Set permissions for your team

Permissions & Decisions
As team members are added, permissions and decisions can be set in the user's profile.

'Admin’
This is done by the journal administrator either through the 'Search' function or the 'Staff' page of the
Configure section.

YOUR JOURNAL

Welcome Jane Simmons - please select your role
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Permissions
Once in the user profile, click the 'Permissions' tab.

Here administrators can tailor the roles and permissions as well as the
recommendations or decisions at the user's disposal.



Permissions/roles
Users will often have more than one role they are able to play in the journal's system.

YOUR JOURNAL

Jane Simmons as Administrator [ CHANGE ROLE | CONFIGURE SEARCH DASHBOARD PROFILE [SIGNOUT ]

PROFILE: ARTHUR AMORY [Proxy]
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User roles/permissions

The user roles gives permission to access various features in the program. See the user guide for a full description of each role.

¥ Author

¥ Reviewer

¥ Sub-Editor
Administrator
Managing Editor
Editor-in-Chief
Viewer

Reviewer status
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Example: this user's roles:
'‘Author' permissions are standard for all users.

This user also has Reviewer and Sub-editor permissions
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Jane Simmons as Administrator [ CHANGE ROLE ) CONFIGURE SEARCH DASHBOARD PROFILE [SIGNOUT ]

PROFILE: ARTHUR AMORY [Proxy]
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User roles/permissions

The user roles gives permission to ious features in the program. See the user guide for a full description of each role.

Do

¥ Reviewer
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¥ Sub-Editor
Administrator
Managing Editor
Editor-in-Chief
Viewer

Update

Reviewer status

Editorial board/frequent reviewer allows editorial staff to quickly search and add to this person to the review list. Editorial board/frequent



Update - roles

If changes occur, the administrator simply selects the appropriate roles and clicks to 'Update.

User roles/permissions

The user roles gives permission to access various features in the program. See the user guide for a full description of each role.

¥ Author

¥ Reviewer

¥ Sub-Editor
Administrator
Managing Editor
Editor-in-Chief
Viewer
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Reviewer status

Editorial board/frequent reviewer allows editorial staff to quickly search and add to this person to the review list. Editorial board/frequent
reviewer role can only review manuscripts, they do not have permission to invite other reviewers unless they have been given other editor
permissions.

Ordinary reviewers are invited to review on an adhoc basis.

Statistician can complete a review/evaluation before the external reviewers are invited. The report is appended to the manuscript files and
made available to the external reviewers as well as the authors.

Excluded reviewers will be omitted from any invitations searches and cannot be added to the review list.

Editorial board or frequent reviewer



'Reviewer status'
This user also has 'Ordinary reviewer' status.

Some reviewers have specific reviewer status such as 'Statistician' or 'Editorial Board Member.'

Administrator
Managing Editor
Editor-in-Chief
Viewer

Reviewer status

Editorial board/frequent reviewer allows editorial staff to quickly search and add to this person to the review list. Editorial board/frequent
reviewer role can only review manuscripts, they do not have permission to invite other reviewers unless they have been given other editor
permissions.

Ordinary reviewers are invited to review on an adhoc basis.

3
(-
@
V]
i3
]

Statistician can complete a review/evaluation before the external reviewers are invited. The report is appended to the manuscript files and
made available to the external reviewers as well as the authors.

Excluded reviewers will be omitted from any invitations searches and cannot be added to the review list.

Editorial board or frequent reviewer
* Ordinary reviewer
Statistician

Excluded from reviewing

Decision or recommendation permissions



Update - Reviewer status
Click 'Update’ if changes are made.

Editorial board/frequent reviewer allows editorial staff to quickly search and add to this person to the review list. Editorial board/frequent
reviewer role can only review manuscripts, they do not have permission to invite other reviewers unless they have been given other editor
m“lim' 1S.

Ordinary reviewers are invited to review on an adhoc basis.

Statistician can complete a review/evaluation before the external reviewers are invited. The report is appended to the manuscript files and
made available to the external reviewers as well as the authors.

Excluded reviewers will be omitted from any invitations searches and cannot be added to the review list.

Editorial board or frequent reviewer
* Ordinary reviewer
Statistician

Excluded from reviewing
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Decision or recommendation permissions

Choosing ‘Recommendations’' ONLY allows the person to submit a recommendation to the E-i-C who will make the final decision. Choosing
‘Decision’ allows the person to make a final decision and correspond directly with the authors.
This person has permission to make the following decisions/recommendations

Recommendations

(E-i-C to take final decision) Of Decisions

- * Recommend Reject manuscript (before review) OR Reject manuscript (before review)

=

n * Recommend Revise ript (minor Sk ) OR Revise mar pt (minor



Decision / recommendation
This section shows which decisions or recommendations the user is able to make for manuscripts
under review.

Ordinary reviewers are invited to review on an adhoc basis.

Statistician can complete a review/evaluation before the external reviewers are invited. The report is appended to the manuscript files and
made available to the external reviewers as well as the authors.

Excluded reviewers will be omitted from any invitations searches and cannot be added to the review list.

Editorial board or frequent reviewer
* Ordinary reviewer

Statistician
Excluded from reviewing
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Choosing ‘Recommendations’ ONLY allows the person to submit a recommendation to the E-i-C who will make the final decision. Choosing
‘Decision’ allows the person to make a final decision and correspond directly with the authors.

This person has permission to make the following decisions/recommendations

Recommendations e
(E-i-C to take final decision) on Docwons
n * Rec d Reject ript (before review) OR Reject manuscript (before review)
- * Recommend Revise manuscript (minor revisions) OR Revise manuscript (minor revisions)
- * Recommend Revise manuscript (major revisions) OR Revise manuscript (major revisions)

- * Recommend Accept manuscript OR Accept manuscript






























