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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

•	 Open your web browser and go to:

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

•	 The main page of the Researchers System will appear.

https://researchers.dohainstitute.org/researchersen/pages/default.aspx
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3. Registering a New User

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

•	 From the dropdown menu, click Register New Account. 

•	 The registration page will appear. 
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•	 Fill in the required fields, then enter the Verification Code at the end of the page and click 
Register Account.

•	 A message will appear confirming successful registration and asking you to activate your 
account via email. 

•	 Open your email and click the activation link.

•	 A confirmation page will appear. Click Login to system, and the Login page will appear.
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•	 Enter your registered email and password, and click Sign In.

•	 The dashboard will appear. 

•	 The remaining time before the system logs out automatically will appear at the top of  
the page.
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4. Login

•	 Click Register in the top-right corner. 

•	 From the dropdown menu, click Login.

•	 The login page will appear. 

•	 Enter your registered email and password, and click Sign In.
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5. Edit User Information

•	 From the dashboard, click Edit Profile.

•	 The user information page appears. 
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•	 Update the required fields then enter the Verification Code at the end of the page and 
click Update.

•	 A success message appears.

•	 Choose Click Here to return to the dashboard.

6. Submit a Contribution

•	 Click Make a Submission from the dashboard.



 Arab Center for Research and Policy Studies | Version 1.0 | 11/05/2023

8

•	 Fill in the submission description fields. 

•	 Select the Department from the dropdown list.

•	 Then select the Department Name.
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•	 Then select the Paper Type.

•	 Complete remaining fields.
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•	 A warning message appears if data conflicts with requirements.

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

•	 Submission success message appears. 
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7. Track Submission Status

•	 Click Submission Status from dashboard.

•	 The tracking page appears.

•	 The Title column includes all submitted contributions to ACRPS departments.

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

•	 The Current Status column includes submission updates.

•	 The Date column includes the date on which the contribution was submitted.
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•	 The Messages column includes correspondence with department regarding a submission.

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

•	 The messages page will appear.

•	 Choose Click Here to read full message.
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•	 The Message Content and any Attachments will appear.

•	 To reply, type your response in the Response box and attaching files, then click Send.
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•	 Submission success message appears. 

8. Review Tasks (For Reviewers)

•	 If the user is a reviewer and needs to access the submission to review it, click Reviewed 
Submissions from dashboard.

•	 Review page appears.
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•	 The Main Subject columns includes the assigned submissions to the reviewer.

•	 The Paper Assignment Date column includes the date the submission was assigned to the 
reviewer.

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

•	 The Messages column includes all correspondence between the reviewer and the department.

•	 To begin reviewing a submission, click its Main Subject.

•	 Review form appears. Fill evaluation fields.
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•	 Choose final decision at the end of the form.

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

•	 Click Send when the form is ready for submission.

•	 To view correspondence regarding a specific submission, choose Click Here next to the 
submission.
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•	 The messages page will appear.

•	 Choose Click Here to read full message.

•	 The Message Content and any Attachments will appear.
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•	 To reply, type your response in the Response box and attaching files, then click Send.

•	 Submission success message appears. 

9. Technical Support

•	 If you face any issue, click IT Support at bottom-right of dashboard to contact the  
support team.
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10. Change Password

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

•	 From the dropdown menu, click Change Password.

•	 Enter email address.

•	 Click Change Password.



 Arab Center for Research and Policy Studies | Version 1.0 | 11/05/2023

20

•	 Email with reset link will arrive. Click Password Reset Link.

•	 You will be directed to the password reset page. Set a new password and click  
Change Password.

•	 Success message appears.

11. Logout

•	 Click Logout from dashboard to exit the system.
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