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EDITORS 

 

The Editor oversees entire editorial and publishing process. The Editor, working with the 

Journal Manager, typically establishes the policies and procedures for the journal, which 

are used in setting up the journal in Setup.  

In the Editorial Process, the Editor assigns submissions to the Section Editors to see 

through Submission Review and Submission Editing, while, keeping an eye on the 

submission's progress and assisting with any difficulties in the process.  

 

The Editor can also play the role of Section Editor in the Editing process, seeing 

accepted submissions through copyediting, layout, and proofreading.  

 

The Editor also schedules submissions for publication, arranges the Table of Contents 

and publishes the issue, as part of the Publishing Process. 

 

Getting Started 

• Log in to your OJS account. 

• Select your role as ‘Editor’. 

 

Submissions 

Under “Submissions”, you will see articles which are “unassigned”, “in review”, “in 

editing”, or in the “archives”. Clicking any of these links will provide additional details on 

each article in these categories: 
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Assigning Articles 

Select “unassigned” and then click the article title link.  

On the “Summary” page, go to the “Submission” section: 

 

From here, you have the option to: 

• Send an email message to the author (click on the envelope icon next to the 

author’s name) 

• Read the original file by clicking on the submission file name. 

• Add any supplementary files by clicking on the “Add Supplementary File” link. 

• Change the section you want the article to appear in, using the drop down menu. 

• Assign an editor or section editor. This will take you to a list of your editors or 

section editors. Select the “Assign” link to give the submission to that person: 

• Once the “Assign” link next to a Section Editor is clicked, an email will be 

generated to the selected Section Editor informing them of your decision: 

In the “Submission Metadata” section of the article Summary page, you may use the 

“Edit Metadata” link to make any changes to the submission’s metadata fields: 

Section Editors 
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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. If 

the article is accepted for publication, the Section Editor may also oversee the editing 

process; but more often than not, this workflow falls to the Editor. The journal will have a 

policy on how the tasks are divided.  

Getting Started 

• Log in to your OJS account. 

• Select your role as ‘Section Editor’: 

Submissions 

Under “Submissions in Review”, you will see any articles which are “in review”, “in 

editing”, or in the “archives”: 
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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 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” link. From the 

list of names, assign a reviewer:  

• If you wish to assign further reviewers, repeat this process. 

• When you have finished assigning reviews, you should be returned to the 

“Review” Section. Click on “Select Review Form”, and on Review Forms page 

assign an appropriate review form 

• 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: 
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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. Some journals are also configured to allow you to rate the reviewer on 

a scale of 1 – 5, based on the quality of their review, their timeliness, etc. 

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: 

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.  

Next, you will need to notify the author of your decision, using the Notify Author email 

icon. You must upload an edited version to the copyeditor: 

Finally, you can use the Send button to select the copy of the article for the copyeditor: 

Copyediting 

When your submission has been accepted, a copy will be returned to you for 

copyediting.  

Log in to your account and select the “Queued for Editing” link: Read through the edited 

version and make any additional changes necessary. This will be your last opportunity 

to make any major changes to your article before publication. Copyedit comments can 

be added using the icon near the bottom of this section. Note the link to “Copyedit 

Instructions” as well. Upload the revised version in the “Author Copyedit” section. Select 

the “Complete” icon when finished, notifying the Copyeditor that you are finished: 

Proofreading 

Once the HTML and PDF documents have been created, you will be asked to proofread 

them before publication. Proofreading instructions are linked at the bottom of the 

section. You may also submit corrections using the “Proofreading Corrections” icon. 

When you are finished, use the “Complete” icon to notify the Proofreader:  

This is your last opportunity to make any changes to your article before publication. 

Ref : OJS in One Hour -Manual     eManuscript Services. 




