Check a new submission and start review

Starting the review of incoming manuscripts
When a new submission is received, the journal administrator checks a manuscript before inviting or
assigning the next person in the review process.

Let's see how this happens...

Editorial office/Administrator.
Select the editorial office role and see how to the process begins by accessing new submissions from
the dashboard.
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To-do's
On the dashboard, new submissions can be found in the "To do" section.

Click the text to access the expanded list of new submissions.
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Select a manuscript
Click, 'View details' to open and view any manuscript submission.
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'Details' tab

The "Details" tab includes all of the manuscript details and files, as well as notes, correspondence
hisgtory, timelines, etc.
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The collated PDF review document
The manuscript files are collated into an easy to view PDF which can be accessed here.

The administrator might check that the authors' identities are not visible in the PDF if the journal uses
double-blind review.
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Files

The actual files submitted that comprise the PDF are listed here.
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The PDF the reviewer will see

Files can be excluded from the PDF seen by the reviewers by clicking '[hide from reviewers]' in the
'Visibility' column.
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Take action

The 'Take action' box at the bottom of the 'Details' tab allows the journal administrator to 'Start the
review,'

"Delete’, 'Withdraw,' 'Suspend' or export a collated zip file.
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Suspend

If the submission needs correction by the author, the administrator can '‘Suspend.'

The suspend email template will then open addressed to the author, and the administrator can amend
the text to suit the circumstances.

The manuscript can later be resent by the author.
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'Start review'

However, if everything is in order after checking the submission, the administrator can click, 'Start
review'
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'Review’
Clicking, 'Start review' opens the 'Review' tab and the next person in the peer review process can be
invited or assigned.

In this example, that person will be the Editor-in-Chief.
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Selecting editor

If the journal has just one EiC, he/she is automatically added to the review team.

If there is more than one, the relevant editor can be selected from a drop-down.
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Drop-down

All with an Editor-in-Chief role will appear in the drop-down menu along with the number of
manuscripts each has currently in review.

Simply click to assign.
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The choice is made

The Editor-in-Chief has now been selected and alerted via email.
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'Search for a reviewer'
Some journals are administered by the EiC and would go directly to selecting reviewers at this stage.

In this case, the 'Search for a reviewer' button would be clicked here, to start the process of searching
for and selecting appropriate reviewers.

Date: 2018-10-31 16:13:43 Submit No.:1 Note: This is a note on an article By: Barren, Sid ——

Email assigned alert sent to Carla Ida Roberts (cir@as.uni.ff.xx)

Editorial Staff
Administrator: Jane Simmons Editor-in-Chief: Carla Ida Roberts
Assigned: 2019-01-03
Re-assign +
Re-assign +

& search for a reviewer m

°
c
]

£
o

°
1
Ly

4

Marked up documents for authors
Add a marked-up review document for the authors +
Reviewer invitation strategy

Automatic review cancel is on
Automatic invitation is on



