Adding and inviting your team

Adding your team

In order to get your journal started, you will need to add the basic editorial team and invite the team to
the system.

Let's see how we do this!

Select 'Admin'
The administrator can configure the staff section of your journal.

To add your editorial team/ staff, choose this role.
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Click CONFIGURE

Here at the administrator's dashboard, click 'CONFIGURE' to access the 'Staff' page.
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Then, 'Staff'

Now, in the 'Configure' section, click the 'Staff' tab.
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'Staff’

This is the page where all editorial staff is listed, added or edited for your journal.

Each section displays the staff according to role.

The role title which best suits the needs of your journal can be selected from the drop-down menu.

Need a hand?



Principal administrator
Administrators are displayed at the top of the page.

If a journal has more than one administrator, the principal administrator can be indicated via button
selection.
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Editorial staff

Editorial staff have roles that give access to various features of the program. There should always be at least one administrator/manager selected.
See the help text at the bottom of the page to read more about the various roles and how manuscript workflow is affected.
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Add a team member
Each staff section has an 'Add' button.

When adding staff (no matter which 'role'), an easy-fill form pops up, prompting you to add the

essential profile information.

Let's see what that looks like...
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On this form, the essential profile details such as name, title, email and country are added...
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...and saved

First name*

Sara

Middle name(s)

Last name*

Middleton

Email*

SM@xx.cc.w

Country*

Need a hand?

Note: All users are requested to complete their profile and affiliation details when first contacted.
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Confirmation
The system then provides a confirmation message.

In this case, "Sara Middleton," a new administrator, has been added to the database
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Administrators are users that process and monitor manuscript progress.

Sara Middleton is added to the database.
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Click 'Staff"

Click to return to the 'Staff' page to:

- verify that the new administrator is now listed

or

- add another member of the editorial staff team.
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Administrators are users that process and monitor manuscript progress.

Sara Middleton is added to the database.
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Adding more info
Once the person is listed to the 'Staff' page, more optional details can be added via 'Edit profile'

YOUR JOURNAL

Jane Simmons as Administrator [ CHANGE ROLE CONFIGURE SEARCH DASHBOARD PROFILE [SIGN OUT ]

CONFIGURE

I E ML

— On

Editorial staff

Editorial staff have roles that give access to various features of the program. There should always be at least one administrator/manager selected.
See the help text at the bottom of the page to read more about the various roles and how manuscript workflow is affected.

Principal administrator

Choose the principal administrator/editorial office contact (the person who is most involved in processing submissions).
Danny Gardner

* Sid Barrent
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Edit profile

Clicking, 'Edit profile,' opens the form where optional profile details such as: Orcid ID, institutional

affiliation and alternative email can be added.
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Update

Update will save and return you to the 'Staff' page.
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Continue to add
Back at the 'Staff' page, another member of the team can be added by clicking the appropriate 'Add'
button.



Add Editor-in-Chief

Let's click to add an Editor-in-Chief
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Easy-fill

The easy-fill form opens allowing essential profile details to be added...



And saved...
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Return to 'Staff"

Back at the 'Staff' page, the process continues:

If necessary, more details can be added to the new Editor-in-Chief profile...



...via 'Edit profile’
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More team members can be added
via the 'Add..." button in the appropriate role section.



Removing a listing
Alternatively, a staff profile listing can be removed from the 'Staff' page.

A profile that is removed from the staff page will still remain in the journal's database.
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Ready to invite?
If a staff profile has just been added, but the user has not yet been invited to the system, the 'set/reset
password' can be used for this purpose.

Let's invite Sara Middleton as an example.



'Edit profile’

To do this, first click to 'Edit profile'
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'Password’
When the profile opens, click the '‘Password' tab.

YOUR JOURNAL

Jane Simmons as Administrator [ CHANGE ROLE ] CONFIGURE SEARCH DASHBOARD PROFILE [SIGNOUT ]

PROFILE: SARA MIDDLETON [Proxy]

d oo B

Name and email
Title*

Ms v

3
c
[
o
o
@

First name*

Sara

Middle name(s)

Last name*

Middleton
Email*
SM@xx.cc.w

Alternative email



'Reset/ send password'
In the 'Password' tab, click to 'reset/ send password'

The staff member will then be sent an email inviting he/she to establish a password for their new
profile.
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Congratulations!
You have now completed the 'Add Your Team' guide.

Now take a look at how to adjust permissions of those on your team in the next guide: 'Adjust
Permissions'



