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My Journals Menu

e When you log into DergiPark, you can click on your name in the upper right corner and go to the "My
Journals" menu.
e Andyou can login to the journal on this page according to the role.
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Editor Panel

When you click on the editor role, you can see general article status headings. You can access the articles in

the process by clicking on any status card.
e  You can change the role in the upper right corner, you can go to the settings because you are the editor.
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Article in Process

You can see the article status and table by clicking the cards in the editor panel. (On the next slide)
You can filter the articles by clicking on the states on the left.

e You can go to the workflow by clicking on the "+" sign at the beginning of the articles, and by clicking
on the "Show" button.

e Itisshown in red so that you can distinguish articles that have expired. Thus, you can see the
delayed articles on the table without opening the workflow page.

e |n articles under a situation; You can search in title, ID, type, subject, author, secretary, editor
columns.

® You can search for an article from the "Articles" menu and go to the workflow page with the workflow
button next to it.
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Article Workflow Page

° In the upper block on this page; The title of the article, ID number, type, subject, file, what status it is, and the
names of the editor, editor assistant, section editor assigned can be seen.
This information is a fixed field.

The workflow is managed by clicking the "Overview", "Review", "Decision", "Production", "Messages", "Files"
and "Timeline" tabs.

e  Onthe right side of the page, the operations that can be performed are listed according to the role and
authority of the user.

° In the overview tab; authors, article details, secretary, notes to the editor, special flags added with the
uploaded similarity file can be seen.

° In the review tab; editors, section editor, assistant editor, statistics editor, copy editor and reviewers can be
seen.

° In the decision tab; form responses from the reviewers, note area to the author and decision options can be
seen.

In the production tab; the production editor is assigned. The article can be published as an early view.




Article Process Page
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Overview

In the overview tab; authors, article details, secretary, notes to the editor, special flags added with the uploaded similarity file can be

seen.
° Users who are editors in the journal can edit the article metadata even if they are not the editor of the article.
Can edit; title, type, subject, abstract, keyword, author and references.
° You can add a special flag for the controllability of the article in the workflow. E.g; "Publish in Special Issue" or "Editor's own Manuscript"
etc.

Flag Adding

Manuscript On Hold

Manuscript On Hold
Due Date Soon
Similarity Report Uploaded

High Impact Content

Top Priority

Do Not Withdraw




Review

In the review tab; editors, section editor, assistant editor, statistics editor, copy editor and reviewers can be
seen.
If an editor is assigned to the article, other editors in the journal can take over the article with the "Reassign"

option on this tab in order to take action in the article. Thus, the number of options it can perform will
increase.

Overview Review
Editors e  The section editor and editor assistant can be assigned, canceled
or changed.
i e Active and passive copy editors and statistical editors can be
Editor viewed. The active/passive status in this role exists because more
Assigned Date: July 3, 2020 than one role is assigned at the same time.

Gulsultan CAVUSOGLU . . . . .
gulsultan.cavusoglu@yt.com.tr e  Assigned reviewers, their review status and forms can be viewed.

Reassign
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Review

Editors (v)

Editor + Assign Section Editor + Assign Associative Editor

Assigned Date: July 3, 2020

Reassign

.

T ~
Reviewers Q//)(\ Add My Comment \ Qﬁ'-.ss‘gn Reviewer From Editorial Board ‘)
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# Fle Reviewer E-mail Due Recommendation Review Author
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1 Hakem
DERGIPARK
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2 Original Zekiyenur zekiyenur.caner@ytcom.tr July Undefined See =

CANER 6, Answer

The article's editor can assign the section editor
and co-editor as in the image.

In the new process, the assistant editor; has been
identified as the assistant of both the editor and
the section editor.

The permissions of the editor and co-editor can
be determined from the "Workflow Settings".

The editor may assign a reviewer to the article or
add its opinion to the article by as a reviewer.

It determines the number of reviews needed for
decision. Thus, the article can follow the situation
in the review and when it is ready for decision, it
is understood from the change of situation.
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Add My Comment> (Assign Reviewer From Editorial Boord)

Ask For Resubmission
Assign Reviewer
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Send To Copy Editor
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Reject

Rescind Declsion

Edit Workflow Setting

Review

The assigned role is given time. The remaining
time can be seen from the "Due Date".

Articles expiring in the assigned user are shown in
red.

