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Journal Configuration

A [ournal Home / Journal Configuration

|
Journal Information

> Journal Information
» Service Type

> Journal Options

> Jab Titles

» Divisions (Sections)

il Editorial Members ~

Editar-in-Chief

-

Assaciate Editar

-

Guest Editor

[

Baard Member

-

w

Manager

» Submission Tracks

£

Aanuscript Types

Basic Information

w

w

Author Infarmation

w

Caver Leller

w

Preferred Reviewers

P

Files Upload

Canfirm & Submit

-

w

Subrmizsion Fee

» Peer Review
» Review Items
» Decision ltems

> Associate Editor Reviews
Managernent

» Guest Editor Review
Management

» Others

Service Type

Journal Category

Journal Subcategories

Journal Title

Journal Short Title

155N

E-1S5N

Publication Cycle

Journal Homepage

Publishing Organization

Qrganizatlon Homepage

Additional Site

Publisher Country

System Language

Fremium {Large-scale Editorial Board with Recirculation/Fremium service Deralls
Service Support)

Business, Leonomics & Management -
Tosmeloct itemes, pross and hold dewn the Cirl (or Command] key, s thes click Current Journal
each itam that you want to salect. Subcategories

Accounting & Taxation

Busingss, Economics & Management
Develapment Economics

Economic History

Economic Policy

Economics

Educational Administration
Emergancy Management
Entrepreneurship & Innovation
Finance

13l of Asian Economics and Pal

Ll

Empty

anuscriptink.com

ManuscriptLink Demeo Society

Empty

Empty

China

Erglish

When setting up a journal, there are
various settings, but there can be
changes in settings during operation.
The Journal Configuration menu
allows you to change various settings
for that journal.

There are detailed settings under the
large categories (turquoise color)
and most of them are reflected

immediately without the save button.
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Journal Configuration — Journal Information

# Journal Home / Journal Configuration

4 Basic Information

» Journal Information
> Service Type

> Journal Options

> Job Titles

» Divisions (Sections)

Wl Editorial Members ~

Editor-in-Chief

~

w

Associate Editor

Guest Editor

-

Board Member

~

~

Manager

[ submission

I

Submission Tracks

-

~

Manuscript Types

w

Basic Information

Author Information

w

Cover Letter

i

w

Preferred Reviewers

~

Files Upload

Confirm & submit

~

-

Submission Fee

Review w

» Peer Review
> Review Items
» Decision Items

> Associate Editor Review
Management

» Guest Editor Review
Management

» Others

Journal Information

Service Type

Journal Category

Journal Subcategories

Journal Title

Journal Short Title

ISSN

E-ISSN

Publication Cycle

Journal Homepage

Publishing Organization

Organization Homepage

Additional Site

Publisher Country

System Language

Premium (Large-scale Editorial Board with Recirculation/Prermium
Service Support)

Business, Economics & Management -

To select items, press and hold down the Cirl {(or Command) key, and then click
each item that you want to select.

Accounting & Taxation

Business, Economics & Management
Development Economics

Economic History

Economic Policy

Econamics

Educational Administration
Emergency Management
Entrepreneurship & Innovation

Finance s

Journal of Asian Economics and Politics (Demo)

12347234

1241234

Emply

https:/fwww.manuscriptlink.com

ManuscriptLink Demo Society

Emply

Empty

China

English

Service Details

Current Journal
Subcategories

In journal information, basic
settings such as title, homepage,
and organization name can be set.
Items other than Journal Title and

Journal Short Title are not required.
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Journal Configuration — Journal Information

O The information below will be used to configure the submission
fee and publication fee invoice

Currency US Dollar (USD) ’

Journal Organization Stamp

(Please upload a gif or png image + Add & Upload
of which background is

transparent)
The maximum file size for uploads: 1 MB
File types allowed: jp(e)g, png, gif

