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Some journals use SAGEtrack, an online peer 
review system that is powered by Scholar One 
Manuscripts . SAGEtrack allows you to assign edi-
tors and select reviewers for manuscripts, as well 
as accept, reject, and revise manuscripts, and send 
completed manuscripts directly to SAGE for publi-
cation . Below is a quick outline of important 
aspects in SAGEtrack . For more information about 
SAGEtrack and for any questions you may have, 
please click on the “Online Help” button located in 
the gray bar at the top right-hand corner of any 
page within the site .

You can also click on the following
link to access a variety of online training docu-
mentation: http://mcv3help .manuscriptcentral .
com/portal/welcome .html . 

Feel free to contact our peer review specialist, 
Kristen Marchetti, with any further questions you 
may have . Her email address is  Kristen .Marchetti@
sagepub .com . 

The welcome Page

When you log in, you are taken to the Welcome 
page . Here you see links to all of the role centers 
you have permissions for in this journal . Default 
permissions include Author or Author and 
Reviewer Centers . Contact the journal adminis-
trator if you do not already have an editor center 
link .

	Keep in mind that your editor center can 
vary from “Editorial Assistant Center, 
Managing Editor Center,” etc ., depending on 
your preference .

Your editor center Dashboard can be accessed by 
clicking on the Editor Center link on the Welcome 
page . This Dashboard will be used to assign edi-
tors and select reviewers for manuscripts, as well 
as accept, reject, and revise manuscripts, and 
send completed manuscripts directly to SAGE for 
publication . To access your dashboard page, 
click the appropriate link .

SAGEtrack: A Quick Reference Guide

FoRGoT youR PASSwoRD?

For security reasons, Manuscript Central will not email you your current password . Instead, by entering 
your email address in the Password Help field and clicking 	Go, the system will send you an email 
containing instructions for resetting your password .

IMPoRTANT: Please retain your new password information . Manuscript Central will not send 
your password via email . Remember: your password is case-sensitive.

http://mcv3help.manuscriptcentral.com/portal/welcome.html
mailto:Kristen Marchetti@sagepub com
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Assigning Editors

 1 . Access your editor center . Find the Editor 
Lists: click on “Awaiting AE Assignment .”

 2 . Select the editor name from the dropdown 
menu and click Assign . The number in 
parentheses after an editor’s name indicates 
current assignments .

 NoTE: The number of current assign-
ments is displayed next to the editor’s 
name . To view assignment details, click 
“View Details .”

 3 . The manuscript moves to the assigned edi-
tor’s dashboard lists for action .

Selecting & Inviting Reviewers

 1 . Access your editor center . Find the Editor 
Lists and click on “Awaiting Reviewer 
Selection .”

 2 . The first Action tab is for selecting the 
reviewer . You can search for reviewers using 
one of several methods . Types of methods 
available are configured by the journal (i .e ., 
search by author’s preferred reviewers, relat-
ed papers, or first/last name) . In the search 
results, click 	 to view the details of a 
reviewer’s history analysis .

 3 . Once you have selected the reviewer, the 
Action tab changes to the Invitation task . 
Click 	 Invite and an editable invitation 
email will open . Make any changes or 
attach files as necessary, and then click

	Save and Send . The invitation will then 
be sent to the reviewer .

Viewing Completed Reviews 

 1 . Access your editor center . Find the Editor 
Lists and click on “Awaiting Editor 
Preliminary Decision .” Reviews will appear 

in this section when the required number 
of reviews has been returned .

 NoTE: Returned reviews can be viewed at 
any time by accessing the manuscript .

 2 . Click the view review link directly beneath 
the reviewer’s name you’d like to review . 
The manuscript information that is dis-
played on the page will be based on the 
journal’s configuration settings .

Making Manuscript Decisions

 1 . Access your editor center . Find the Editor 
Lists and click on “Awaiting EIC Decision .”

 2 . Use the Reviews section to view a summary 
and access the details of all submitted 
reviews (see “Viewing Completed Reviews” 
section above) .

 3 . Select the radio button for your decision . You 
may enter in comments here if you’d like, 
which will remain internal to the journal .

 4 . Click 	 Create Draft E-Mail to open the 
editable decision letter to the author . Make 
any changes to the letter as needed and 
click 	Send and Commit Decision . 

 NoTE: The decision does not commit 
until you click 	Commit Decision in the 
email .

 5 . Click 	Send and Commit Decision to save 
and commit your decision .

	For more detailed information on how to 
make other types of decisions (such as pre-
liminary or immediate) or recommendations, 
visit the following link to watch instructor-led 
tutorials: http://mcv3help .manuscriptcentral
 .com/portal/welcome .html .

ByPASS ThE PEER REVIEw PRoCESS

If your journal has chosen to make progress indicator of manuscripts an editable field, you can 
bypass the review process entirely by changing the number of required reviews in the Progress 
box from the default setting to 0 . The manuscript will then move to the next action task in the 
workflow—typically Make Decision, Make Preliminary Decision, or Make Recommendation task .

http://mcv3helpmanuscriptcentral.com/portal/welcome.html
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Exporting Accepted Manuscripts
to SAGE

1 . When a paper has been accepted, it will 
move to the “In Production” section in your 
editor center . Since you 
cannot take action on 
the accepted manu-
scripts from within the 
editor center; return to 
the main menu and 
enter the Production 
Center .

2 . Check the manuscript 
files in the Manuscript 
Files tab before you 
export them . It is impor-
tant that the necessary 
files are set to be 
exported from the sys-
tem . Anything you want 
to be sent to SAGE 
Production should be 
marked “Ready for 
Batch/Page Count” 
within the Manuscript 
Files tab . See “A Quick 
Checklist” for a list of 
things to remember 
during this step .

3 . Once you have checked 
the files and are sure the correct files are 
marked “Ready for Batch,” click the Complete 
Production Checklist tab at the top of the 
screen .

4 . On the next screen, you simply need to 
check the box(es) in the “Production 
Checklist” to declare you have checked 
that the files are OK for exporting . Click 	

	Checklist Complete  .

5 . You will then move to the “Assign
to Batch” screen to assign manuscripts to 
batches that will then be exported to SAGE 
Production via FTP . From the drop-down 
menu next to “Assign to a Batch,” select SAGE 

Production from the 
drop-down menu . Click 

	 Assign to export the 
batch .
6 . The page will auto-

matically refresh 
and say “Pending 
Export” for the 
batch . At this point, 
the batch will be 
exported within 24 
hours .

	 You will notice on 
the Production Center 
Dashboard that the 
manuscript will have 
moved to the bottom list 
titled “Assign to Batch—
Awaiting Export .” From 
here, the manuscript 
will be moved within 24 
hours, as mentioned 
above, via the SAGE 
FTP site as a zip file 
containing all the files 
you checked off during 

Step #2 . An email is generated from the 
system alerting the administrator and the 
SAGE Production Editor that the manu-
script files have been exported . The 
email template is preconfigured to 
include data such as: author contact 
details, abstract, keywords etc .

A QuICK ChECKlIST

Are you looking at the latest version of 
the paper?

Make sure you are looking at the lat-
est version of the paper, for example, 
SAGE-08-001 .R1 and not SAGE-08-
001 (the previous version) . The easi-
est way to tell is by the date of sub-
mission .

Is your journal a double blind?
If so, check to ensure that the author 
has uploaded a Title Page, and that 
this is marked “Ready for Batch/Page 
Count .” Contact the author if this is 
not present, and manually upload to 
the “Manuscript Files” tab .

Does your journal use the ELP?
If so, check to confirm receipt of the 
e-form .

The production export process is now complete!
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