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1 Introduction and Overview 
 
e-Scripts is a submissions and review management system for research journals and other 
peer-reviewed publications. Originally developed to serve the EAI Transactions series and 
other EAI publications, e-Scripts expands the traditional peer review system with a novel 
bidding process, whereby registered users can browse the titles and abstracts of submitted 
articles and put in a request to review those which they find interesting. 

 

1.1 Registration and access to e-Scripts 
 
To log in to e-Scripts click on the Login link in the top right corner and enter your EAI login 
details. If you do not have an existing EAI member account, please register using the Sign 
Up link. You will be requested to provide a few simple details including your name and 
affiliation. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

1.2 Top menu and user menu 
 
Once you have logged in, you will see that the top menu has gained some extra options, 
allowing you to Submit and Bid On Papers (search) which may meet your interests as a 
reviewer. You can also edit your Account information. Finally, you will see that a new 
menu, the User Menu, has appeared on the left-hand side of the page. 
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The items on the menu allow you to access the status of your contributions and activities in 
e-Scripts: 
 

· My Papers takes you to an overview of all the papers you have submitted using e-
Scripts (see Section 2.3.1). 
 
· My Reviews takes you to an overview of all your review invitations and assignments, 
past and present (see Section 3.2.1). 
 
· My Journals takes you to an overview of the journals for which you are an Editor (see 
the e-Scripts Editors’ Guide). 
 
· Bid Now lets you browse the titles and abstracts of recent submissions that match 
your selected interests (see Section 3.1.2). 
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2 e-Scripts for Authors 
 
2.1 Preparing your manuscript for submission 
 
To submit a paper via e-Scripts you will need: 
 

· A PDF copy of your manuscript. 
 
· An archive file (.zip, .tar.gz) containing the source files for your manuscript, 
prepared in either LATEX or Word. 

 
Both the PDF and the source files should be prepared according to the guidelines of the 
journal to which you wish to submit. 
 
For initial submission and review, only the PDF is required. 

 

2.2 Submitting a paper 
 
To submit a paper through e-Scripts, click on the Submit Paper link in the top menu. 
 

 
 

The submission process consists of 8 steps. Once you have completed the first two, your 
paper will be registered as a draft submission. You can leave your draft submission saved 
on e-Scripts and complete it later. 
 
The steps are as follows: 
 

2.2.1 Select a journal or special issue 
 
To begin with, select a journal you wish to submit to from the drop-down menu. Details on 
the journal will appear. 
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If the selected journal has active special issue(s), it will list the possibility to submit your 
paper either to the regular journal or to the special issue(s). You can see the details of the 
regular journal or special issue(s) by clicking on the name of the journal or issue. 
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Click on the Next button to proceed to the next step. 
 

2.2.2 Title, abstract and keywords 
 
Now select the paper type, enter the title and abstract of your paper, and tick an 
appropriate number of keywords from the list provided. 
 

 
 
The keywords will not appear on your paper. They serve primarily to help e-Scripts select 
an appropriate Handling Editor and reviewers. Be sure to select the appropriate number of 
keywords, as instructed on the page (most journals require at least 3). 

 
2.2.3 Authors 
 
Enter the names and basic contact details of every author of the paper besides yourself. 
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If the authors are already registered, e-Scripts will check whether the data you have 
entered matches that provided by the user. You will be given the option to accept the user-
entered data or to confirm the details you have provided: 
 

 
 

You can re-order the list of authors using the arrow buttons that appear whenever more 
than one author is present: 
 

 
 
 
 

2.2.4 Recommend reviewers [optional] 
 
If you wish, you may provide the contact details of experts you would like to recommend as 
reviewers for your paper. Please explain each of your recommendations in a few sentences. 
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You do not have to provide any recommendations if you do not wish to. 
 

2.2.5 Exclude reviewers [optional] 
 
Similarly, if there are any individuals you would like excluded from the review process, you 
can make a request to that effect by providing the appropriate contact details. In each case, 
please provide a reason for requesting the exclusion. 
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2.2.6 Cover letter [optional] 
 
In the Cover Letter please provide a brief introduction to your paper for the editors and 
reviewers and indicate why you believe that the paper is suitable for a particular journal. 
 

 
 

2.2.7 Upload manuscript 
 
In order to upload a copy of your manuscript, please first check the box confirming that it 
conforms to e-Scripts’ submissions policy. 
 
Select a file using the Choose file button, then click Upload to upload the file. You may also 
choose to upload the manuscript source material (optional during initial submission). You 
will be required to upload the source material if your paper is accepted. 
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2.2.8 Submit paper 
 
Finally, review the details of your submission one last time to ensure that all is correct. You 
can check both the cover letter and the manuscript. If you find everything to be as desired, 
click Submit to finalize the submission. 
 

 
 

You will be asked to confirm the submission: 
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When you do, you will be taken to the My Papers page, where your submission will now 
be listed as “submitted”. 
 

 
 
Congratulations! Your submission is complete. 

