Searching for, Selecting and Inviting reviewers

Selecting and inviting reviewers
Reviewers are usually searched for, selected and invited by a member of the the editorial staff.

Sub-editor role
In this guide we will see how an editor would do this.

We will act as the Associate Editor or Sub-editor.
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Newly assigned

By clicking, 'newly assigned' manuscripts in the 'to do' on the left side of the dashboard...
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'View details'
The expanded list of new submissions is opened.

Clicking, 'View details' here will bring the editor to the 'Details' tab of the manuscript.
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'Details' tab

All of the manuscript metadata and original files are stored here.
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PDF

Here the manuscript PDF file can be opened to get an idea of the manuscript content.
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Agree or Decline

Then the sub-editor can either agree or decline to take responsibilty for the manuscript.
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'Review' tab
If the editor accepts, the review tab opens to facilitate the next steps.

The editor can then either move on with the review process or make a decision.
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