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Author	
  Submission	
  process	
  to	
  Reconstructive	
  Review	
  
Welcome	
  to	
  the	
  new	
  online	
  submission	
  system	
  for	
  Reconstructive	
  Review,	
  	
  Editorial	
  Manager.	
  

Prior	
  to	
  submitting	
  your	
  paper	
  to	
  our	
  journal,	
  please	
  visit	
  http://www.jisrf.org/reconstructive-­‐
review-­‐submit.html	
  for	
  	
  information	
  on	
  how	
  to	
  prepare	
  your	
  paper	
  ready	
  for	
  submission	
  .	
  Please	
  
follow	
  all	
  of	
  the	
  requirements	
  as	
  this	
  will	
  help	
  speed	
  up	
  the	
  checking	
  process	
  for	
  the	
  Editorial	
  Team.	
  

Registering	
  onto	
  the	
  Journal	
  
Using	
  a	
  browser,	
  load	
  up	
  the	
  Editorial	
  Manager	
  website	
  by	
  entering	
  this	
  url	
  into	
  your	
  browser	
  
window:	
  

www.editorialmanager.com/jisrfrr	
  

The	
  following	
  mainpage	
  will	
  be	
  displayed:	
  

	
  

	
  

The	
  first	
  step	
  to	
  getting	
  your	
  paper	
  submitted	
  is	
  to	
  register	
  on	
  Editorial	
  Manager.	
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Navigation	
  tool	
  bar	
  also	
  referred	
  to	
  as	
  the	
  banner	
  bar:	
  

	
  

The	
  top	
  banner	
  that	
  you	
  can	
  see	
  above	
  the	
  main	
  page	
  contains	
  a	
  number	
  of	
  links.	
  One	
  of	
  those	
  links	
  
is	
  ‘REGISTER’	
  –	
  click	
  on	
  this	
  link	
  and	
  the	
  following	
  ‘Pre-­‐registration’	
  menu	
  will	
  be	
  displayed:	
  

Pre-­registration	
  Page	
  
	
  

	
  

Fill	
  in	
  the	
  Required	
  Pre-­‐Registration	
  information	
  and	
  click	
  ‘Continue	
  >>’	
  .	
  	
  The	
  system	
  will	
  
automatically	
  perform	
  a	
  ‘Duplicate	
  Registration	
  Check’	
  –	
  detailed	
  below:	
  

Duplicate	
  Registration	
  Check	
  
	
  
Once	
  the	
  First	
  Name,	
  Last	
  Name	
  and	
  E-­‐Mail	
  Address	
  fields	
  have	
  been	
  entered	
  this	
  will	
  execute	
  a	
  
search	
  of	
  the	
  database	
  to	
  see	
  if	
  you	
  already	
  have	
  a	
  people	
  account.	
  

	
  

	
  



	
  
	
  

JISRF	
  Reconstructive	
  Review	
  Author	
  Submission	
   	
   3	
  

	
  

	
  

Note:	
  	
  It	
  is	
  important	
  that	
  users	
  enter	
  their	
  name	
  exactly	
  as	
  they	
  are	
  known.	
  	
  It	
  is	
  not	
  unusual	
  for	
  
variations	
  in	
  spelling	
  to	
  cause	
  duplicate	
  entries	
  in	
  the	
  database.	
  

	
  

Possible Outcome of Duplicate User Test 
If	
  a	
  match	
  is	
  found	
  (i.e.,	
  the	
  presence	
  of	
  duplicates),	
  the	
  user	
  will	
  not	
  be	
  able	
  to	
  proceed	
  with	
  the	
  
Registration.	
  	
  The	
  user	
  may	
  opt	
  to	
  receive	
  an	
  e-­‐mail	
  containing	
  the	
  Username	
  and	
  Password	
  
associated	
  with	
  the	
  e-­‐mail	
  address	
  that	
  is	
  already	
  in	
  the	
  system.	
  

	
  

	
  

	
  

Users	
  should	
  click	
  on	
  ‘Yes’	
  if	
  they	
  could	
  already	
  be	
  registered.	
  	
