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After entering your ID and password, click the “Login” button. (Please enter the ID assigned to the editor.)

v" If your account is connected to the website of an institution (organization), no additional login is
required after logging in on the website.

If you can't log in, you can submit the manuscript after logging in using the “Forgot your ID/PW?" function
or signing up for a membership.

Manuscript submission can also be completed after logging in using a social media account such as
ORCID, Naver, Google or Facebook. (This may vary depending on your institution’s settings.) (Please log in
with the social ID assigned to the editor.)
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1 Click the “Editor” button. (There may be various roles according to the given authority.)

2 Click the image of the journal for which you are going to perform an evaluation.
v You will be redirected to the Reviewer manuscript management page of the selected journal.
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ltem Content

Recommend reviewers  You can recommend a reviewer (if you have the authority to recommend reviewers)

Assign reviewers You can assign the reviewers (if you have the authority to assign reviewers)

Manuscript under You can check the state of a manuscript under review

review
Register a general You can register a general review (if you have the authority to give a general review for
review the submitted manuscript)

You can check the status of a manuscript completed with all processes including the

Completed manuscript .
general review.
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Click the “Recommend of Reviewers”

Check the [recommend] status in the current status of reviewers for the submitted manuscript.

This may display “before recommend” and “deadline.” If the recommendation is not completed before the
deadline, it may display “recommendation delayed.”

Click “Reviewer recommend” under “Action” column.
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Check the preferred/not-preferred reviewers input by the submitters.

Inquire and search for the reviewers.

Check the reviewer to be recommended among the reviewers returned by the search.
Click the “Recommend” button.

Check the state of reviewer assignment on the manuscript management page.
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Click “Assign reviewers”,

Check the [Reviewer] state in the current status of reviewers of the submitted manuscript.
This may display “before assign” and ‘deadline.” If the assignment is not completed before the deadline,
it may display “assignment delayed.”

Click “Reviewer select” menu under “Action” column.
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Check the preferred/not-preferred reviewers entered by the submitters.

Inquire and search for the reviewers.

You can search for and assign reviewers by selecting them from the reviewers pool, suggested reviewers,
members, non-members and non-member pool.

Check the reviewer to be actually recommended among the searched reviewers.

Click the "Select” button.

Check the state of reviewer assignment on the manuscript management page.

Check the selected reviewer list and the selection state on the right. (Some reviewers under the designated
number of people may be automatically selected depending on the institution’s settings.)

Check the state of assigned reviewers on the manuscript management page.
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Click “Registration of General review."

Check the name of [Editor] (your name) in the current state of final decision for the submitted manuscript.
If you are not able to register the general review before the deadline, it will display ‘General review delayed.

Click “Decision” under “Action” column.
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After clicking ‘Current state of review,” check the detailed review results and the final decision

of each reviewer.

Select “Review results” under “General review.”

If you have additional opinions, attach the general review opinion document and enter the

general review contents.

Click the “Complete general review" button.
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Click ‘Completed manuscript'.

Check the status of the completed general review in the current status of submitted manuscript. Check
the result of my review in the current state of final decision.

Click “Overview” under “Action” column.
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Check the final decision in the completed review navigation.
You can also check the submitted information and review information.

You can check the review results, general review of file and content of the
general review in the final decision (General review).

If modification is required, click the “Edit" button to edit the review, and then
click the “Save” button.
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You can check all manuscripts to be managed, urgent manuscripts and delayed manuscripts separately
via the "My journal” menu.

You can check which ones are urgent or delayed here.

If there are several publications under the institute and you select the wrong one, you can search for
another publication and navigate to it by using this drop-down menu.

If you have multiple manuscripts to be managed, you can find the corresponding manuscript through a
detailed search.

You can check the indication of standby mode and delayed mode of works to be arranged by editors
under the reviewers' status and final decision status.



