IJCLCLP OIJS: Section editor

The Section Editor manages the Review and Editing of submissions in those
Sections (e.g., Articles, Book Reviews, etc.) for which they have been

assigned responsibility.

Getting Started

- Log in to your OJS account.

- Select your role as ‘Section Editor’:
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Under “Submissions in Review”, you will see any articles which are “in

review”, “in editing”, or in the “archives”:
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Clicking any of these links will provide additional details on individual articles in
these categories.(In dark blue circle, please select “All sections.” Te article is
not your section, but the editor assigned you as section editor for this article.
All articles you charge in will be showed under “All Sections.

Assigning Reviewers:

Click on the article title,
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You have the option to:

@ Send an email message to the author (click on the envelope icon “light blue
circle” next to the author’'s name) or the editor.

@ View the original submission file by clicking the link or upload a new version
of the document for review.

@ Select a reviewer for the first round of review. Click the “Select Reviewer”
<red circle>. From the list of names, assign a reviewer (press the button

“Assign”)
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If you wish to assign further reviewers, repeat this process.



@ When you have finished assigning reviews, you should bereturned to the
“‘Review” Section. Click on “Select Review Form”(orange square), and on

Review Forms page assign an appropriate review form.
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@ Click the “Request” icon to generate an email message to each reviewer:
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This email message includes a one-click access URL that will allow the

reviewer immediate access into the OJS system.

Note that after sending the message, the “Request” icon now includes a

message sent date and review due date.
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Working with Reviewers:

You can use this section to cancel a review request (click Cancel Request),
change the due date (click the due date link), send a reminder to the reviewer
(use the Send Reminder link), and to read the reviewers comments (click the
“Review Form” icon). Any uploaded files from the reviewer will also be
available here.

The reviewer's recommendation will also appear in this section once their

decision has been made.

You will receive a message once the reviewer has completed their review. At

this point, you can use the “Acknowledge” icon to thank them for their efforts:
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Making a Decision on an Article

You must now decide the next step for the submission. In the “Editor Decision”
section, you must select whether to accept, ask for revisions, resubmit for
another reviewer, or decline the submission. Select your choice from the

dropdown menu and click “Record Decision”:
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Once press “Record Decision”, a window pops up to ask for confirming

the director decision.

The page at hitp:/fpkp.sfu.ca says:

o Are you sure you wish ko recard this decision?

2

ook | [ Cancel ]

Next, you will need to notify the author of your decision, using the Notify Author
email icon. (the purple circle is the mail that section editor can write and send
to author, the orange circle is the comment sheet that section editor can

integrate all review comments on it)
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