* Currency setting is for submission/publication fee. You can choose the currency that is used in the
organization that the journal belongs to.
* The Journal Organization Stamp is used to indicate a seal at the end of a bill sent at the time of

manual billing (PDF attachment sent). Please upload it as transparent GIF or transparent PNG if

possible.
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Journal Configuration — Service

# Journal Home /' Journal Configuration

|
Service Type

> Journal Information Select service type

> service Type

> Journal Options Features Premium Classic Free

> Job Tites * You may need to change the service

> Divisions (Sections)

& Fired Charge Lo Service Creator $149/Month sos/itonth Free type that you selected when setting

$1,430/Year (-20%)  $950/Year (-20%)

» Editor-in-Chief .
© Authors' Manuseript Subrmisslons Unlirmited Unlimited 10 up the Jou rnal.
> Associate Editor uthors! Manuscript Submissions Subrmissions Submissions Submissions/Manth
limitation
Guest Edit: . .
R v v v * After reviewing the features for the
> Board Member W Fveryday Service Fnhancement
> Manager H
- & Full Custornization to Client's Journal Workflow v v v service type, you can SeIeCt the

[ submission ~

> Submission Tracks

. . 68 Fmail Templates 68 Fmail Templates 42 Fmail Ternplates
i Prearranged Frall Templates and Configuration

service type to change.

> Manuscript Types W& Automatic Email Forwarding to Editorial Members and Authors v v v o . .
_ You will not be able to change it

» Basic Information i Editorial Members’ Reviewer Selection, Invitation, and v v v
» uthor nformation S again until 3 months after the change
» (ot iy ! Camera-Ready Manuscript Submission v v v
» Preferred Reviewers

. - v v v
» Files Upload i Authors’ Galley Praofs Verification
> Confirm & Submit W& ORCID (Open Researcher and Contributor 10} Support o v v
» Submission Fee

v v x

i) Section Management and Associate Editors
Review v
v v

W Special Issues and Guesl Edilors %
> Peer Review
> Review |tems W Revised Manuscript Submission and Review Recirculation v v *
> Decision ltems
W3 Fast and Urgent Tracks Management M v x
» Associate Editor Review
Managerment . - L' *® x
& Publication Fee Invoicing to Authar
> Glest Editor Review
Management W) Reviewer Filtering and Recommendation - * *
> Others v
W Digital Library for Post-publication Manuscripts * *
& publication v

> Files Meeded

» Camera-Ready Paper 6 /59



Journal Configuration — Journal Options

A& Jaurnal Heme [ Journal Configuration

£ Basic Information Journal Options Change using switch button

» Journal Infermation

> Service Type
1. Division Management

Does your Journal manage divisions (a.k.a, sectlons or submission categorles) and let ) Vs L4 I nt h e J ourna I O ptlo ns men u, yo U can

» |ob Titles Authors select a division when they submit a manuscript?

» Journal Optians

» Divisions (Seclions)

change the major options (Division,

Il Editorial Members v

» Editor-in-Chief ® Division #1 Reviewer POOI, Associate Editor, Guest
» Associate Editor
» Guest Editor Editor) related to submission and

. ® Division &2
Reviewer Paol Member

w

Authars  Division Selection
Manager Wisrsripl Subsmission ® . Man

review .

B

[ submission ® Division 1

I
°

Free journals are not allowed to

> Submission Tracks

> Manuscript Types ® Division &4 aCtlvate mOSt OpthnS.

