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.

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

Name

Barrett Sid (Dr)

Gardner Danny (Mr)

Select a title for this role
Production Editor
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Editor-in-Chief
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Easy-fill

On this form, the essential profile details such as name, title, email and country are added...

Email

sid.a@delhi.inz

d.gardner@karger.xx

Email

Never signed in

Last signed in
Never signed in
2016-11-07
No. of sign Ins: 1
Last signed in
Last signed in
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...and saved

First name*

Sara

Middle name(s)

Last name*

Middleton

Email*

SM@xx.cc.w

Country*
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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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