
Author Guide: Submitting Your Report 
 

 

Please review the Author Services page 
(https://originreview.org/author-services/) before proceeding. 

 

1. Login as an AUTHOR to the PCORI PeerTrack system at 
https://www.editorialmanager.com/pcori/  

 
 

2. From the Author Main Menu, click “My New Invitations.” 

 
3. The title of your report will already be entered; please ensure it matches the title in 

your report text.   

https://originreview.org/author-services/
https://www.editorialmanager.com/pcori/


 
Mouse over “Action Links” and click “Agree to Submit.” 
 

 

 

 

4. Your page will refresh and you will see the message below. Click the link to go to 
your “My Accepted Invitations” folder. 

 

 

5. Mouse over “Action Links” again and click “Submit Invited Manuscript.” 
 

 
 



 
 
 

6. Upload your DFRR file and click “Proceed.” 
 

 

 

 
 



7. On the next page you will be able to upload the remainder of the required files and 
any optional files.  
Reminders:  
• Appendices should be uploaded as a separate file(s) and a list of appendices must be included 

on the last page of the main report file.  
•  Upload final Study Protocol or PCORI-approved Research Plan and Statistical Analysis Plan (if 

applicable)   
• Upload required ancillary files:  
• Methodology and Standards Checklist  
• Return of Aggregate Research Results  
• COI Disclosure Form  
 

 
8. The files uploaded will appear at the bottom of the page. 

 
 

9. When done uploading all your files, click “Proceed.” 
 



10. Click “Add Classifications.” A new window will pop up. 

 
 

11. Click the + sign to expand the lists. Select your classifications on the left and click 
“Add.” 

 
 
 
 



12. If needed, you may remove any classification terms before clicking “Submit.” 

 
 

13. When done, click “Proceed.” 

 



14. On the next page you may suggest reviewers. This is not required. 

 

 



15. Complete the questionnaire and click “Proceed” at the bottom right of the screen. If 
you respond yes to the Prior Publications question, further instructions will 
immediately appear to guide you through the next steps. 
 

 
 
 
 



16. PeerTrack may detect a different title. If so, select the correct title.  

 
 

17. Next you will enter your Abstract, Keywords, and any Co-Authors. Click the + sign to 
expand these sections. Ensure your abstract matches that in the main report and is 
no more than 250 characters. Peer Track will not allow you to move forward if the 
abstract exceeds the character limit. 

 



18. Click “Next” to go to the next required entry. 

 
 
 

19. Click “Save & Submit Later” OR “Build PDF for Approval.” 
 

 
20. The next page will show you the status of the PDF build. When the PDF is ready, the 

page will refresh and the “Current Status” column in the far right will display “Needs 
Approval.” 

 



21. Mouse over the “Action Links” on the lefthand side and click “View Submission.” 
After you’ve confirmed your PDF is acceptable, click “Approve Submission.” 

 

 
22. A confirmation popup will appear. Click “OK.” 

 
 

23. The page will load confirming your submission was successful. 

 
 



24. On your Author Main Menu you will now see your report in “Submissions Being 
Processed.” 
 

 
 
 

25. You will also receive an email notifying you that your submission has been received. 

 

 

 

 

If you have questions or are unsure how to 
proceed, please contact Author Services at 

originreview@kwglobal.com  
 

mailto:originreview@kwglobal.com