Baszic Information

w

W

Author Information

-

Cover Letter

w

Preferred Reviewers

w

Files Upload

-

Confirm & submit E ;
2. Reviewer Pool Member Management

-

Submission Fee
Does your journal manages reviewer pool? >

Review ~

¥ Pear Review

> Review Items

. Reviewsr #1
» Declslon ltems O Revlewe:
» Associate Editor Review Re ¥
Management O e #7
Wi
» Guesl Editor Revisw fitestiaal BMermbiers (bditor-in-Choel, ™ - ¥
Management Associate Editor or Guest Edlitor] L B . Re &
O Revlewer #3

> Qthers
O Reviewer #4

Aewer Pool Member - Reviewer Pool

» Files Needed O Beviewr: #5

» Camera-Ready Paper
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Journal Configuration — Job Titles

> Journal Information
» Service Type

> Journal Options

> Job Titles

» Divisions (Sections)

I Editorial Members -

» Editor-in-Chief

» Aszociate Editor

» Guest Editor

» Reviewer Pool Member

> Manager

™M submission -

» Submission Tracks
» Manuscript Types

» RBasic Information

» Author Information
> Cover Letter

» Preferred Reviewers
» Files Upload

> Confirm & submit

» Submission Fee

» Peer Review
» Review ltems
» Decision Items

» Associate Editor Review
Management

» Guest Editor Review
Management

> Others

& Publication ~

» Files Needed

» Camera-Ready Paper

## Basic Information v .
EEEEEE i

Canonlcal job
titles in
ManuscriptLink
service

= Manager

#, Chief Editor

& Associate
Editor

i) Guest Editor

Reviewer

& Author

Description

Manager provides administrative support to chief editon(s) as well as other
editorial members. when a manuscript is submitted to your journal, a manager
will loak aver the manuscript and check that itis suitable for further pracessing
(usually check the formartting requirements). Manager also puts together a
preliminany version for an accepted manuscript and publish it after author's
approval.

% |0 your journal service:

Chief editar shall be responsible for the oversight of the quality and scope, as
wiell as the operational policies and managerment facets of your journal, If the
submitted manuscript passes a manager's checks and your journal supports
assorizle editors, then the chief editor will identify an associale edilor (o handle
Ihe manuscripl's review process, and assign it to himder. If your journal does
nol suppart an associale adilor, there can be na assodiate edilor. In this case,
the chiel editor can coordingle the peer review process unaided, The mast
important task al the chiel editor is 1 make a decision on whelher or nol the
manuscripl should be accepled for the publication, and communicaie such a
decision (o the authors.

* |n your journal service:

Assaciale edilor's rale is the managemenl of Lhe peer review of manuscripls by
members af the peer communily. By selecling appropriate reviewers Lo identify
quality manuscripls, and by managing Lthe peer review process efficiently, the
quality—and therefore the value--of 2 publication is increased. After gathering
enough review resulls from the selecied reviewers, an associate editor makes a

“recommendatian”, nat a *decision” on whether ar nat the manuscript should be
accepled for the publication. 11 is the chiel editor who makes the decision, not
the associate editor, who merely recommends an outcome. If your journal
creates a list of sections in terms of research toples, each assocate editar
manages the peer review process of manuscripts submitted to a sectian in
charge of the associate editor.

% In your journal service:

Guest Cdicor will receive manuscripts for histher special issue assigned to
hisfher account, Guest Editors will manage the peer review procass for such a
manuscript. After gathering encugh review results from the selected reviewers,
a guest editor makes a decision on whether or not the manuscript should be
published ta your journal, and communicate such a decision to the authors.

* |0 yaur journal service:

Peer review is the principal mechanism by which the guality of manuscript is
judged, Reviewer should provide written, unbiased feedback in a timely manner
2n the schalarly merits and the scientific value of the work, together with the
documented basis for the reviewer's opinion, Reviewer can also provide a
thaughtful and infarmative criticue of the submitted manuscript to editerial
members of your journal.

* |0 yaur journal service:

Authors make contributions to your jeurnal in terms of important intellecrual
cantent. Authars submit 2 manuseript to your journal and improve their

Job titles which you can
choose for your journal

service

Manager

Editor-in-Chief

Associate Editor

Guest Editor

Reviewer

Author

Job title update

There will be various roles involved
in the submission/review process
in the ManuscriptLink service.