  If	
  the	
  user	
  is	
  certain	
  that	
  he	
  or	
  she	
  is	
  
not	
  already	
  registered,	
  he	
  or	
  she	
  should	
  click	
  on	
  ‘No’.	
  	
  The	
  system	
  will	
  then	
  present	
  the	
  ‘Registration’	
  
page,	
  which	
  provides	
  an	
  option	
  to	
  change	
  First	
  Name,	
  Last	
  Name,	
  E-­‐Mail	
  Address	
  or	
  all	
  three	
  fields.	
  

If	
  no	
  matches	
  are	
  found	
  (i.e.	
  no	
  duplicates),	
  then	
  proceed	
  to	
  the	
  second	
  step,	
  the	
  Registration	
  
process.	
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Registration	
  Process	
  
After	
  EM	
  has	
  done	
  the	
  pre-­‐registration	
  check,	
  you	
  will	
  be	
  presented	
  with	
  the	
  full	
  registration	
  screen	
  
where	
  you	
  will	
  need	
  to	
  fill	
  in	
  all	
  required	
  fields	
  (these	
  are	
  highlighted	
  in	
  red).	
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Note:	
  	
  Information	
  fields	
  marked	
  with	
  asterisks	
  (*)	
  cannot	
  be	
  left	
  empty.	
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A	
  user	
  may	
  indicate	
  to	
  the	
  Publication	
  that	
  he	
  or	
  she	
  is	
  available	
  as	
  a	
  Reviewer,	
  by	
  selecting	
  “Yes”	
  in	
  
response	
  to	
  the	
  question,	
  ‘Are	
  you	
  available	
  as	
  a	
  Reviewer?’	
  

If	
  the	
  Publication	
  is	
  using	
  classifications,	
  users	
  may	
  also	
  select	
  Personal	
  Classifications	
  from	
  a	
  
predefined	
  list.	
  

	
  Note:	
  	
  If	
  the	
  Editorial	
  Office	
  has	
  set	
  up	
  Classifications	
  as	
  a	
  required	
  field,	
  users	
  must	
  select	
  one	
  or	
  
more	
  areas	
  of	
  expertise	
  from	
  this	
  predefined	
  list.	
  

	
  

	
  

Users	
  can	
  click	
  on	
  ‘Select	
  Personal	
  Classifications’	
  to	
  access	
  the	
  screen	
  to	
  enter	
  areas	
  of	
  expertise.	
  	
  
The	
  predefined	
  list	
  can	
  be	
  expanded	
  or	
  collapsed	
  by	
  clicking	
  the	
  [+]	
  or	
  [-­‐]	
  checkboxes.	
  	
  To	
  add	
  a	
  
Personal	
  Classification,	
  check	
  the	
  appropriate	
  classification,	
  and	
  click	
  on	
  the	
  ‘Select’	
  button.	
  	
  The	
  
number	
  of	
  Personal	
  Classifications	
  allowed	
  is	
  determined	
  by	
  the	
  Publication.	
  	
  When	
  all	
  of	
  the	
  
appropriate	
  areas	
  of	
  expertise	
  have	
  been	
  selected,	
  click	
  on	
  the	
  ‘Submit’	
  button	
  on	
  the	
  bottom	
  of	
  the	
  
page.	
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At	
  the	
  bottom	
  of	
  the	
  form,	
  a	
  preferred	
  username	
  must	
  be	
  selected.	
  	
  	
  

	
  

Failure	
  to	
  enter	
  a	
  username	
  or	
  any	
  other	
  required	
  information	
  for	
  registration	
  will	
  result	
  in	
  the	
  
following	
  warning:	
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Note:	
  	
  Users	
  must	
  remember	
  this	
  username	
  in	
  order	
  to	
  access	
  the	
  Publication’s	
  EM	
  System	
  

A	
  ‘Registration	
  Confirmation’	
  page	
  will	
  appear.	
  	
