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1. Introduction

The Researchers System User Guide of the Arab Center for Research and Policy Studies (ACRPS)
is a comprehensive guide for system users. It serves as a reference explaining how to use
the system, workflow procedures, and the interaction mechanism between researchers or

reviewers and the ACRPS departments.

The Researchers System is a dynamic platform developed to review submissions submitted
for publication across the ACRPS departments. The system aims to speed up communication
between users and departments, facilitate submission of research contributions, track

workflow and submission status, and receive feedback and required revisions.

This guide includes step-by-step descriptions with images to help users understand the system
workflow. It contains all necessary information for tracking research submissions, peer-review
reports, and exchanged notes in accordance with publication standards and ethics. It also

explains how to submit inquiries and complaints.

2. Accessing the Website

® Openyour web browser and go to:

https://researchers.dohainstitute.org/researchersen/pages/default.aspx

® The main page of the Researchers System will appear.

Arab Center for Research and Policy Studics - Researchers Application

it Arablya

and Policy Studies and the Doha Institute for Graduate Studies. First published in March
01-15&)/513"27.9 326X).

Rescarchers System is developed for receiving and reviewing submissions to the various units of the Arab Center for Research and Policy Studies. The system aims

to expedite the process between and the Arab Center’s departments, It the 4 for
tracks their progress, and enables the receipt of feedback and revisions.
@ Daha Institute for Graduate Studles # Palestine memory The Doha Historical Dictionary of
A project lunchd by the Arab Centar for Retastch and Policy. Arabic

waderc s AR Saudies in Janusry X123, to contribute 1o the history of
'mfd"‘o”oﬂwmmmmmmm Palesting 5nd daxument its rabionsl movement. It wvolces the A progect launched by the Arab Center for Research and Poscy
choots: the School of Sooa! Scences and Humantics and the  estanishment of 3 dignal database that peestrves the archives  Studes in May 2013 10 build s historical dictionary of the
Schoot of Economics. Adminatration, snd Public Policy. of Py political bodies, local Arabic language. It sms 10 document the transformations of

personal grovps. and family documents. Arabic language words since their earliest uses in inscriplions
404 ety tracing the changes that have occurred in ity
structures and meanings in textual contexts, whie following a
chronclogieal timetng cé this evolution.

Search in ACRPS site
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3. Registering a New User

® Click Register/Login in the top-right corner.

Arab Center for Research and Policy Studies - Researchers Application

REGISTER/LOGIN -~ MY ACCOUNT -~ USER GUIDE

® From the dropdown menu, click Register New Account.

REGISTER/LOGIN
Register New Account
Login

Change Password

ACRPS Staff Login

® The registration page will appear.

Arsb Center for Kesearch aad Palicy Stadies - Enearchens Applicasion
e e mcsinm e
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® Fillintherequired fields, then enter the Verification Code at the end of the page and click
Register Account.

.l acknowledge that the information provided above is
accurate

x

| would like to receive the ACRPS's
newsletter.

Verification Code*

3623585 3623585

» Register Account Cancel

® Amessage will appear confirming successful registration and asking you to activate your
account via email.

® Openyour email and click the activation link.

Email Verification

2) | €y Reply | ¢ ReplyAll | —> Forw
° Notifications (no-reply ® ) Reply ) Repty Al orward 1]
o ©

Dear

Your registration was successful. Please activate your emall address using the link below to access the Research Portal

Research Portal
You will only be able to access the system once you have activated your email address,

Thank you,
Arab Center for Research and Policy Studies

® A confirmation page will appear. Click Login to system, and the Login page will appear.

Home > Researchers > Login

Email

Password

Sign In Cance
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® Enteryour registered email and password, and click Sign In.

Password

» Sign In Cancel

® The dashboard will appear.