 

2.3 Tracking your submissions 
 
2.3.1 The “My Papers” page 
 
The My Papers page gives you a general overview of all your submissions in the e-Scripts 
system. 
 

 
 

The papers are listed according to their status in the submissions process. Click on the tabs 
to open and close the different lists. 
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Registered papers are papers for which the title, abstract and keywords have been 
provided, but where the submission has not been completed. You can fill in the remaining 
details using the Edit details option. 
 

 
 

Submitted papers have been received by the journal. When they are sent out for review, 
they move to the Under Review section. 
 

 
 

2.4 Resubmitting a revised paper 
 
If the reviewers request revisions to your paper, you will be asked to resubmit a revised 
version. To do so, visit the Require New Version section of the My Papers page. 



14  

 
 

 
 

You can read the reviewersʹ reports via the links given or by clicking on the View details 
option. To submit a revised paper, click on Upload Revision. 
 
When you click on Upload Revision, you will see the wizard, as shown below. Here you can 
update the title, abstract and keywords of your paper. 
 

 
 
When you click Next, you will see the list of your authors, which you may update if needed. 
Over the next few steps, you will be asked to provide a detailed response to the reviewersʹ 
reports. You can also provide confidential remarks for the Editor’s eyes only. 
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You will then be asked to upload a copy of the revised manuscript. At this point you may 
also upload the source of the manuscripts. 
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In the next step you can see the summary of your changes and confirm your submission. 
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After you have submitted your paper, you can track its status in the My Papers section 
under the “Waiting for Decision” dropdown. 
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3 e-Scripts for Reviewers 
 
3.1 Becoming a reviewer 
 

3.1.1 Invitations to review 
 
Invitations to review are sent out by email. When accepting an invitation, please make sure 
to log in with your existing EAI account. You will see a copy of the invitation at the top of 
the screen if the invitation is still pending: 
 

 
 

Note that the “By” field indicates who invited you and not who wrote the paper. Click on the 
[Details] link to view the abstract and keywords of the paper. 
 
You can accept the role by clicking on the link from the email you have received. If you are 
not logged in to the system, it will redirect you to a page where you can see the details of 
the invitation and the paper, as well as the download link. If you want to accept the role 
you need to click on the “Sign In” button. After a successful login, the role will be assigned 
to you. 
 

3.1.2 Bidding to review 
 
e-Scripts does not limit participation in the review process to those invited by the editors. 
Registered users can browse the titles and abstracts of recent submissions and bid to 
review articles they find of interest. 
 
To find papers to bid on, select either the Bid Now link in the User Menu, or the Bid on 
Papers (search) option in the top menu. After clicking on those links, you will see two 
options: Show only papers open for bidding and Show papers matched with my area 
of interest. Show only papers open for bidding lists all the latest papers submitted into 
the system. Papers marked with a star are open for bidding. The Show papers matched 
with my area of interest option lists all papers that match your expertise as indicated by 
the keywords/interests you selected during registration. You can filter the list of papers 
either by the Publication title or by the Paper title. 
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Click on the paper title to see the title and abstract of that paper. In the following window 
you will also find the option to bid to review the paper, as shown in the figure below: 
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When you click on the Bid to review link, you will see a dialog box pop up, as shown in the 
figure below. In that dialog box, you will be asked to provide either your short bio or your 
motivation for wanting to review the paper. Optionally you can also provide your external 
profile URL. Once you are done with filling in your profile information, you should click on 
the “Confirm” button. You should then receive an email confirming your bid to review the 
paper.  
 

 
 
Later on, you will be informed by email about the status of your bid. 

 

3.2 Tracking your review bids and assignments 
 

3.2.1 The My Reviews page 
 
All your bids and assignments can be tracked on the My Reviews page, accessible from the 
My Reviews link on the User Menu: 
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Pending bids are bids which have not yet received a response. New Review Assignments 
are your current tasks, while Saved Drafts are partially-completed reviews which have not 
yet been submitted. 
 
Expired Review Assignments are those for which the review process of the paper was 
completed without your submitting a review. You should aim to keep this section empty! 

 

3.3 Reviewing a paper 
 
To review a paper, click on the Start review option next to the paper on the My Reviews 
page. You will be asked to rate the paper on a scale of 0 to 100 on several different factors, 
providing short comments explaining your rating in each case. 
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You will also be asked to provide general remarks to the authors, which should summarize 
your recommendations to them. You may also submit confidential remarks for the Editor’s 
eyes only. 
 
You may Save a partially-completed report without submitting, in which case it will be 
added to the Saved Drafts section of the My Reviews page, from where you can further 
edit or submit the review: 
 

 

 
 
 
 
 
 
 
 
 

3.3.1 Review deadlines 
 
e-Scripts currently enforces strict review deadlines. You must submit your review within 
the required time. 
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4 e-Scripts Ongoing Development 
 
e-Scripts remains in active development, with new features and usability improvements 
being issued on a regular basis. Much of this is possible only because of the feedback the 
development team receives from users. You can reach us at publications@eai.eu. 

mailto:publications@eai.eu

