
First Login with your user name and password into your profile 
and click on Editor in Chief Area. Note that only user with 

Editor in Chief permission can see this dashboard 



Click on New Submission to see existing manuscripts 



Click on Accept for Review. This item shows 
that this item has been checked by 

Technical Editor team and is fault free.  



Check the default Email and modify if needed, 
Then click on Proceed. This Email goes to author 



Click on invite AE (Associate Editor) 



There are 4 ways 
to invite AE 
1. Search the 
Name 
2. Choose from 
recommended 
list by system 
3. Add a new 
user and invite 
him/her 
4. Choose from 
the Associated 
Editors list 



Set the deadline and click on Proceed to 
invite 



Check the 
default Email 
and modify if 
needed, then 
click on 
Proceed. This 
Email goes to 
Associate 
Editor 