You may request a revision from the author.

You may assign reviewer, statistical editor, copy
editor.

With the “Make a Decision” button; You can mark
major, minor, accept or reject.

You can withdraw the article.

You can change the workflow setting on an article
basis.
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Decision

Clicking the "Make a Decision" button opens the "Decision" tab.

This tab contains the review forms sent by the reviewers.

e Editor, adding notes to the author; can create and send a “Decision
Letter” to the author with the review forms of its choice.

e Decision letter; Major, minor revision or reject, accept can be
forwarded to the author by marking one of the decision options.

e If major or minor revision is marked, the status of the article changes
to “Revision Requested”.

e If the acceptance is marked, the status of the article will be in the "In
Production".

e If the rejection is marked, the article changes to the “Rejected” state.

And workflow is over.

Ask For Resubmission
Assign Reviewer
Send To Statistics Editor

Send To Copy Editor

Make a Decision

Reject

Rescind Decision

Edit Workflow Setting
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Decision

Files

Overview Review Decision Messages  Timeline

Decision Letters (9 it Decieion o
Decision page
that the
reviewers

Review Reports @ have not yet
filled in the

B et Ve Taen form.

Associative Editors Recommendations <A>
Editor Decision Cv’)

Comments to Author

Select Decision*
Revise Manuscript (Major Revision)
Revise Manuscript (Minor Revision)

Reject 14
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Overview Review Decision Files Messages

Decision Letters @

Review Reports @

1. Editor Decision
Gulsultan GAVUSOGLU

(= Decision: Minor Revision

2. Reviewer Reviews

Timeline

AN

Decision page of the article with the
reviewer form.

The decision page of the article that was
previously marked decision option.

Overview Review Decision Production

Decision Letters

®© The new decision letter will be generate after the decision is made

.« Previous Decision Letters

Review Reports

Previous Review Reports




Production

Overview Review Decision Production

Production Editor

Production Notes

Note*

[J Author can see note.

Article In Press (will be accessible from journal page)

+ Assign Production Editor

Files  Messagsg

&

The publication process of the article whose
accept decision is marked begins.

The "Production" tab opens in the article.

In this tab, the production editor can be
assigned.

Or, roles (Editor, co-editor) that have been
authorized for decision may continue the
publication process.

Notes on publishing can be added.

And the article can be published as an "early
view" optionally.

The proof reader or layout editor can be
assigned.

The workflow is completed and made ready for
publication. 16




Workflow Settings

I’I

e Editor of the journal can adjust both “general for journal” and “article-specific” instant process.

Article Workflow Setting Editing

Process Settings

¥ Blind review
¥ can author withdraw article?

) send the review form to reviewers who accepted the invitation automatically.

Number reviews required to make a decision/recommendation 3
Languages*
En [Defauit] * Tr [Optional] De [Optional]

Reviewer Guide
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Workflow Settings

On the workflow settings page;

e  Workflow settings
e Due date settings = "

Process Settings Due Date Settings Editorial Team and Permissions

e Editorial Team and Permissions

there are three tabs. The actions made from these tabs should be saved S D R e e i <
with the save button at the bottom of the page.

when a new subrmr
ys)

You can switch between tabs on the page. However, these transitions will

b take an action in

not save the change on the page. (A warning like on the right appears)

If there are any changes made in the
process settings, save them with the save
button.

—
[ditor(s) to take an i Cancel

ditors to take an action in ‘ready for decision” status before 7

sign an editor in “c

In editorial team and permissions tab; permissions of the section editor
and co-editor are determined.

Secretary's permissions, and the copy editor or statistics editor messaging

with the author, and the permission to change the full text are set.
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Editorial Team and Permissions

Co-Editor

Statistics Editor
# User Name Surname E-mall
i Secretary
1 Filiz MENGUG filizmenguc # User Name Surname
> Yazar DERGIPARK beyzakok@H
= User Name Surname 1 Test SEKRETER
Settings ] Beyza BASOGLU
Settings
@ Can withdraw article
Settings
& Canmakead n (accept or reject)

@ Can contact with the author
@ Can delete article
& can make a revision decision (major revise or minor revise)

@ Can update full text file.
@ Ccan withdraw article
¥ Can make a recommendation.

@ Can assign editor

B can reject article.
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We wish you success in your work

DergiPark

EDITOR

July 2020
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