You can modify the job title into
the title used in your journal to be
other than those we provide.
However, these titles are related to
the e-mail sent from our service.
Please be sure to click the update

button to save.
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Journal Configuration — Divisions

& Basic Information v

Divisions (Sections)  (sections or submission Categ
2 ek PRl RoRReE o Option to make editor/reviewer’s own choice
> Service Type Do yo’u war:s to allov.v the No
> Journal Options Pool Members to choose
their own division? If you check 'Yes', Associate Editor/Reviewer Pool Members can choose their preferred division.
. * Divisions is the same as the category
> Divisions (Sections) Divisions/Sections Created
Symbol Division Name Description Action th at a utho rss peCIfy When su bm |tt| ng a

Sl » A Economy Edit Delete
> Editor-in-Chief

> Associate Editor B8 Politics Edit Delete p p :
> Guest Editor

* You can create one by entering the

> Reviewer Pool Member

> Manager
symbol and name.
Create a New Division Symbol Division Name
> Submission Tracks * Also, you can assign an associate editor

v

Manuscript Types Description (Optional)

» Bydeinformation or reviewer pool member to take
> Author Information
> Conerletter responsibility for the papers submitted

v

Preferred Reviewers
Files Upload to the relevant division by assigning
Confirm & Submit

Submission Fee them a specific division.

v

v

v

* If you do not want to assign it out, you
can change the options so that
editor/reviewer can choose your own

division (your area of interests).
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Journal Configuration — Editorial Members

& Basic Information ~

» Journal Information

» Service Type
» Journal Options
» Job Titles

> Divisions (Sections)

i Editorial Members ~

» Editor-in-Chief

> Associate Editor

» Guest Editor

> Reviewer Pool Member

> Manager

» Submission Tracks

-

Manuscript Types

~

Basic Information

Author Information

Cover Letter

Preferred Reviewers

v

b

Files Upload

w

Confirm & Submit

w

Submission Fee

» Peer Review
> Review Items
> Decision [tems

» Associate Editor Review
Management

» Guest Editor Review
Management

» Others

Editor-in-Chief

Selected Editor- 10 - Enter to search
in-Chief(s)
Manuseript Username
type * (Emally Degree Name Institution Action
incharge
Research Prof. b o i
Paper demo.user1... Ph.D. rof. Jaco uardian Delete

Thomas Scholars Program

1141
“ ‘ - ’ ’

@ vou can assign one or more specific manuscript types to Editor-in-Chief, °
@ v¥ou can not delete the last Ed itor-in-Chief/Manager from the list.
Please select other person before you delete the last member,

1) select a New

Editor-in-Chief

from Registered
User List

@ You can find a user registered to this system by entering an email, name or institution in the above jnput
field.

ar
2) Select a New Email First Name Last Mame
Editor-in-Chief
after Creating
His/Her Account
Institution Degree °
| PhD. -
Salutation
Department
| Prof. -
Create & Select ©
Country
Afghanistan x v

@ The above account created by you will be rightly informed to the person through an email and the
confirmation about the account creation will be also requested to him/her.

In the Editorial Members menu,
you can add/delete members
of journals such as editor-in-
chief, associate editor, guest
editor, reviewer pool member,
and manager.

You can select the members
you want to add through
searching, and if there is no
result found, you will be able
to select it after creating an
account.

For deletion, if the member is
responsible for other papers, it
is necessary to change the
person in charge to transfer

the papers to others.
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Journal Configuration — Editorial Members

Editor-in.Chief » Depending on the role of

» Journal Information

» Service Type Selected Editor. 10 = Enter to search editorial members, y0U Can
in-Chiefis)

> Journal Options e . . pe .

> Job Titles type  * Ui:;::?:t Degree Mame Institution Action aSSIgn SpeCIflc manuscrlpt types
in charge

» Divisions (Sections) o o @
—= § or divisions.

