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Reviewer Instructions for Schools of Nursing or Other Organizations
Requiring Authorization of Submissions in Lieu of Peer-Review

Step 1 — Email notice. When an item is submitted to a collection, reviewers in the collection’s reviewer
pool* will each receive an email notice from librarymanager@nursinglibrary.org. Please make sure that
the spam filter on your email account has been set to allow messages from this address.

The system for the VHL repository will send notices to the email you entered during registration or to
your preferred Honor Society of Nursing, Sigma Theta Tau International member email address
depending on your initial registration/login preference.

The subject line of the email message will be: VHL: VHL Repository - Reviewer Notification.

The body of the message will be similar to the following screenshot. The information highlighted in yellow
will change with each submission.

An-item-has-been-submitted-and-it-requires-reviewing.-

1

Ifyou-are-a-reviewerin-a-pool-ofreviewers{“the-pool”):q

1
Everyone-in-the-poolreceived-this-notification.~Ifyou-choosetotake-thistaskyou-arerremoving-itfrom-
the-visibility-of-others-in-the-pool-and-will-take-responsibilityforthe-review-of this-item. ]
Please-look-atthe-following-item-informationto-determine-ifitis-a-taskyou-should-either-take,-orleave-
inthe-poolforanotherreviewertotake.-Ifyoudeterminethatthis-is-not-anitem-you-need-to-review,-
please-disregard-this-notification.9
Ifyoutake-a-taskin-error,-do-not-rejectthe-item,-it-should-be-returned-tothe-pool-by-selecting the-
“Return-Taskto-Pool”-option-onthe-reviewer's-perform-task-screen.q

1

Item-nformationy]

1

-Title:----Sample-Submission-for-Review"]

1

-Collection:-Test-Collection¥]

1

-Submitted-by:-lane-Doe-(jdoe @abcuniversity. edu}h]

1

1

1

1

To-claim-this-task,-pleasefollow-thislink:-http://vhl.openrepository.com/vhl/mydspace- -orlog-intothe-
VHL-Online-Research-Repository-at-www.nursinglibrary.org-and-visityour-“My-Profile” -page.q]
Thankyou!1q

The-VHL-Online-Research-Repository Teamf]

1

*If a collection has more than one reviewer, the group of reviewers is referred to as the “reviewer pool.” If you are
the only reviewer in a collection, please ignore all references and instructions directed toward multiple reviewers, as
you are solely responsible for the authorization of items submitted to your collection.


mailto:librarymanager@nursinglibrary.org
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Step 2 — Accessing the submission. You may access the submission by following the link in the
notification email as shown in the previous screenshot, or log in to the VHL repository at
www.nursinglibrary.org and visit your “My Profile” page. Click the “Reviewer profile” link or
scroll down to the “Reviewer profile” section.

Submit to the Repository Helpful Guides & Info. Resource Center My Profile

Virginia Henderson International Nursing Library > My Profile

My Profile
Personal profile | Manage your personal settings

Researcher page profile = \anage your researcher page

Submission profile sybmit items or view items you have submitted

‘Reviewer profile | Manage any review tasks assigned to you

(Intentionally left blank, please proceed to Step 3)


http://www.nursinglibrary.org/
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Step 3 — Selecting and accepting task. Submitted items are referred to as tasks. As depicted
below, the “Reviewer profile” section has two divisions: “Owned Tasks” and “Tasks in the
Pool.” Owned tasks are items that you have committed to reviewing, and they are visible only
to you. If this is your first time to review an item, or you have completed all previous item
reviews, you will not see items in the “Owned Tasks” section.

The “Tasks in the Pool” section will show all items that have been submitted, are awaiting
review, and have not yet been claimed by you or another reviewer, if applicable. To open the
item associated with the email you received, click on the “Take Task” option to the right of the
entry that matches the email information.

Reviewer profile go to top

Owned Tasks

Below are the current tasks that you have chosen to do.

Title: T o LT -
Tagk: P mmer @™ Perform This Task
Collection: L0007 ol T i v ot e D e iU Sy, ol T

meteae Return to Pool
Submitted By C--=1'"

Title: _ 7= 70 0 e 0 Perform This Task
Task: Coccn v ™

Collection: viio 1 vou wunctuw.
Submitted By k.. -~ Thomneos Return to Pool

Tasks in the Pool

Below are tasks in the task pool which are currently unassigned.

Title: o ot conygun Litin

Task: - T Take Task
Collection: \.1_ T .. o.io"
Submitted By k...~

Title: T Ll e oo e o T S

Task: T/ll\..\..l.\ \JLIUIIII:LJI-:H Take Task
Collection: viw 1vow Zwuctuun
Submitted By |~ " .o

Title: .

Collcton; . . Take Task
Collection: "7 ._7_*7-"oto

Submitted By ...." ", T __..

Title: Sample Item for Reviewer Instructions

Task: Review Submission Take Task
Collection: VHL Test Collection
Submitted By Kimberly Thompson
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Step 4 — Preview Task. You will be shown a screen (sample depicted below) which shows
details of the submitted item. You have two choices. You may choose to review the item by
clicking on the “Accept This Task” option, or if you have selected an item in error, you may
click on the “Cancel” option, which will send the item back to the “Tasks in the Pool” section,
where all reviewers assigned to the collection will again be notified and have the option to
review it.

Preview Task

The following item has been submitted to collection VHL Test Collection. In order to accept the task of reviewing this item,
please click "Accept This Task" below.
L LU Full-text
W Article
S Sample ltem for Reviewer Instructions
LUULLHEHE Smith, John
Lead Author STTI Affiliation: U ENeT

GO LI EETES  John Smith, PhD, RN
Abstract:

This is a sample abstract.