  Please	
  ensure	
  that	
  everything	
  is	
  spelt	
  correctly,	
  and	
  
that	
  the	
  e-­‐mail	
  address	
  is	
  correct.	
  Press	
  Continue>>.	
  You	
  will	
  automatically	
  be	
  sent	
  via	
  your	
  email	
  
address	
  the	
  username	
  you	
  entered	
  and	
  an	
  automatically	
  generated	
  password	
  (you	
  can	
  change	
  this	
  
once	
  you	
  have	
  logged	
  in).	
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Logging	
  in	
  to	
  Editorial	
  Manager	
  
Load	
  up	
  the	
  Editorial	
  Manager	
  website	
  by	
  entering	
  this	
  url	
  into	
  your	
  browser	
  window:	
  

www.editorialmanager.com/jisrfrr	
  

The	
  following	
  mainpage	
  will	
  be	
  displayed:	
  

	
  

Enter	
  your	
  username	
  and	
  password	
  and	
  either	
  press	
  the	
  button	
  labelled	
  ‘Author	
  Login’	
  or	
  just	
  press	
  
carriage	
  return	
  (or	
  enter).	
  

It	
  is	
  possible	
  to	
  have	
  multiple	
  roles	
  on	
  this	
  journal,	
  for	
  example	
  if	
  you	
  are	
  a	
  reviewer	
  as	
  well.	
  
However	
  when	
  you	
  register	
  onto	
  the	
  system	
  yourself	
  you	
  will	
  only	
  be	
  allocated	
  an	
  author	
  role.	
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Submitting	
  a	
  Manuscript	
  
Once	
  you	
  have	
  entered	
  your	
  username	
  and	
  password	
  you	
  will	
  be	
  presented	
  with	
  the	
  ‘Author	
  Main	
  
Menu’:	
  

	
  

Author	
  Main	
  Menu:	
  

	
  

To	
  submit	
  a	
  new	
  manuscript	
  you	
  click	
  on	
  the	
  ‘Submit	
  New	
  Manuscript’	
  link.	
  For	
  papers	
  that	
  you	
  
have	
  already	
  submitted,	
  you	
  can	
  keep	
  track	
  of	
  them	
  from	
  the	
  folder	
  labelled	
  –	
  ‘Submissions	
  Being	
  
Processed’:	
  

	
  

Submissions	
  being	
  processed	
  folder:	
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When	
  you	
  are	
  ready	
  to	
  submit	
  your	
  manuscript	
  click	
  on	
  ‘Submit	
  New	
  Manuscript’.	
  You	
  will	
  be	
  taken	
  
through	
  a	
  series	
  of	
  steps	
  as	
  defined	
  by	
  the	
  Editorial	
  Office.	
  Some	
  of	
  the	
  information	
  will	
  be	
  required	
  
some	
  will	
  	
  be	
  optional.	
  You	
  will	
  not	
  be	
  ablet	
  to	
  submit	
  your	
  manuscript	
  unless	
  all	
  required	
  
information	
  has	
  been	
  provided.	
  

The	
  first	
  step	
  is	
  to	
  select	
  the	
  article	
  type	
  from	
  the	
  drop	
  down	
  list	
  as	
  shown	
  below:	
  

If	
  you	
  want	
  clarification	
  about	
  what	
  you	
  need	
  to	
  prepare	
  for	
  the	
  article	
  type	
  please	
  visit	
  :	
  

http://www.jisrf.org/reconstructive-­‐review-­‐submit.html	
  

	
  

Select	
  Article	
  type	
  menu:	
  

	
  

Once	
  you	
  have	
  selected	
  the	
  article	
  type	
  click	
  on	
  Next.	
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Enter	
  full	
  title	
  menu:	
  

	
  

Please	
  enter	
  your	
  full	
  title	
  –	
  this	
  is	
  a	
  required	
  part	
  of	
  the	
  submission	
  process.	
  Press	
  Next.	
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Adding	
  your	
  co-­‐authors	
  menu:	
  

	
  

Adding	
  your	
  co-­‐authors	
  is	
  an	
  important	
  part	
  of	
  your	
  submission.	
  This	
  Journal	
  requires	
  that	
  all	
  
authors	
  associated	
  with	
  your	
  submission	
  give	
  their	
  individual	
  agreement/confirmation	
  on	
  a	
  couple	
  
of	
  key	
  areas:	
  Copyright	
  agreement	
  and	
  Conflict	
  of	
  Interest	
  Statement.	
  	
