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Click	  on	  the	  icon	  under	  COMPLETE	  and	  
send	  e-‐mail	  to	  the	  editor	  

Send	   To:	  copyeditor	  
Cc:	  associate	  editor	  
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Browse	  	  

Upload	  	  



	  

COPYEDITOR	  
	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

NOTIFICATION!	  

Enter	  site	  

Log	  In	  
Password	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

FINAL	  COPYEDIT	  

Log	  out	  

Upload	  final	  copyedited	  version	  in	  Step	  “3.	  Final	  Copyedit”	  

Send	   To:	  Associate	  Editor	  

OK	  

Browse	  

Upload	  

11	  

Active	  Submissions	  

Click	  on	  file	  of	  Step	  “2.	  Author	  Copyedit”	  

Accept	  the	  changes	  which	  you	  agree	  	  

	  
Save	  the	  document	  in	  your	  computer	  

	  

Click	  on	  the	  icon	  under	  COMPLETE	  and	  
send	  e-‐mail	  to	  the	  editor	  



	  

ASSOCIATE	  EDITOR	  
	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  
	  
	  
	  
	  

NOTIFICATION!	  

Enter	  site	  

Log	  In	  
Password	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

COMPLETE	  COPYEDITING	  VERSION	  –	  FOR	  LAYOUT	  EDITOR	  

Acknowledgement	  

1.	  Initial	  Copyedit	  

Layout	  

Send	  	  

Send	  	  

Send	  	  

Assign	  Layout	  Editor	  

Assign	  

Request	  

Send	  

Log	  out	  
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2.	  Author	  Copyedit	  

3.	  Final	  Copyedit	  



	  

LAYOUT	  EDITOR	  
	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

NOTIFICATION!	  

Click	  on	  the	  Submission	  URL	  

Log	  In	  
Password	  

Layout	  

Upload	  file	  to	  Galley	  

LAYOUT	  REQUEST	  

Log	  out	  

Browse	  

Upload	  

Send	   To:	  Associate	  Editor	  

Save	  

Use	  the	  Layout	  Version	  file	  to	  create	  the	  
galleys	  according	  to	  the	  journal's	  standards	  

Select	  the	  option	  “Galley”	  

The	  PDF	  file	  of	  the	  proof	  
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Click	  on	  the	  icon	  under	  COMPLETE	  and	  
send	  e-‐mail	  to	  the	  editor	  

OK	  



	  

ASSOCIATE	  EDITOR	  
	  

	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  
	  
	  

COMPLETE	  LAYOUT	  EDITING	  VERSION	  –	  FOR	  PROOFREADING	  (to	  author)	  NOTIFICATION!	  

Enter	  site	  

Log	  In	  
Password	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

Layout	  

Send	  

Proofreading	  

1.	  Author	  

Log	  out	  

Request	  

Acknowledge	  

Send	  

To:	  layout	  editor	  

To:	  author	  
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AUTHOR	  
	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  
	  
	  

NOTIFICATION!	  

Click	  on	  the	  Submission	  URL	  

Log	  In	  
Password	  

EDITING	  

PROOFREADING	  (to:	  Author)	  

Click	  on	  “PROOFREADING	  INSTRUCTIONS”	  

Layout	  

Save	  and	  e-‐mail	  

Click	  on	  “VIEW	  PROOF”	  

Click	  on	  icon	  “Proofreading	  corrections”	  

Close	  

Send	  

Log	  out	  

Proofreading	  

Write	  your	  modifications	  
in	  the	  box	  “Proofreading	  
corrections”.	  
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Click	  on	  the	  icon	  under	  COMPLETE	  and	  
send	  e-‐mail	  	  

OK	  



	  

ASSOCIATE	  EDITOR	  
	  

	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  
	  
	  

PROOFREADING	  (to:	  associate	  editor	  and	  layout	  editor)	  NOTIFICATION!	  

Enter	  site	  

Log	  In	  
Password	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

1.	  Author	  

Send	  

2.	  Proofreader	  

INITIATE	  

Log	  out	  

Acknowledge	  

COMPLETE	  

To:	  Author	  
Cc:	  Associate	  Editor	  
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Proofreading	  

3.	  Layout	  editor	  

Request	  

Send	  

After	  proofreading	  by	  
the	  associate	  editor	  



	  

LAYOUT	  EDITOR	  
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NOTIFICATION!	  

Click	  on	  the	  Submission	  URL	  

Log	  In	  
Password	  

Layout	  

Upload	  file	  to	  Galley	  

FINAL	  LAYOUT	  REQUEST	  

Log	  out	  

Browse	  

Upload	  

Send	   To:	  Associate	  Editor	  

Save	  

Select	  the	  option	  “Galley”	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

The	  final	  PDF	  version	  for	  publication	  

Galley	  format	  	  
1.PDF	  

DELETE	  
1. PDF	  

In	  this	  step,	  the	  galley	  proof	  is	  
deleted,	  remaining	  in	  the	  system	  

only	  the	  file	  for	  publication.	  

3.	  Layout	  Editor	  

OK	  

Proofreading	  

Click	  on	  the	  icon	  under	  COMPLETE	  and	  
send	  e-‐mail	  to	  the	  editor	  

Proofreading	  

Consult	  “Proofreading	  Instructions”	  

Create	  the	  corrected	  galleys	  



	  

EDITOR	  IN	  CHIEF	  
	  

	  

	  

	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

PUBLICATION	  NOTIFICATION!	  

Enter	  site	  

Log	  In	  
Password	  

In	  Editing	  

Click	  on	  the	  manuscript	  title	  

3.	  Layout	  Editor	  

Send	  

Proofreading	  

Scheduling	  

Vol	  X,	  no	  Y	  (2010)	  

Log	  out	  

Acknowledge	  

Record	  

To:	  Layout	  Editor	  
Cc:	  Associate	  Editor	  

Select	  the	  most	  recent	  issue	  created.	  
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