How to Proxy

Proxying
Journal administrators have the option to perform a task on behalf of any other user via the 'Proxy"
function.

This guide will show how an administrator proxies to complete a task on behalf of the Editor in Chief.

Administrator
First, the administrator logs in and chooses the administrative role
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This brings the administrator to the 'Dashboard’ with access to the 'Search' function.



Search
The administrator clicks 'Search' to search for the profile of the person for whom you wish to proxy.
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Configure

(as an alternative, administrators can also access staff member profiles via Configure >Staff)
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Search
Now 'Search' opens. This is where a manuscript; a flagged group of manuscripts; or a user (person)
profile can be searched for in the system.



Person
The administrator chooses to search for a 'Person' (user profile) by clicking the icon.
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Criteria
The administrator selects the relevant search criteria and types the necessary info.
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Results
Search results are then generated.



Edit Profile

The administrator clicks 'Edit Profile' to access the profile and the 'proxy' function.
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Now the administrator is in the profile...



(Proxy)

The administrator can click, 'Proxy,' to begin performing actions on behalf of this user.
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The administrator will then be shown the roles available to this user.
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Editor-in-Chief
In this case, the administrator would click EiC to assign a sub-editor on behalf of EiC, Carla Ida
Roberts.
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Upon clicking 'Editor in Chief' role, the administrator is let into Carla Ida Roberts' EiC Dashboard.'



New Submissions
Here the administrator can access the new submissions.
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New Submissions List
Upon clicking, 'New Submissions' an extended list opens.



View Details
The administrator would then click to 'View details'
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Details
Now the three tabs that organize all of the manuscript information are visible:
Details, Review, and Decision.



Review
In order to assignin the missing editor, the 'Review' tab must be opened.
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Review tab
Now on the '‘Review tab' of the manuscript, the administrator would scroll down to the 'Editorial Staff'

section to assign an Sub-editor.



Editorial Staff

All staff with responsibility for the processing of this manuscript are listed here.
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Sub-editor

In this section the sub-editor can be assigned.
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Drop Down
Upon clicking the plus sign, ('+'), the drop-down menu opens, displaying the list of sub-editors and the
number of manuscripts each is currently processing.
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Select
The administrator simply clicks to select the desired name...
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Assign

...then clicks, again to, '‘Assign’
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Invite editor email
Upon clicking, 'Assign’ the, 'Invite Editor' email template opens



Save and send email
After making any necessary edits, the proxying administrator would click, 'Save and send email'
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Confirmation
Then the confirmation page would open announcing that the email has been sent.




End Proxy

And the administrator would be able to click next to the user's name to 'End Proxy'.
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