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About this document 
This document is for all roles that use ScholarOne Manuscripts. ScholarOne Manuscripts is 
configured for your specific site based on the needs of the journal and/or publisher. The role 

names and fields used in this document may differ from your site. The essential functions will 
be the same; however, you may not have some of the configurable options available to you. 

Account creation and login 
Each journal site has a unique web address that can be provided to you in different ways, from 

searching a publisher’s website, the journal sending you a link in an email to finding the site 

through a web browser search. To get started, click the Create an Account link on the journal’s 
Log In screen.  

 

 

Account creation 

During account creation, new users will be requested to fill out information, including email, 

name, address user ID, and password. Additional items such as Web of Science™, ORCID®, 
keywords, and DEI questions vary from site to site.  
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E-Mail/Name 

Sections marked as “req” must be completed during account creation. All other items are 

optional. E-mails are always sent to the Primary E-mail Address. If you would also like copies 

of the e-mails to go to a second address, complete the Primary Cc E-mail Address. 

Secondary E-mail Address and Secondary Cc E-mail Address are for the records only and will 
not receive correspondence generated from the system. The site administrator may use these 
if your primary e-mail is unable to receive messages. 

  When entering your Primary E-Mail Address, you will need to type the address twice.  
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Web of Science™ 

Some sites will have the ability to associate your Web of Science account with the journal site.  

 

Select: Create or register a Web of Science account. This will take you the Web of Science site 
where you can either log in, if you already have an account, or Register and create a free 

account.  

 

After you have signed up to the Web of Science, your screen will refresh, and you will see that 
your account has been successfully linked.  

 

For further information regarding this feature you can view the following video: Single Sign On 
Using the Web of Science 

div%20style=%22padding:75%25%200%200%200;position:relative;%22%3e%3ciframe%20src=%22https:/player.vimeo.com/video/1062010676?badge=0&amp;autopause=0&amp;player_id=0&amp;app_id=58479%22%20frameborder=%220%22%20allow=%22autoplay;%20fullscreen;%20picture-in-picture;%20clipboard-write;%20encrypted-media;%20web-share%22%20referrerpolicy=%22strict-origin-when-cross-origin%22%20style=%22position:absolute;top:0;left:0;width:100%25;height:100%25;%22%20title=%22Single%20Sign%20One%20Using%20Web%20of%20Science%22%3e%3c/iframe%3e%3c/div%3e%3cscript%20src=%22https://player.vimeo.com/api/player.js%22%3e%3c/script
div%20style=%22padding:75%25%200%200%200;position:relative;%22%3e%3ciframe%20src=%22https:/player.vimeo.com/video/1062010676?badge=0&amp;autopause=0&amp;player_id=0&amp;app_id=58479%22%20frameborder=%220%22%20allow=%22autoplay;%20fullscreen;%20picture-in-picture;%20clipboard-write;%20encrypted-media;%20web-share%22%20referrerpolicy=%22strict-origin-when-cross-origin%22%20style=%22position:absolute;top:0;left:0;width:100%25;height:100%25;%22%20title=%22Single%20Sign%20One%20Using%20Web%20of%20Science%22%3e%3c/iframe%3e%3c/div%3e%3cscript%20src=%22https://player.vimeo.com/api/player.js%22%3e%3c/script


5 
 

© 2025 Silverchair  

Effective Date:  September 16, 2025 

Document Version:  1.0 

ORCID® 

Some sites will have the ability to associate your ORCID iD with your account.  

 

Select: Create and ORCID iD or associate your existing ORCID iD link to add ORCID to your 
account information.  

 

After you have signed into your ORCID account, you will be asked to authorize access.  
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Once you have selected Authorize access, your account will be updated, and you will receive a 
message on the screen. 

 

 Click Cancel if you do not want your ORCID information to overwrite existing data.  
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When needed, you will be able to update your ORICD iD information, as well as remove it if 
necessary.  

 

Address 

When entering your institution information, the system will look through the list provided by 
Ringgold to find a match. If your institution is not part of the Ringgold system, you will still be 
able to enter your information.  

 

Continue to fill out all fields marked with “req” before moving to the next step.  
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User ID & Password 

The user id and password step can include various additional items you may be asked to 
provide such as keywords, and privacy policies.  

 

By default, your User ID will be your email address. You can change this if you prefer. 

 Passwords must be at least eight (8) characters and contain two (2) or more numbers.  

 

Keywords may be referred to as Classification or Areas of Expertise. Some sites will have a 

predefined list for you to choose from, while others may allow you to type in a word or words 
of your choice. Look for the “req” in this section, as most sites will require a minimum of one 

(1) keyword.  
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Most sites will require you to review their Privacy Policy and check an acknowledgement. 

 

Other additional sections you may see are items such as the ability to opt out of notifications, 

adding unavailable dates, alternate contact information, and signature.  
 

 
 

Once you have completed all required fields and click the Finish icon, you will see a link to log 
in to the site.  
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Navigation 

Once you log into a site, you are taken to the Home page. This page is broken out into several 

sections.  

 

The center of the home screen may contain information from the journal such as links and 

notices.  

On the left side of the screen, you will see the different roles you have been assigned, along 

with a Help section that has links to FAQs and User guides, Journal home link, and Site 

support.  

  By default, for most sites, when you create an account, you will be given the roles of 

Author and Reviewer.  

 

In the upper right corner of the screen, you will see your name with a dropdown arrow to 

make changes to your account information, a link to instructions and forms, help link and log 

out.  
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Roles above author and reviewer will be assigned by the administrator of the site. If you are 

assigned more than one role, you will see the word Manage with a dropdown arrow so you 

can move to your various roles.  

 

The bottom of the screen contains links to sign up for updates, system requirements, privacy 

statement, terms of use, cookie settings, and accessibility.  
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For Assistance contact our support team at: s1help@silverchair.com  

 

 

About Silverchair  

Silverchair is the leading independent platform partner for scholarly and professional publishers, serving our 

growing community through flexible technology and unparalleled services. Our teams build, maintain, and 

innovate platforms across the publishing lifecycle—from idea to impact. Our products facilitate submission, peer 

review, hosting, dissemination, and impact measurement, enabling researchers and professionals to maximize 

their contributions to our world. 

www.silverchair.com 
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