Chief Editor selects a Sub-editor

Chief Editor invites Sub-editor

The Editor-in-Chief/ Chief Editor can select and invite the most suitable sub-editors for individual
submissions.
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New submissions

The submissions that are newly assigned to the E-i-C can be found here in the 'to do' list.

Editors would click the text line to open an expanded list.
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Expanded list

In the expanded list of new submissions, the editor would click, 'View details' on the desired
manuscript.

Jane Simmons as Editor-in-Chief [ CHANGE ROLE | SEARCH DASHBOARD PROFILE [ SIGN OUT ]
New submission - 1 manuscripts
DEMO-2016-19 - (20) Administrator: Jane Simmons With
Fatal pulmonary embolism after spinal fusion with Edior4n-Chiet: Jane Simmons edmior
screw
Type: Original Article Sub-Editor not assigned
Yashemasa Tekahishi Tekahishi (Author) 6 days in review
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'Details' tab

All manuscript information is organized into one record with three tabs, Details, Review and Decision.

Upon clicking, 'View details' the Details tab opens displaying many of the details the author furnished
upon submission, manuscript files and easy-read PDF doc.



Getting an overview
The E-i-C can open the PDF, and also examine the original files further down the page.
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Manuscript information Status

ID: DEMO-2016-19 - (20) Checked (Ready for review)

Date submitted: 2018-12-12
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Keywords: lung, pulmonary, embolism, spinal fusion, Spine, Vertebrae

PDF review document

Authors
All Authors: Yashemasa Tekahishi Tekahishi (Author)

Corresponding address: Central Laboratory, Central University, Centre Street, Tokyo, ll, Japan
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Other submission info
The editor may want to examine the '‘Accompanying letter' or other manuscript information here...

Flags M Add a flag
f Review for special issue
Notes B Add a note
Date ¢ 1 Bar | -
C ( ¢ 1 arrett, Sid -
Da 59:( L ar | -
o
&
Other submission information =
¥
Abstract -
Other manuscript information -+
Accompanying letter 4
Timeline: show all activity +
Correspondence: show all email activity +
Files



Files

Or see / download original manuscript files here...
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'Continue’

Once the initial assessment of the manuscript is done, the editor can either click, the Review tab at the
top of the page or the 'Continue' arrow at the bottom of the Details page to open the 'Review' tab.

From the 'Review' tab sub-editors and/or external reviewers can be selected.

Alternatively, if a decision to accept or reject the manuscript is to be made, the editor can click the
Decision tab at top to proceed.
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Review tab

On the review tab, the essential information regarding the review is organized.

Editorial staff assigned to the manuscript is listed in the 'Editorial Staff' section; and editors can be
assigned or reviewers can be searched for...


















