Editor makes a decision or recommendation

Making a decision on a manuscript
In this guide, we will show you how an editor makes a recommendation or a decision on a manuscript.
In the case of the decision, the process of sending the decision email to the contact author is also

shown.

Editor-in-Chief role
We will be acting as the Editor-in-Chief here, making a final decision. The process is virtually the same
for sub-editors making recommendations and some journals have other sub-editors making final

decisions.
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'Ready for decision'

Manuscripts ready for recommendations or decisions are found in the editor's dashboard 'to do’ list.

Clicking the text opens the expanded list of manuscripts 'Ready for decision'
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'View review'
On the expanded list, the editor can select the desired manuscript and click, 'View review.'
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Review tab

This opens the Review tab where the editor can view the PDF, other submission details and the
reviews.



Manuscript review document
The PDF review document is easily accessed here.
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See review
Individual reviews are accessed below from the review list.

Reviewers
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Number of reviews required
...and the editor can check the number of reviews required has been met, or even adjust this number to
continue the review process.
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Decision tab

However, when the editor is ready to make a decision or a recommendation, this is done from the

'‘Decision' tab. Simply click to open.
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Need a hand?

From the Decision tab, the editor can review all vital information then add his or her own evaluation. If

afinal decision is made by an EiC, the decision email can then be sent to the contact author. If a

recommendation is being made, then this will be sent to the EiC.



PDF
The PDF is accessible from the Decision tab right here.
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Sub-editor report
If an EiC is making a decision, the Sub-editor's report appears here.

Simply click the '+' to open the report and the recommendation is displayed.
Authors

All Authors: Sid Barrett (Author), Zac Jones (Co-author)

-
Corresponding address: Orthepaedic Centre, New Delhi University, Empire Street, New Delhi, IN 4444, India
Flags M Add a flag
Notes B Add a note
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Comments to authors

The paper is appropriate to the journal and provides further (though not full) answers around the use of screws for acetabular components
in THR. The data is reassuring for those who use solid backed cups....
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Reviewer reports
Just below the Sub-editor report are the reviewer reports. Simply click the '+' to open.
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Comments to authors
The Editor can then add his or her own comments to authors...

Reports
Arthur Amory - see Sub-Editor review/recommendation

See Reviewer Reports

Comments to authors

The paper is appropriate to the journal and provides further (though not full) answers around the use of screws for acetabular components
in THR. The data is reassuring for those who use solid backed cups....
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Comments to review board
...and confidential comments to the review board

The paper is appropriate to the journal and provides further (though not full) answers around the use of screws for acetabular components
in THR. The data is reassuring for those who use solid backed cups....
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Overall rating
Before rating the manuscript...
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Select Decision
And selecting a final decision/recommendation

Confidential comments to review board

none

Overall rating

Good v

Select Decision
Note: new order in list befow

°
o
£
o
©
@
@

Reject manuscript (before review)
Reject (after review)
- Reject (but suggest transfer to another journal)
Revise manuscript (major revisions)
Revise manuscript (minor revisions)

Accept manuscript

Save and continue >>

Help for this page

Help topic 1: Making a decision or recommendation -



'Revise..."
The desired decision or recommendation is selected by clicking the relevant radio button.

In this example 'Revise (major revision)' is chosen.
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Editor's email template

If a decision is made, then the editor's standard template opens with author email and other manuscript
metadate automatically plugged in.

The reviewer (and sub-editor reports) and any links to marked up documents are appended to the
decision email.

The text can be edited and personalised before sending.



'Save and send'
When necessary edits have been made, the email can be dispatched.

Manuscript: DEMO-2016-2 - (2) - A surgical technique for traumatic tendon dislocation
Authors: Sid Barrett (Author), Zac Jones (Co-author)

Date submitted: 2018-11-27

Dear Dr Smith

Thank you very much for submitting the above manuscript to YOUR JOURNAL.

Your manuscript has now been evaluated by external reviewers and members of the editorial board. While we certainly find merit in
your paper, a number of points of criticism were raised and we therefore regret to inform you that your manuscript is not acceptable for
publication in its present form. If you feel that you can adequately address the criticisms outlined in the reviewer reports below, we

would be willing to reconsider a thoroughly revised version of your manuscript.

If you decide to resubmit your manuscript, please provide point-by-point answers to the reviewer criticisms in the text field provided

during the online resubmission process and highlight any revisions made in your manuscript document,
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Email sent successfully to...
A green banner appears confirming the email has been sent the recipients and thank you emails
forwarded to those reviewers who completed the review.
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Email sent to: |.smith@org.zk
BCC: cir@as.uni.ff.xx,aa@hsah.org.ilx,js@goodjournal.com

Thank you for review sent to Sophie Edwards at s.edwards@spro.caz
Thank you for review sent to Jonas Hansen at jonas.hansen@Ipu.dkz




Moving on
The editor can now select another manuscript by going back to the dashboard or by clicking the arrows
at the top of the page.

The manuscript just dealt with will no longer be on the editor's 'To Do’ list.
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