown menu (e.g., Accept, Revise, Reject). Answer any reviewer 

questions, if applicable. Type or copy-paste your comments to the editor and author and insert them in 

the space reserved for each. You may also choose to upload additional files, such as a marked manuscript 

for the author. Please make sure it is anonymised. Click ‘Proceed’.  Review your responses, then select 

‘Submit Review to Editorial Office’ and click on ‘OK’. 

 

Review won’t complete 
Why can’t I finish submitting my review on the online system? 
Verify that all the questions are answered and that all responses meet the formatting specifications, and 

that a review term has been chosen from the dropdown menu (revise, reject, accept). 

 

How do I upload a marked manuscript or other files to send to the author?  
When you go to put in the review, under the term you wish to use for your review (accept, reject, revise), 

there is a button ‘Upload Reviewer Attachments’.  Using ‘Browse’ (or ‘Choose File’), find the file on your 

computer, and then use ‘Attach This File’ to upload it. Once the file is attached, use ‘Proceed with 

Recommendation’ and finish off submitting your review. When you add files to the system, please make 

sure that your name is not included in the file contents nor in the document properties – reviewer 

names are usually not shared with the authors.  

 

http://www.editorialmanager.com/brilltest/reviewer_recommend.aspx?docID=549&rev=0

