[Contact] Hyperlink Emails for Overdues, etc

[Contact] Editors and Authors
It is the journal administrator's job to monitor tasks in the peer review process and contact editors or
authors if tasks are overdue.

In this guide we will use the [contact] hyperlink to contact an editor, then an author. In both cases,
using the hyperlink will store the email in the manuscript correspondence history.
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Overdue

Overdues are displayed on the left side of the administrator's dashboard.
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Sub-Editor selects Reviewers
Clicking any group of overdues will open an explanded list.
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'View Details'

On the expanded list, clicking 'View Details' will open the manuscript.
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DEMO-2016.4 - (4)
Knee pain in a child: an uncommon case of Osgood-
Schiatter disease

Type: Letter 1o the Editor

Michael Kelly (Author), Zac Jones (Co-author)
Submitted: 2018-12-08
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Manuscript overdue 493 days editor
Admenistrator: Jane Simmons.

Editor-in-Chief: Sid Barrett
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Type: Oniginal Articke
Bjom Bjergsen (Author), Len Stensen (Co-author)
Submitted: 20181208

DEMO-2016.9 - (9)

Bone Density Comparison of Selected Carpal and
Tarsal Bones: A Review of Literature

Type: Review Article

Andrew A Brown (Author)

Submatted: 2018-12-08

overdue 493 days editor
Admensstrator: Jane Simmons.

Editor-in-Chiet: Sid Barrett

Sub-Editor: Sid Barrett

543 days in review

543 days with Editor-in-Chiet

539 days with Sub-Editor
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Manuscript overdue 493 days editor
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Sub.Editor: Sid Barrett
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'‘Review'
Now in the manuscript tabs, clicking the 'Review' tab will allow allow the administrator to see which task
is overdue.
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Manuscript information Status

ID: DEMO-2016-4 - (4) Sub-Editor selecting reviewers

Date submitted: 2018-12-08
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Title: Knee pain in a child: an uncommon case of Osgood-Schlatter disease Time in review: 543 days

Type: Letter to the Editor
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Keywords: Cartilage, Knee, Knee pain, children, Osgood-Schiatter, Lower Limb, Patella

PDF review document

Authors

All Authors: Michael Kelly (Author), Zac Jones (Co-author)
Corresponding address: Odonata Research Lab, Applied Waterways, xx, Copenhagen, Denmark
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