REF 2029: Guidance and information
Contribution to Knowledge and Understanding
Assigning Reviewers to outputs 

Assigning reviewers in Pure
Assigning reviewers is only available in Pure, there is no web form or automatic upload function. However, if you find it difficult to navigate Pure, please contact researchreporting@abdn.ac.uk to discuss the options available. 
The process of assigning reviewers currently relates to internal reviewers only, please discuss any requirements for recording external reviews with the central REF team. 
In previous guidance we asked REF leads to select a review template, as part of the move to a rolling process this is no longer a requirement and, to minimise workload burden, assigning templates will be the responsibility of the central REF team.

Finding a nominated review
Check the REF 2029 reviews tab in Pure.  
Review requests that have been nominated in Pure, or through the web form, will be available in the Reviews tab and you should receive a notification in Pure each time a review is requested. Output nominations created via the web form may experience a short delay in being added to Pure, the delay should be no longer than 1 working day.

Outputs often have multiple authors from different disciplines, this means that an output nominated by an author in Engineering, which has co-authors in Chemistry, Medicine or Business may go to one of the other queues depending on where the managing organisation is set. 
If you are expecting a particular review request and it is not in your review queue, please email researchreporting@abdn.ac.uk 

To reduce the number of records visible on the screen, you can filter by a review’s status or by an individual author.
The filter is a small funnel icon with a + symbol under the search bar at the top of the screen.
[image: An image showing the filter options in Pure] [image: A second image showing the filter options in Pure]

Open the review record
From the Reviews area click on the Title of the requested review. 
Clicking on related content will take you to the publication record rather than the review record.
[image: An image showing headings from the review section]

Assign the reviewers
The review record will open on the Metadata Tab, this is the only tab that you will need at this stage
[image: An image showing the visible tabs in the review editor screen]

The metadata tab contains information on 
· Identification; Title, description, and review type
· Managing Organisation; the lead discipline connected to the Publication. 
· Related content; the title and type of the publication 
· Related Persons, where reviewers are added
· Due dates and reminders.

The title of the review is drawn from the title of the output and can be manually updated to include a subtitle or other information as required. 

The review request message from the nominating author, where given, is available in the identification section and should give an indication of the reason for proposing and an anticipated score.

Under Related Persons click on + Add reviewer
[image: An image showing the select reviewer section in Pure]
Type in the name of the internal person at Aberdeen who will be reviewing the output and click on the person from the options that appear.  
Where an individual’s name is relatively common, please check the username or email address to make sure that you are sending the review request to the correct individual. 
[image: An image showing the search function to find reviewers]

Repeat the add reviewer step to add all the required internal reviewers
[image: A repeated image showing the reviewer selection step "+Add reviewer"]


Add deadlines and reminders
Next add the review deadline and any reminders for the reviewer 

Type the date into the Due date box e.g.  31/09/2025 
[image: An image showing the due date and reminder options in Pure]

If you want to include a reminder, click on add reminder then select the appropriate option e.g. 2 weeks, 7 days, etc. 
[image: An image showing the options available on reminders Pure]

Save the record and send a notification to reviewers
Once the template has been selected, the reviewers added, and the review deadline set click on either save, or send to reviewers whichever one is visible to you. 
[image: An image showing the save button and send to reviewers button]

A notification inside Pure will then be available to the selected Internal reviewers. 

The information added to Pure will be uploaded to the web form so that reviewers can access their reviews in Pure or through the web form.
Uploads happen regularly but are manual; there will be a delay of approximately one working day between allocating the reviews and outputs being available to reviewers in the web form.
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