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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