Arab Center for Research and Policy Studies - Researchers Application

REGISTER/LOGIN - MY ACCOUNT - USER GUIDE

Home > Researchers > landing

Welcome, lime left to logout: 89:14
Log Out

9 74 =

Edil profile Make a Submission Subrmission Status

Q

Reviewed Submissions

® The remaining time before the system logs out automatically will appear at the top of

the page.

Time left to Iogout:l 89:14 |
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4. Login

® Click Register in the top-right corner.

Arab Center for Research and Policy Studies - Researchers Application

REGISTER/LOGIN - MY ACCOUNT - USER GUIDE

® From the dropdown menu, click Login.

REGISTER/LOGIN

Register New Account

Change Password

ACRPS Staff Login

® The login page will appear.

I Home > Researchers > Login

Email l

Password l

Sign In Cancel

® Enteryour registered email and password, and click Sign In.

Password [ —

» Sign In Cancel
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5. Edit User Information

®* From the dashboard, click Edit Profile.

© / =

Edit profile Make a Submission Submission Status

Q

Reviewed Submissions

® The user information page appears.

Highest Eductioral Degree® v
Uriversity! College*
Mayar®

Vinor' Research Irteress’

Puranseld Pt [Crecea e | wo 1 chaser
Lorguages
Curticuilrn Vitae Bricd Lo
alne
-
/

Upasse Cancer
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® Update the required fields then enter the Verification Code at the end of the page and
click Update.

Verification Code 1168025 1168025

» Update Cancel

® Asuccess message appears.

Modification has been completed successfully...

To return to Main Tasks page please Click Here
® Choose Click Here to return to the dashboard.

Modification has been completed successfully...

To return to Main Tasks page plegse Click Here

6. Submit a Contribution

® (Click Make a Submission from the dashboard.

e / e

Edit profile Make a Submission Submission Status

Q

Reviewed Submissions
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® Fillinthe submission description fields.

Paper Category

Department* Please Select hd

Department name*

Paper Type*

Name of Co-author(s) (if applicable) ’ ‘

Upload Submission* | [Choose Files | No file chosen }

0 | approve and consent that | have read the Submission Guidelines and Ethical Guidelinesof the Arab Center for Research and Policy b
' Studies.

) This submission was specially prepared for the Arab Center for Research and Policy Studies, and has not been
— published in any other entity as a whole or in part, in Arabic or in any other language.
*

—— o
Verification Code » ‘ 6346135

Cancel

® Select the Department from the dropdown list.

Paper Category
I Department* I Please Select v]’
Pl Select
Department name* S
Journal
x
Paper Type Unit

Name of Co-author(s)| Conference or Symposium

® Then select the Department Name.

Paper Category

Department* Journal v

I Department name* I v

Paper Type* Siyasat Arabiya

Omran
Name of Co-author(s) Ostour

Upload Submission* |Tabayyun

Hikama

Istishraf .
_ | approve and conse hica
U Studies. Iranian Unit
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® Then select the Paper Type.

Paper Category

Department* Journal v

Department name*  |Siyasat Arabiya

I Paper Type* I v

Research —

Name of Co-author(s)
Translation

Upload Submission*

Book Review
Debate
| approve and conse| Depate Response Gt

Studies. o
Arab Opinicn Index

This submission was| Siyasat Arabiya Books nt

L published in any otherentity as a whole or in part, in Aral

® Complete remaining fields.

Paper Category
Department* | Journal v }
Department name*  |Siyasat Arabiya b
Paper Type* |Research v
Article title* |
Abstract
Y
Additional information
Keywords* l ‘

Additional information

Name of Co-author(s) (if applicable) | |

Upload Submission* I Choose Files | No file chosen ‘

| approve and consent that | have read the Submission Guidelines and Ethical Guidelinesof the Arab Center for Research and Policy
Studies.

. This submission was specially prepared for the Arab Center for Research and Policy Studies, and has not been

published in any other entity as a whole or in part. in Arabic or in any other language.
*

S .
Verification Code I:I 6346135
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® Awarning message appears if data conflicts with requirements.