  	
  

All	
  co-­‐authors	
  that	
  you	
  enter	
  will	
  be	
  automatically	
  sent	
  an	
  email	
  which	
  will	
  allow	
  them	
  to	
  'Verify'	
  
their	
  approval	
  for	
  the	
  paper	
  to	
  be	
  submitted	
  to	
  this	
  journal.	
  In	
  addition	
  to	
  this	
  the	
  co-­‐authors	
  will	
  
also	
  automatically	
  receive	
  a	
  link	
  to	
  a	
  number	
  of	
  questions	
  relating	
  to	
  conflicts	
  of	
  interest	
  and	
  
copyright	
  agreement.	
  You	
  will	
  be	
  able	
  to	
  monitor	
  their	
  responses	
  via	
  a	
  link	
  in	
  your	
  author	
  menu	
  
(Submissions	
  being	
  processed	
  -­‐	
  Author	
  Status).	
  As	
  corresponding	
  author	
  you	
  will	
  also	
  be	
  prompted	
  
to	
  answer	
  the	
  same	
  questions.	
  

To	
  add	
  your	
  co-­‐authors	
  click	
  on	
  the	
  button	
  labelled	
  ‘Add	
  Author’	
  –	
  the	
  following	
  menu	
  will	
  be	
  
displayed:	
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Individual	
  Co-­‐author	
  menu:

	
  

You	
  will	
  be	
  required	
  to	
  enter	
  all	
  fields	
  marked	
  in	
  red,	
  this	
  includes	
  the	
  email	
  address.	
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Enter	
  Abstract	
  menu:	
  

	
  

Entering	
  an	
  abstract	
  is	
  a	
  required	
  part	
  of	
  your	
  submission,	
  	
  enter	
  this	
  and	
  press	
  Next:	
  

Enter	
  Keywords	
  menu:	
  

	
  

Enter	
  keywords,	
  separated	
  by	
  a	
  semicolon,	
  followed	
  by	
  Next.	
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Select	
  classificatons	
  menu:	
  

	
  

Authors	
  are	
  required	
  to	
  select	
  from	
  the	
  list	
  of	
  classifications,	
  the	
  area	
  of	
  speciality	
  that	
  reflects	
  the	
  
subject	
  area	
  of	
  their	
  submission.	
  This	
  will	
  also	
  help	
  the	
  editorial	
  team	
  when	
  selecting	
  reviewers.	
  Click	
  
the	
  button	
  labelled	
  ‘Select	
  Classifications’.	
  The	
  following	
  menu	
  will	
  be	
  displayed:	
  

	
  

From	
  the	
  left	
  hand	
  side	
  of	
  the	
  above	
  menu	
  	
  check	
  one	
  or	
  more	
  of	
  the	
  classifications	
  and	
  click	
  on	
  the	
  
middle	
  button	
  labelled	
  ‘Add’.	
  Once	
  you	
  have	
  made	
  your	
  selections	
  click	
  on	
  the	
  ‘Submit’	
  button.You	
  
will	
  be	
  returned	
  to	
  the	
  ‘Submit	
  Classification’	
  menu	
  with	
  a	
  summary	
  of	
  your	
  selections,	
  click	
  on	
  Next.	
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Classification	
  menu	
  –	
  summary	
  of	
  selected	
  classifications:	
  

	
  



	
  
	
  

JISRF	
  Reconstructive	
  Review	
  Author	
  Submission	
   	
   18	
  

	
  

Additional	
  Information	
  Menu:	
  

	
  

This	
  next	
  section	
  labelled	
  ‘Additional	
  Information’	
  will	
  prompt	
  	
  you	
  to	
  answer	
  some	
  questions.	
  