LGNV GBS sample
test

WELCRV TSI E 19-Apr-2010
Version of Published Work: IWEET
E1CILE Smith, John (2010). Sample ltem for Reviewer Instructions. A Nursing Journal, 24{2), 15-28.
S EE ABC Publisher
LR B 1234-5678

Conference Date: Relililt

S EHIE A Nursing Conference
G R DRI ABC Nursing Alliance

(LGN W BT GO EE State of Bliss, USA

Files in This Item:

e [ e [ e [ roma [ vewoe

Sample_Upload docx Main file 13Kb Microsoft Word View/Open

Sample_Upload pdf Main file 12Kb Adobe PDF View/Open

| Accept This Task |
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Step 5 — Review. The following screen will appear. It has been spilt into two screenshots for
instructional purposes. Information categories highlighted in yellow below will change with each
submission, depending on the information provided by the submitting author. Depending on the
type of item submitted, not all fields will be completed and so will not appear on the screen.

Perform Task

The following item has been submitted to collection VHL Test Collection. Please review the item, check that it meets the criteria
for entry into the collection. After reviewing the item, you may edit the metadata with the item, and then approve or reject the item
using the controls at the bottom of the page.

Category: HFTEEN
I Article
WES Sample ltem for Reviewer Instructions
LINOGHEV S Smith, John
Lead Author STTI Affi B Alpha Chi
John Smith, PhD, RN

This is a sample abstract.

ILES sample
test
GG RT GEUGTEN 19-Apr-2010

Version of Published Work: pre-print
BIEILLE Smith, John (2010). Sample ltem for Reviewer Instructions. A Nursing Journal, 24(2), 15-28.
ABC Publisher
LLUEE 12345678
Conference Date: Jelilil:]
(L GERL BT A Nursing Conference

LG LETE ABC Nursing Alliance

Conference Location: ESEIERTEEERTETY

Files in This tem:

[ o [ se | o | vewom

Sample_Upload docx Main file 13Kb Microsoft Word View/Open
Sample_Upload. pdf Main file 12Kb Adobe PDF View/Open
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The following reviewer selection choices will always appear at the bottom of the screen:

To return the task to the pool so that another user can perform the task, use this option. Return Task to Pool
If you have reviewed the item and it is suitable for inclusion in the collection, select "Approve”. Approve |

If you have reviewed the item and found it is not suitable for inclusion in the collection, select "Reject”. You

will then be asked to enter a message indicating why the item is unsuitable, and whether the submitter should Reject |

change something and re-submit.

Select this option to correct, amend or otherwise edit the item's metadata. Edit Metadata |
Use this option if you wish to leave this task for now, and return to your "My Profile”. Do Later |

Description of reviewer choices:

Return Task to Pool. Use this option if you find that you have taken an item by mistake, or if
you find that you do not have the time to review it. Choosing this option will alert all members of
the reviewer pool that a “new” item has been submitted.

Approve. Upon review, an item may be approved. Please review the item information and
attachments according to your institutional/program policies and graduation requirements. The
item must also adhere to the stipulations as set forth in the “Doctorate of Nursing Practice and
Electronic Theses and Dissertations Collection Creation Policies” posted on the VHL repository
“Helpful Guides & Info.” tab. This option will send the item to the VHL repository staff for final
processing. The reviewer’s part in the process is complete at this point.

Note: An item will be posted to the VHL repository based on the approval of one reviewer. There
is no second round of reviews, nor is there a grading system.

Reject. If the item is found lacking in any area, please choose this option. An automated email
form will appear as depicted in the screenshot on the following page. Please give the submitting
author detailed reasons for the rejection. This email will not be saved in the system. Only the
submitting author will receive a copy of the email. Prior to selecting the “Reject Item” button,
please copy and paste the rejection information and add the item title and submitting author
information to a file that you save on your personal system, to keep a written record of your
rejected items.

If the item is rejected and will be resubmitted to the same collection, you will need to alert the
reviewer pool (if applicable) via email that an item will be resubmitted by this author, under this
title, and that you will assume responsibility for completing the subsequent review. Alternatively,
you may share the rejection reasons with the members of your reviewer pool and ask another
reviewer to appraise it the second time the item is submitted.
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Enter Reason for Rejection

Please enter the reason you are rejecting the submission into the box below. Please indicate in your message whether the
submitter should fix a problem and resubmit.

=

H
Reject ltem Cancel Rejection

Following is a screenshot of a sample rejection email message that submitting authors will see.
The information highlighted in yellow was entered by a reviewer. The remaining text appears in
every rejection email. Note that the email was sent from no-reply@nursinglibrary.org.

From: no-eply@nursinglibrary.org
To: _

Cc

Subject: WHL: Submission Rejected

You submitted: Sample Item for Reviewer Instructions

To collection: VHL Test Collection

Your submission has been rejected with the following explanation:
Dear Jane:

Your submission has been rejected for the following reasons:

1 - Too many typos

2 - Abstract does not contain enough information

3 - Attachment contains confidential information

4 - The research appears to be funded by a grant and you did not list the sponsor in your item information.

Please fix this submission and resubmit it.

Your submission has not been deleted. You can access it from your "My VHL" page: http://vhl.openrepaository.com/vhl/mydspace

Many Thanks!

The VHL Team



mailto:no-reply@nursinglibrary.org
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Edit Metadata. If you see a small typo in the submitting author’s informational fields and wish to
correct that error instead of rejecting it back to the author for correction, you may do that by
selecting this option. This is not required, and reviewers may reject items for the smallest of
errors and request that the author make corrections and resubmit.

Do Later. This option allows you to return at a later time and complete the review without
returning the item to the reviewer task pool. Please do not leave items in your personal tasks for
longer than two weeks.



