[Contact] Hyperlink Emails for Overdues, etc

[Contact] Editors and Authors
It is the journal administrator's job to monitor tasks in the peer review process and contact editors or
authors if tasks are overdue.

In this guide we will use the [contact] hyperlink to contact an editor, then an author. In both cases,
using the hyperlink will store the email in the manuscript correspondence history.
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Overdue

Overdues are displayed on the left side of the administrator's dashboard.
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Sub-Editor selects Reviewers
Clicking any group of overdues will open an explanded list.
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'View Details'

On the expanded list, clicking 'View Details' will open the manuscript.

YOUR JOURNAL

Jane Simmons as Administrator [ CHANGE ROLE )

CONFIGURE SEARCH DASHBOARD PROFILE

Sub-Editor selects Reviewers - 8 manuscripts

DEMO-2016.4 - (4)
Knee pain in a child: an uncommon case of Osgood-
Schiatter disease

Type: Letter 1o the Editor

Michael Kelly (Author), Zac Jones (Co-author)
Submitted: 2018-12-08
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Type: Review Article
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'‘Review'
Now in the manuscript tabs, clicking the 'Review' tab will allow allow the administrator to see which task
is overdue.
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Manuscript information Status

ID: DEMO-2016-4 - (4) Sub-Editor selecting reviewers

Date submitted: 2018-12-08
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Title: Knee pain in a child: an uncommon case of Osgood-Schlatter disease Time in review: 543 days

Type: Letter to the Editor
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Keywords: Cartilage, Knee, Knee pain, children, Osgood-Schiatter, Lower Limb, Patella

PDF review document

Authors

All Authors: Michael Kelly (Author), Zac Jones (Co-author)
Corresponding address: Odonata Research Lab, Applied Waterways, xx, Copenhagen, Denmark
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‘Editorial Staff’

The 'Editorial Staff' associated with each manuscript is indicated about half way down the page.
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'Number of reviews required...'
The number of reviews required for this manuscript can be seen just below.

(This number can be set by members of the editorial staff)
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1 Reviewer on the list
At present, only one reviewer has been invited. This is the delay as a minimum of two are required.
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Sub-Editor

For this journal, the Sub-Editor selects and invites reviewers, thus he needs to be contacted..

Authors
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[contact]
Just under the editor name, the [contact] hyperlink can be seen.

Clicking this will open an email template.
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Template open
Clicking [contact] opens the email template so the message can be edited and sent.
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EMAIL

Manuscript: DEMO-2016-4 - (4) - Knee pain in a child: an uncommoen case of Osgood-Schiatter disease
Authors: Michael Kelly (Author), Zac Jones (Co-author)
Date submitted: 2018-12-08



Edits

Undesired bits of text can be removed, or rewritten.
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Titse:
Hyperiink Contact
Message:

Manuscript: DEMO-2016-4 - (4) - Knee pain in a child: an uncommon case of Osgood-Schiatter disease
Date submitted: 2018-12-08

Dear oo
We kindly ask a recommendation on the above Manuscript.
h“‘] i 1o login and i for the above y you are to change the number of

reviews requireclin the box at the (Do left of the reviewers list if nO further reviewers are needed.

| Your review of the above manuscript is now considerably overdue. We Kindly 8sk you 10 retiem your evakuation within the next few days.
¥ you Cannot return your review, please Inform us as SCON as POssdIe as we will have 10 find an alternative solution for the above
manuscript.

Croose Fie BB



Save and send
And once the text is as it needs to be, 'Save and send'!

Title:
Hyperink Contact

Message
Date submitted: 2018-12-08

Dear Prof. Barrett,

We kindly ask you t0 log in and invite for the above ipt. Alternatively you are welcome to change the number of
reviews required in the box at the 10p left of the reviewers list If N0 further reviewers are needed

Jane Simmons s
p@goodiournal.com 4
YOUR JOURNAL -

'Correspondence’

Any mail sent via the [contact] hyperlinks will be registered in the 'Correspondence' history of the
manuscript on the 'Details' tab.

[contact] Author
The [contact] hyperlink can also be used to contact submitting authors.

Perhaps an author is overdue on a resubmission?



Awaiting resubmission
Click 'Awaiting resubmission' on the bottom, left of the dashboard...
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'View Details'
...then click 'View details'
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Click '+'

On the 'Details' tab, click the '+' to expand the list of authors.
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Authors
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Author list
This opens the list of authors for this manuscript.
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[contact]
The [contact] hyperlink for the submitting author is located just under the name.
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Time in review: days
Type: Original Article ’
Keywords: Heart. ung. puimonary, Organs ’,

Authors

AS Authors: Soptve Edwards (Author). Do Bergsen (Co-auton
Comesponding acddress: University department, University Hospital, Cantel Street, Melbourne, 155 438, Azerbalen

Owder  Name Amaston Tiwe Update  Memaove

| o  Exmguar®ares vy Co-mtror CI M
- Corrars
+ 00
Flags »

Email template
The email template then opens and allows for edits.



'Save and send'
Make the necessary edits, then save and send.

S W ds@pr0 Caz

ecc:

Hyperfink Contact

Message:
Manuscript: DEMO-2016-13 - (13) - Rare presentation of tuberculosis

Authors: Sophie Edwards (Author), Biorn Blergsen (Co-author)
Date submitted: 2016-11-01

Dear Ms. Edwards,

We kindly ask you to resubmit, 'DEMO-2016-13 - (13) - Rare presentation of tuberculosis’ at your eariest convenience as the
resubmission due date has aveady passed

-



'Details'
Now back on the 'Details' tab of that same manuscript...
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'Correspondence’
Under, 'Correspondence’...

Other submission information
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'Hyperlink'

The list of correspondence will display the hyperlink contact mail to the author.
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Envelope icon
It can be viewed by clicking the envelope icon
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Email
after viewing the email...
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Email

Datetime sent: 2020-06-04 13:14:92

Fromc Jane xux)
Tor 5. edwards@spro caz

cc

BCcC:

Attactment:

Titke: Hyporink Contact

Text: Manuseript: DEMO-2016-13 - (13) - Rare presontation of Suberculonis
Authors: Sophie Edwards (Author), Borm Bjergsen (Co-author)
Date submitted: 2016-11-01

Dear Ms. Edwaros,

Wo kindly ask you 10 resuberit, 'DEMO-2016-13 - (13) - Rare presentation of " at your oarkest
has akeady passed.

Best regards,
Jane Smmons

s@goodiournal com
YOUR JOURNAL




Arrow
Click the arrow to return to the 'Details' page.
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Dear Ms. Edwaros,
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