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Through this newsletter we aim to keep you informed about new functionality available for your Editorial 
Manager site. As always, if you have any questions or comments, please do not hesitate to contact us. 
 

Links allowing reviewers to decline or accept invitation without having to log in 
We are in the process of adding so called ‘deep links’ to the various reviewer letters in EM. Through these links the 
reviewer can accept or decline an invitation, or download the manuscript PDF without having to log into the 
Editorial Manager website. Because these links need to be added manually, it will take some time before this is 
rolled out for all journals. Should you wish to have your journal prioritized, please send an email to EM@brill.com.  
 

Co-Authors asked to confirm authorship 
As of June, EM will automatically send a request to any co-authors listed as soon as a manuscript is submitted. The 
email will contain links through which the co-author(s) can confirm or deny their contribution to the manuscript. 
This verification step does not interfere with the workflow in Editorial Manager, so should not cause any delays. 
You are welcome to proceed with the manuscript without the co-authors having confirmed their co-authorship. 
Should you wish to view the confirmation status and/or resend the request to the co-authors for a ms, please click 
on Details and then on Author Status in the ‘Other Authors’ section: 
 

 
 

This opens up a new page:  
 

 

mailto:EM@brill.com
mailto:EM@brill.com
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On this page you can see whether the co-authors have responded and if so, what their response was (‘Yes’ means 
that they confirmed being a co-author; ‘No’ that they denied co-authorship). Resend Letter allows you to resend 
the email requesting their confirmation of authorship to an individual reviewer. Via the ‘Send Letters’ button you 
can resend the email to all co-authors who have not yet responded in one go. Co-authors that are not displayed on 
the Details page, will not have received a request to confirm their contribution. Please see the Editor’s Manual, 
section 3.1.3.2, last paragraph for more details on how this fix this. 
 

New video: Peer review tracking 
We have created a tutorial video explaining how you can keep track of manuscripts within Editorial Manager (e.g., 
where to find mss, how to send reminders, etc.). You can find the video on our EM Support page or you can view it 
directly on YouTube.  
 

Inviting reviewers for revised manuscript 
When inviting one or more reviewers for a revised manuscript, the system would previously select the regular 
reviewer invitation letter, which does not mention that the manuscript is in fact a revised version. With the latest 
upgrade, the automatically selected invitation letter for revisions will now reflect that either the revision is sent 
back to the previous reviewers or to a new reviewer. Like before, you can still choose to select another reviewer 
invitation letter from the letter drop down menu and/or to customize the letter before sending.  
 

Brill now an ORCID member 
 

 
 
Per 1 January 2017, Brill has become an official member of ORCID because we believe that this is an important 
initiative that brings major benefits to all parties involved in the publication process, most of all the researchers. 
We strongly encourage researchers to create an ORCID ID and use this as much as they can. ORCID provides a 
unique personal identifier that links your name unequivocally to your publications. More and more publishers are 
including these unique identifying codes in the eventual publications and thereby help you get credit for your 
work. You can for instance set your ORCID record to be updated automatically with all publications that contain 
your ORCID ID and share your publications list with your institute and/or funders. You can also use your ORCID 
access codes to log into Editorial Manager websites and possibly other systems like publisher platforms, thereby 
reducing the number of access codes you need to remember. Brill expects to be able to include ORCID IDs (in so 
far available) in its online publications as of late 2017/early 2018. 
 

Did you  know? 
 
Setting final disposition vs submitting a decision 
We have noticed that the Set Final Disposition action link tends to cause confusion and is unfortunately 
sometimes mistaken for the link to submit your decision. We hope that the following will clarify the difference. 
 Submit Editor’s Decision and Comments is the link you should use to enter your editorial decision. If 
unavailable, this is probably due to your having missed a step or accessing the ms via a tracking folder:  

 
• Manuscripts in (Direct-to-Editor) New Submissions or Revised Submissions Requiring Assignment do not have 

the decision option as the system still expects you to select a handling editor for these manuscripts (even if you 
are the only editor).   
Solution: Assign the manuscript to yourself. It will then move to New Assignments in your main menu and 
give you the option to submit a decision, invite reviewers, or assign it on to another editor. 

• Manuscripts in View All Assigned Submissions. This folder is intended for tracking rather than taking action 
and therefore does not allow you to take all possible actions.  

http://www.brill.com/files/brill.nl/editorial_manager_editors_manual.pdf
http://www.brill.com/resources/authors/publishing-journals-brill/submitting-online
https://youtu.be/Hjgh2zUCaYU
https://orcid.org/
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Solution: Access the manuscript via Search Submissions or the appropriate action folder in the ‘Editor’s To Do 
List’ section in your main menu instead.  

 
Set Final Disposition is the option that sends accepted manuscripts to Brill for typesetting; it is not intended to 
submit a decision. To send a manuscript to Brill, you need to use the final disposition option ‘accept’, which 
becomes available as soon as you have entered your ‘Accept’ decision using Submit Editor’s Decision and 
Comments and notified the author. You will find that Set Final Disposition is available throughout the process and 
can be used to deactivate a manuscript in Editorial Manager (‘Withdrawn’ option), e.g., when an author wants to 
withdraw their submission.  
   
Edit submission: Making changes to the PDF of a submission 
The Edit Submission action link of a manuscript allows you to make changes to the manuscript data as shown on 
the Editorial Manager website (e.g., the article title, article type, abstract) and/or to the PDF file that you find 
under View Submission. If you click on Edit Submission, you will always need to finish the process, which 
generally involves creating a new PDF of the submission, and then viewing and approving the new PDF. If you skip 
this part, the manuscript will turn up in your main menu under either Incomplete Submissions or Waiting for 
Approval. In either case, please do go in and either Revert Submission (reinstate the original submission), Edit 
Submission (make further changes and/or finish the action in case of an incomplete status) or Approve 
Submission (to release the new PDF into the system). If a manuscript has an ‘incomplete’ or ‘waiting for approval’ 
status you will run into technical problems when trying to invite reviewers or submitting a decision so it is 
important to resolve this. For more details about editing submission, please see the Editor’s Manual, section 3.1.6. 
The source files of a manuscript (e.g., MS Word) can be downloaded at any time via the File Inventory action link. 
 

Contact Us 
You are more than welcome to contact us at EM@brill.com. When doing so, please include the journal title or 
acronym in your email for easy reference. When asking for changes in the configuration, please be aware that such 
changes can only be implemented if approved by the main decision-taking editor (usually this is the Editor-in-
Chief). If there are multiple Editors-in-Chief, your co-editors need to agree with the changes requested. Please 
note that if you wish to add or remove editors (other than Guest Editors) in your Editorial Manager site, that this 
request will need to be sent to the journal’s Acquisitions Editor. 
 Please visit our dedicated EM Support page for video tutorials, FAQs as well as extensive manuals for authors, 
reviewers and editors.  

http://www.brill.com/files/brill.nl/editorial_manager_editors_manual.pdf
mailto:EM@brill.com
http://www.brill.com/resources/authors/publishing-journals-brill/submitting-online
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