R * For example, if you have several

Associate Edity . . . .
e < < editor-in-chiefs and assign a

» Guest Editor

€ Vou can assign ane or more speaific manuscrpl ypes @ Editar-in-Chief,

@ vou can naot delete the last Editor in Chisfrvanager from the list. type Of resea rCh pa pe r to a

» Manager Please select ather person before you delete the last member.

specific editor-in-chief, that

1) Select a New

» Reviewer Fool Member

- Search
e e Edltor-n-chiet — editor-in-chief will be selected
» Manuscript Types fm“;::f:j::wd ?Tgu can find a user registered ta this system by entering an email, name ar institution in the above input

1eld.
» Basic Information 1
at the top of the list when
» AUthor Infarrmatian
ar
» Caver Letter itti iSi
2) Select a New Email First Name Last Name SmeIttIng ’ though thls Is nOt

» Preferred Reviewers Editor-in-Chief

after Creating
» Flles Upload HistHer Account mandatory.
» Confirm & Submit Institution Degree

Ph.D. -

> Submission Fee

. Salutation
Dapartmr
Praf, -

» Peer Review

(m]

reate & Select ©
» Review Items Country

» Decision ltems Afghanistan x v
» Associate Editor Review

Management © The above account created by you will be rightly informed to the person through an email and the

» Guest Editor Review confirmation about the account creation will be also requested to him/her.

Management
» Others
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Journal Configuration — Submission Tracks

# |cumal Home 7 Jourmnal Canfiguration

£ Basic Information v L
_ Submission Tracks

» Journal Information

Manage "Fast Track” for Fast

> Service Type
Review Process?

» Journal Options
» Job Titles

» Divisions (Sections)

0 Editorial Members w

» Editor-in-Chief

Manage "Urgent Track" for
Urgent Review Process?

» Associate Editor

» Guest Editor

» Reviewer Fool Member

» Manager Manage "special Issue
Track™?
[ submission w
» Submission Tracks
» Manuscript Types
Manuscript Tracks Created

» Basic Information

» Author Information
» Cover Lelter

» Preferred Reviewers
» Files Upload

» Confirm & Submit

» Submission Fee

Review -

» Peer Review

Create a New Manuscript
» Review llems Track
» [Dedision ltems

» Assoclate Editor Review
Management

» Guest Editar Review
Management

» Others

@ For a manuscript subrmicted to the fast track, for example, it can be managed to be published within

G

six months from nanuseript submission.
O yau check "Yes", you can create "fast track” for the fast
duratian for the manuscripts of the fast track. - Fast track ps

@I necessary, you can manage the urgent track as well as the fast track. For a manuscript submitted to
Lhie urgent Lrack, for example, it can be managed Lo be published wilthin three months from the
manuscript submission,

@I yau check "es", you can create "urgent track” for urgent review process and set additional review
due duration far the manuscripts of the urgent rack. - Urgent rack parameter selling

/ L

i ¥ou can create and remove 3 special issue/section track at the following page. If there is no valid
special issuessection item managed at the following page, the track is net shown to authors.
Special IssuefSection Management

Order Itern name of manuscript track Track Type Action
1 v Regular Track Regular Track
2o elete
ER Fast Track Fast Track belete
4 T Urgent Track Urgent Track Celete
Term name ol’mnnus:rlpt track (This information i shown to suthors and wsers.)
Track TYPe (This infermation iz used for zervice configuration and not shawn to authars.)
Regular Track v
Create & Save @
—_ -

If there is a track in a journal, you
can create and set up tracks.

You can create a regular track, fast
track, urgent track, and special
issue track.