Depending	
  on	
  your	
  answer	
  you	
  may	
  be	
  prompted	
  to	
  provide	
  more	
  information.	
  With	
  the	
  Copyright	
  
question	
  there	
  is	
  only	
  one	
  acceptable	
  answer	
  to	
  this	
  question.	
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Enter	
  comments	
  menu:	
  

	
  

The	
  comments	
  section	
  is	
  just	
  there	
  in	
  case	
  there	
  is	
  something	
  specific	
  you	
  need	
  to	
  tell	
  us	
  about.	
  It	
  is	
  
not	
  required,	
  so	
  just	
  click	
  on	
  ‘Next’.	
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Suggest	
  Reviewers	
  menu:	
  

	
  

	
  

	
  

It	
  is	
  a	
  requirement	
  that	
  you	
  suggest	
  at	
  least	
  2	
  reviewers.	
  	
  Please	
  enter	
  the	
  required	
  fields	
  and	
  
remember	
  to	
  click	
  on	
  the	
  ‘Add	
  Reviewer’	
  button.	
  The	
  person	
  will	
  not	
  be	
  added	
  to	
  the	
  database	
  but	
  
the	
  Editors	
  will	
  have	
  access	
  to	
  this	
  information.	
  When	
  you	
  have	
  added	
  at	
  least	
  2	
  click	
  on	
  Next.	
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Region	
  of	
  Origin	
  Menu:	
  

	
  

From	
  the	
  drop	
  down	
  lilst	
  of	
  countries	
  please	
  select	
  the	
  country	
  where	
  the	
  research	
  on	
  your	
  paper	
  
was	
  done.	
  This	
  may	
  be	
  different	
  to	
  the	
  country	
  you	
  have	
  chosen	
  to	
  register	
  with.	
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Attach	
  files	
  menu	
  

	
  

The	
  final	
  step	
  of	
  process	
  is	
  when	
  you	
  upload	
  the	
  files	
  that	
  make	
  up	
  your	
  submission.	
  Please	
  follow	
  
the	
  guidelines	
  on	
  this	
  final	
  page	
  as	
  this	
  will	
  speed	
  up	
  the	
  process	
  for	
  the	
  Editorial	
  team	
  and	
  avoid	
  the	
  
paper	
  being	
  sent	
  back	
  to	
  you.	
  	
  

Your	
  submission	
  will	
  be	
  made	
  up	
  of	
  several	
  components,	
  manuscript,	
  figures	
  and	
  tables.	
  Please	
  
choose	
  the	
  item	
  from	
  the	
  drop	
  down	
  list	
  to	
  select	
  the	
  type	
  of	
  file	
  you	
  are	
  uploading.	
  Files	
  that	
  are	
  
marked	
  with	
  an	
  asterisk	
  are	
  required.	
  As	
  you	
  upload	
  your	
  files	
  a	
  summary	
  will	
  apear	
  at	
  the	
  bottom	
  
of	
  the	
  screen.	
  When	
  you	
  have	
  finished	
  uploading	
  	
  the	
  files	
  a	
  summary	
  will	
  be	
  displayed	
  as	
  follows:	
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Alternatively	
  you	
  can	
  upload	
  all	
  of	
  your	
  files	
  as	
  one	
  zipfile	
  and	
  then	
  EM	
  will	
  automatically	
  
decompress	
  the	
  files	
  for	
  you	
  	
  -­‐	
  where	
  you	
  will	
  then	
  be	
  able	
  to	
  select	
  the	
  item	
  name	
  by	
  the	
  side	
  of	
  the	
  
files	
  as	
  shown	
  below:	
  

Summary	
  of	
  files	
  uploaded:	
  

	
  

	
  

Once	
  all	
  of	
  your	
  files	
  are	
  uploaded	
  and	
  as	
  long	
  as	
  you	
  have	
  filled	
  in	
  all	
  required	
  information,	
  you	
  will	
  
be	
  able	
  to	
  proceed	
  to	
  build	
  your	
  PDF.	
  	
  

Note:	
  If	
  	
  you	
  need	
  to	
  check	
  anything	
  out	
  first	
  you	
  can	
  just	
  press	
  the	
  main	
  menu	
  link	
  at	
  the	
  top	
  and	
  
then	
  the	
  paper	
  will	
  be	
  stored	
  in	
  your	
  Author	
  menu	
  under	
  the	
  heading	
  of	
  ‘Incomplete	
  Submissions’.	
  