Paper Category
Department* Journal v/
Department name*  [Siyasat Arabiya v
Paper Type* Research v ]
Article title* ’ The Implications of the W.
I Abstract I This paper addresses the impact of the war in 7 Wzrd-count s
Gaza on the global political economy. wores
Additional information
Additional information
Word-count should be 100-125 words
Keywords*

J

Additional information

® After completing the fields, enter verification code and click Send.

| approve and consent that | have read the Submis:
Studies.

This submission was specially prepared for the Aral

published in any other entity as a whole or in part,

*

e - *
Verification Code 6346135 63'4613‘5
» Send Cancel

® Submission success message appears.

Sent successfully...

To return to Main Tasks page please Click Here

10
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7. Track Submission Status

® (Click Submission Status from dashboard.

/

Edit profile Make a Submission Submission Status

Q

Reviewed Submissions

I

® Thetracking page appears.

Title Submission Type Current Status Messages Date v
Reports - Click Here 2026-04-06
Research In Progress Click Here 2025-07-21
Research Proposal - Click Here 2025-06-23
_ Research In Progress Click Here 2025-04-20
Title Submission Type Current Status Messages Date

® TheTitle column includes all submitted contributions to ACRPS departments.

Title Submission Type Current Status Messages Date

® The Submission Type column includes the material type submitted by the user.

Title I Submission Type I Current Status Messages Date

® The Current Status column includes submission updates.

Title Submission Type I Current Status I Messages Date

® The Date column includes the date on which the contribution was submitted.

Title Submission Type Current Status Messages

il
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® The Messages columnincludes correspondence with department regarding a submission.

® To view correspondence regarding a specific submission, choose Click Here next to the

Title Submission Type Current Status

submission.

Messages Date
s Click Here 2026-04-06
Click Here 2025-07-21
Click Here 2025-06-23
Click Here 2025-04-20
® The messages page will appear.

Date v  Subject Sender Sent To Contents Read
2025-07-23 52517 @l - Sl el 55l L Click Here
2025-07-21 b2z dlw) - Elall il 3Spall . . . o Click Here
2025-07-21 5ag37 @l - Elall) 2l 355all ) — ' Click Here

Date Subject Sender Sent To Contents Read

® Choose Click Here to read full message.

RN |

Read

» Click Here

Click Here

Click Here

Read

12
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® The Message Content and any Attachments will appear.

Message
Message Subject 8327 Alw) - Sl (=l 550l

Message Content

Attachments »

® Toreply, type your response in the Response box and attaching files, then click Send.

Response

Message

Attachments » | Choose File | No file chosen

» Send Cancel

13
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® Submission success message appears.

8. Review Tasks (For Reviewers)

Sent successfully...

To return to Main Tasks page please Click Here

| Version1.0 |

11/05/2023

® |fthe useris a reviewer and needs to access the submission to review it, click Reviewed

Submissions from dashboard.

Edit profile

Q

Reviewed Submissions

® Review page appears.

Make a Submission

Submission Status

Main Subject Paper Assignment Date v  Decision on Submission Messages
31-05-2023 Click Here
25-01-2023
24-05-2023 Click Here
24 01 2023 Jsasill sy oSy sailly Gpumyill Click Hen
24-01-2022 Joanill any Slg illy Agngill
23-07-2025
22-10-2024 Juasill 1=y (Slo piailly duo4ill
22-10-2024 Juawill a2y oSl il dpogill
22-10-2024 Juasill 1=y (Slg il duosill Click Here
11-U3-2024 15 ol by ggd sl Aosdll Ulick Here
09-11-2025 Click Here

| Mk sbject Papey Ngiment Date Dexiston o Silsmtision st 22

14
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® The Main Subject columns includes the assigned submissions to the reviewer.

I Main Subject I Paper Assignment Date v  Decision on Submission Messages

® The Paper Assignment Date column includes the date the submission was assigned to the

reviewer.

Main Subject I Paper Assignment Date I v  Decision on Submission Messages

® The Decision on Submission column includes the reviewer's decision.