There will be an option for fast
track and urgent track to set an
additional duration (for example,
fast review due date duration).
After creating a special issue track,
it can then be created and added
in the Special Issue Management

menu.
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Journal Configuration — Manuscript Types

# Journal Home / Journal Configuration

£# Basic Information ~

> Journal Information

>

Service Type

> Journal Options

> Job Titles

>

Divisions (Sections)

il Editorial Members v

~

w

w

v

v

Editor-in-Chief
Associate Editor

Guest Editor

Reviewer Pool Member

Manager

~

~

v

~

~

~

Submission Tracks
Manuscript Types
Basic Information
Author Information
Cover Letter

Preferred Reviewers

Manuscript Types

Manuscript Types Created

Create a New Manuscript

Type

Click to change name

Item name of manuscript type Type
Research Paper Research Paper
Editorial Editorial
Review or Comments Review or Comments

Item name of manuscript type ( This information is shown to authors and users.)

Type ( This information is used for service configuration and not shown to authors.)

Research Paper

Action
v
v Delete
v Delete

v

Create & Save @

If you want to manage
manuscript types other
than the basic type
(Research Paper), you
can enter the name of
manuscript type and
select the type to create
the item.

If you need a different
type other than
Research Paper,
Editorial, Review, or
Comments, please

contact.support@manu

scriptlink.com.

13 /59


mailto:support@manuscriptlink.com

Journal Configuration — Basic Information

#& |ournal Home |/ Journal Configuration ClICk to Change notice . This menu is for Setting the

& Basic Information ~

Basic Information basic information that the

» Journal Information

> Service Type Enter Notice message for the Select your manuscript track and type, Enter your title, running head, and abstract into the appropriate
“basic information" step boxes below. 1++1
A author enters when submitting
> Job Titles Check infermation items » ¥ Track .
that Authors MUST provide | o v 10 a manuscri pt,
» Divisions (Sections) when they submit a

N s | Invited Manuscript
manuscript P

- B andsciperite Click to change the required information . L .
Il Editorial Members v «  Running Head / M Manuscnpt submission is

> Editor-in-Chief = ¥ Abstract
o O Keywords

= ¥ Division

Author screen preview

> Associate Editor

composed of several steps, and

> Guest Editor . L . .. .
> Reviewer Pool Member BaS|C InfOFmatIOI"I IS the fII’St

Preview ‘Basic Information® Step

> Manager

step.

v Select your manuscript track and type. Enter your title, running head, and
N abstract into the appropriate boxes below. . YO u Ca n a dj u st t h e req u i red
» Manuscript Types
» Basic Information items that authors must
» Author Information * Track * 1 Regular Track Sp-ec'ial Issue . Fast Track
» Cover Letter @ UrgencTrack - provide when they submit a
> Preferred Reviewers * Division* | A. Economy xw
> Flles Upload | . manuscript by clicking the
» Confirm & submit
T — Invited Manuscript * 1 Ifitis an invited manuscript, please check it C h ec kboxes .

Manuscript Title An Efficient Method for Interactivity in Digital Language Learning (Sample)

> Peer Review

: Running Head* An Interactivity Method in Digital Language Learning
> Review Items
> Decision Items * Abstract* Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla vehicula -
5 PeE e B e fariEs tortor a augue”faml|5|s, non emsmo.{iI Iaculslmollest|e.|PhaseIIu5 Iconsectetur I
Management ey maglna etu amcorpe . Sed gravida vel ligula ut ultrices, Nulla gt
convallis quam. Aliguam sed est id urna elementurmn congue. Vestibulurm
» Guest Editor Review ut dui tristique, faucibus nisl sed, faucibus est. Phasellus mi magna,
Management fringilla a consectetur non, molestie eget eros. Duis rutrum tellus convallis
» Others

Keywords » D D 2dd a keyword

SFRPucation - Add or delete a new keyword tag (add: just input ane and type 'Enter’ key, Delete: just

delete by using 'Backspace (Delete) key}

> Files Needed

Lai M, ri i -
> Camera-Ready Paper RO I English - 14 /59




Journal Configuration — Author Information

£ Basic Information v .
_ Author Information

¢ Journal Infarmation
» Service Type

» Journal Cptions

» |ob Titles

+ Divisions (Sections)