When	
  you	
  want	
  to	
  return	
  to	
  finishing	
  this	
  process	
  off,	
  you	
  can	
  click	
  on	
  the	
  Incomplete	
  Submissions	
  
folder	
  –	
  and	
  resume	
  the	
  process	
  by	
  selecting	
  ‘Edit	
  Submission’.	
  	
  Ediorial	
  Manager	
  will	
  retain	
  the	
  
informaton	
  you	
  have	
  already	
  provided.	
  

Note:	
  As	
  well	
  as	
  uploading	
  your	
  individual	
  source	
  files,	
  Editorial	
  Manager	
  also	
  produces	
  a	
  PDF	
  of	
  all	
  
of	
  the	
  uploaded	
  information.	
  A	
  PDF	
  is	
  much	
  easier	
  for	
  the	
  editors	
  and	
  reviewers	
  to	
  access	
  as	
  it	
  is	
  a	
  
lot	
  smaller.	
  However,	
  the	
  editorial	
  team	
  wll	
  be	
  able	
  to	
  access	
  the	
  source	
  files	
  for	
  further	
  clarity	
  
should	
  they	
  need	
  to.	
  

After	
  pressing	
  next	
  you	
  will	
  get	
  a	
  confirmation	
  page	
  about	
  the	
  order	
  in	
  which	
  your	
  files	
  will	
  	
  be	
  
displayed.	
  While	
  you	
  can	
  change	
  this,	
  the	
  order	
  listed	
  is	
  the	
  preferred	
  order	
  (of	
  the	
  Editorial	
  team)	
  
that	
  the	
  files	
  will	
  be	
  built	
  into	
  the	
  PDF.	
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Attach	
  files	
  order	
  menu:	
  

	
  

	
  

Click	
  on	
  Next:	
  

	
  

You	
  wil	
  lbe	
  prompted	
  to	
  go	
  to	
  the	
  folder	
  labelled	
  ‘Submissions	
  Needing	
  Approval’	
  .	
  	
  From	
  the	
  next	
  
menu	
  you	
  will	
  see	
  your	
  submission.	
  Once	
  the	
  list	
  of	
  Actions	
  is	
  visible	
  then	
  you	
  can	
  click	
  on	
  View	
  
Submission	
  to	
  see	
  how	
  your	
  files	
  look.	
  If	
  they	
  are	
  ok,	
  then	
  click	
  on	
  ‘Approve	
  Submission’.	
  If	
  you	
  want	
  
to	
  make	
  any	
  changes	
  click	
  on	
  ‘Edit	
  Submission’	
  and	
  make	
  the	
  changes	
  as	
  required.	
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Once	
  you	
  approve	
  the	
  submission,	
  the	
  paper	
  will	
  be	
  submtited	
  to	
  the	
  journal	
  and	
  you	
  will	
  receive	
  a	
  
confirmation	
  email	
  advising	
  you	
  of	
  this.	
  

	
  

From	
  now	
  on	
  until	
  a	
  decision	
  is	
  made,	
  you	
  can	
  view	
  the	
  progress	
  your	
  paper	
  from	
  the	
  ‘Submissions	
  
being	
  processed’	
  folder.	
  Also	
  from	
  this	
  folder	
  you	
  will	
  be	
  able	
  to	
  keep	
  track	
  of	
  the	
  co-­‐authors	
  and	
  
which	
  ones	
  have	
  answered	
  the	
  questions	
  that	
  will	
  have	
  automaticall	
  been	
  sent	
  via	
  email.	
  

Submissions	
  being	
  processed	
  folder	
  –	
  showing	
  ‘Author	
  Status’	
  link:	
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Other	
  author	
  status	
  menu:	
  

	
  

	
  

Here	
  is	
  an	
  example	
  email	
  that	
  will	
  be	
  sent	
  to	
  each	
  co-­‐author	
  that	
  you	
  list:	
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And	
  here	
  is	
  the	
  co-­‐author	
  questionnaire	
  that	
  will	
  be	
  displayed	
  to	
  them	
  when	
  they	
  click	
  on	
  the	
  
‘Agree’	
  deep	
  link.	
  

	
  

	
  

	
  

	
  