Main Subject Paper Assignment Date l Decision on Submission I Messages

® The Messages columnincludes all correspondence between the reviewer and the department.

Main Subject Paper Assignment Date v  Decision on Submission I Messages I

® Tobegin reviewing a submission, click its Main Subject.

Main Subject Paper Assignment Date

—» 31-05-2023

® Review form appears. Fill evaluation fields.

Paper Category
Paper Title

Paper Summary

Paper Keywords
Paper File

Form for reading (arbitration) a research paper

© Download the form file (arbitration) @ Writing a form for arbitration

First: The paper’s title and subtitles express the goal that the paper seeks:*

Second: The reasonableness of its classification at the level of basic and sub-paragraphs:*

Third: The paper provides a synthetic conclusion with the research results:*

15
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® Choose final decision at the end of the form.

Eighth: The arbitrator chooses one of the following options:*

() Recommending publication without condition or restriction

* ® Recommending publication, but after editing it to take into account the formal and substantive comments made by the reader
() Recommendation not to publish

® Click Save (if the form was not completed in the session).

Eighth: The arbitrator chooses one of the following options:*

() Recommending publication without condition or restriction

(® Recommending publication, but after editing it to take into account the for

() Recommendation not to publish

* Save Send Cancel

® Click Send when the form is ready for submission.

Eighth: The arbitrator chooses one of the following options:*

() Recommending publication without condition or restriction

(® Recommending publication, but after editing it to take into account the for

() Recommendation not to publish

Sava # Send Cancel

® To view correspondence regarding a specific submission, choose Click Here next to the
submission.

ion Messages

N
r_‘<
1
1
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N
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® The messages page will appear.

dearcrn

Date v  Subject Sender Sent To Contents Read
2025-07-23 52537 @l - Elall) 2l 355all ) L. Click Here
2025-07-21 g3 @l - Sloll) el 3S5all ) L. o Click Here
2025-07-21 2527 @l - Sl el 55l . — ' Click Here

Date Subject Sender Sent To Contents Read

® Choose Click Here to read full message.

Read

» Click Here

Click Here

Click Here

Read

® The Message Content and any Attachments will appear.

Message
Message Subject 03z @l - Sl (sl 555all

Message Content

Attachments »

17
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® Toreply, type your response in the Response box and attaching files, then click Send.

Response

Message

Attachments » | Choose File | No file chosen

» Send Cancel

® Submission success message appears.

Sent successfully...

To return to Main Tasks page please Click Here

9. Technical Support

® |If you face any issue, click IT Support at bottom-right of dashboard to contact the

support team.

Search in ACRPS site

For IT assistance, contact

T Support

18
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10. Change Password

® Click Register/Login in the top-right corner.

Arab Center for Research and Policy Studies - Researchers Application

REGISTER/LOGIN - MY ACCOUNT -~ USER GUIDE

® From the dropdown menu, click Change Password.

REGISTER/LOGIN

Register New Account
Login
Change Password I

ACRPS Staff Login

® Enter email address.

Email*

Change Password Cancal

® Click Change Password.

Email* E

==l | Change Password [

19
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® Email with reset link will arrive. Click Password Reset Link.

Password Reset Request

° Notifications (no-reply) © | € Reply | € ReplyAl > Forward &
) Sun 10/5/2025 4:21 PM

(i) FoRow up. Completed on Sunday, October 5, 2025

Dear

We received a request to reset your password, If you initiated this request please click the link below to reset your password:

Password Reset Link «

For your security, the link will expire in 3 minutes. If you did not request a password reset, please ignore this email or contact our support team for assistance.
If you have any questions, feel free to reach out to us.
Thank you,

Arab Center for Research and Policy Studies

® You will be directed to the password reset page. Set a new password and click

Change Password.

=y (Change Password

® Success message appears.

11. Logout

® Click Logout from dashboard to exit the system.

Welcome,

=l | 0g Out

20
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