W Editorial Members -

» Editor-in-Chief

» Assaciate Editor

» Guest Editor

» Reviewer Pool Member

» Manager

» Submission Tracks
» Manuscript Types

» Basic Information

¥ Author Information
» Cowver Letter

+ Preferred Reviewers
» Files Upload

» Confirm & Submit

» Submission Fee

» Peer Review
» Review [tems
» Decision ltems

» Acsoclate Editor Review
MManagermant

» Guest Editor Review
Managernent

» Others

& Publication ~

» Files Needed
» Camera-Ready Paper

» Gallay Praaf

/ Click to change notice message
Enter notice message for the

“author infermation™ step

Check information items * 7 puthar Infarmation

that Authors MUST provide
when they submit a
manuscript

Preview ‘author Informatien’ Step

* selected Authors

Emall Name Instituthen

dema.userif.,  |aroh Thamas  Guardian Sche...
Ethan Marlin - Academic Tec..

derma, user2@..

dema. usersg... ali Kumar Husingss & Ad...

1) Select Author from the
list af stored users

#¥You can search by email, name, and institution

or

Author
‘Order

CA

CA, Actlon

v - Delete

v Dl
v Delete
: Corresponding Author

Search
Q

Last Name

Email First Name
2) Create a new user
account and select himdher
as Author
Institution Department Degree
Ph.D.
Salutation
Country
X Prof.
Afghanistan -

Create & Select @

8 The above account created by you will be rightly informed to the person
through an email and the confirmation about the account creation will be

also requested to him/her,

This menu is for author information
where you can set the notice message
for the author.

The author can create and add a co-
author account at the time of
submission.

For membership management linked
journals, authors added at this time
will not be academic members (active
members, associate members, etc.)
but will be included in the author
information as ManuscriptLink
members.

When you set up automatic billing for
the submission fee, the fee will be
charged per submitter (not per author

or contact (responsible) author).

15 /59



Journal Configuration — Cover Letter

# Journal Home

£ Basic Information

>

»

>

>

*

Ml Editorial Members v

»

>

>

» Reviewer Pool Member

>

Journal Information
Service Type
Journal Options
Job Titles

Divisions (Sections)

Editor-in-Chief
Associate Editor

Guest Editor

Manager

[} submission

N
<

v

Submission Tracks
Manuscript Types
Basic Information
Author Information
Cover Letter
Preferred Reviewers
Files Upload

Confirm & Submit

Journal Configuration

Click to change notice message
Cover Letter /
Ent it for th Ei
e nots mesae for e

Check information items * L Cover Letter
that Authors MUST provide
when they submit a
manuscript

Preview ‘cover Letter' Step
Cover Letter® Dear Editors,

We would like to submit the enclosed manuscript which we wish to be
considered for publication in your journal. We deeply appreciate your
consideration of our manuscript, and we look forward to receiving
comments from the reviewers,

Thanks a lot.

Best Regards,
Authors

The cover letter contains the
contents that are delivered to
the associate editor at the time
of submission.

Make adjustments by clicking
on the checkboxes as to
whether authors should submit
a cover letter as a mandatory or
optional (no need to submit)

step.
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Journal Configuration — Preferred Reviewers

# Journal Home / Journal Configuration

* The author can choose a preferred

£ Basic Information

Preferred Reviewers Click to decide whether to activate . L
i Bt / reviewer when submitting a
> Service Type Does your journal receive

preferred Reviewer

» joumiiptions i mathom i uhors / Click to change notice message manuscript for some journals.
submit manuscripts?
> Joh Titles

