Address, Roles, Staff

Configure: Address, Roles, Staff

Several parts of the Manuscript Manager system can be configured to suit your journal's needs.

In this guide we will walk through the, '‘Address’, 'Roles' and 'Staff' tabs of the Configure section.

(Step 10 onward shows specifically how to add staff)

Select 'Administrator’
To access the Configure section, you must be an administrator for the journal.
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Click 'Configure'

From the administrator dashboard, click '‘Configure' to open the '‘Configure' section.
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Address
The first of tab in the CONFIGURE section is the 'Address' tab.

This is where the physical address of your journal should be registered.

'Save changes' at the bottom when done with edits.
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Roles
Manuscript Manager is a roles- based system.

Click the 'Roles' page next to set the staff roles for your journal.
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Editor levels
In this section, click to 'select' next to the diagram that reflects the way your journal operates.
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Select review level and click on the people icons to rename their roles. +
Read more
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Select
Once selected a check mark appears

Select review level and click on the people icons to rename their roles.
Read more
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Other peer review roles

Viewer(s), Group reviewer(s), Statistician(s) compliment the basic workflow.
Read more
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