°
R R ’—\f‘”'-”f If you do not want the author to
‘preferred s' step
W Fpmitebes S choose their preferred reviewer,
s : Check information items ® . Preferred Reviewers
> Editor-In-Chief that Authors MUST provide .
> Associate Editor e you can choose to switch the
> Guest Editor . . .
R . option off. In that case, this option
Preview 'preferred Reviewers’ Step
> Manager .
e will not appear to the author.
[3 submission v
Email Name Institution Action
> Submission Tracks Business &
> Manuscript Types demo.user3@manuscriptiink.com Ku/::ar Adr;ir:;sizl;uve Delete
> Basic Information
= 2 AL Sofia Center far Ecanomic 2
S A har faration demo.userd@manuscriptlink.com e R Delete

> Cover Letter

» Preferred Reviewers

> Files Upload
1) Select a preferred Search Q

> Confirm & Submit Reviewer from the stored

. user list
> Submission Fee Email Name Institution Country Action
B Review v

> Peer Review

> Review Items o
> Decision Items 2) Suggest 3 new preferred Email First Name Last Name
Reviewer
> Associate Editor Review
Management
Institution Department
> Guest Editor Review Degree
Management Ph.D. - |
> Others &
Country Salutation
e Dvaf -
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Journal Configuration — Files Upload

# Journal Home /' Journal Configuration

*  This menu allows the author to choose

& Basic Information

Click to change notice message

> Journal Information

» Service Type

Files Upload

Enter notice message for the
"file information" step

L]

the file to submit.

Additional files such as covers or

» Journal Options

Check information items
that Authers MUST pravide
when they submit a
manuscript

» Job Titles + ¥ Manuscript File

* 7 Reply Letter (Required when an updated manuscript is re-submitted)

author checklists are required for some

» Divisions (Sections)

Il Editorial Members ~

journals. In that case, you need to
Check additional items that s U

Authors can provide when -
they submit a manuscript

Document Incuding Tables
> Editar-in-Chief 1
= Supplementary File

+ | Document Including Hgures or Images

= ¥ additional Fles

Check additional file upload  3djust the options for additional files

» Associale Editor
» Guest Editor

Check if authors need to
upload additional files,

by clicking the checkboxes and upload

» Reviewer Fool Member

- A separate front cover file including manuscript infarmation ® Yes U No
» Manager
o Acdd & Upload
a form for the author to refer to.
The maximur file size for uploads: 20 MB
> Submission Tracks File types allowed: pdf, dec, docx, zip, tar, gzlp, tiff, eps, hwp
» Manuscript Types
Current Front Cover URL:
» Basic Information
» Author Information - & separate file including Author check list & yes O ND
> Cover Letter + Add & Upload
> Preferred Reviewers
The maximum file size for uploads: 20 MB
» Files Upload File types allowed: pdf, doc, decx, zip, tar, gzip, tiff, eps, hwp
» Confirm & Submit
O Current Author Check List URL:
» Submission Fee
i
Preview Files upload: step
» Peer Review
* Manuscript File»
> Review ltems
File Name File Designation Upload Date  Action
» Decision lterms
(Sample) Main Main Document 031742017 Delete

> Assaciate Editor Review
Managemenl

Daocument,pdf (Required)

» Guest Editor Raview
Wanagement

> Others
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Journal Configuration — Confirm & Submit

. : Click to change notice message
£ Basic Information .
Confirm & Submit /
> Journal Information

> Service Type Enter notice message for the

_ “confirm & submit” step Second language option for the same item
> Journal Options
> Job Titles Author Checklist Items
Created Order Item Action

> Divisions (Sections)

Confirm that this paper has been submitted solely to this journal and is

1 v not pubhsheq&n press, or submitted elsewhere. Delete
> Editor-in-Chief
> Associate Editor | have prepared this paper in accordance with the style and format
5 EUESETGE 5 | requirements of this journal. i
> Reviewer Pool Member Empty ™M
> Manager

" Second Language

[ submission

I

o Create a New Item * Author checklist item
> Submission Tracks
> Manuscript Types
> Basic Information Author checklist item (Second Language)

> Author Information

> Cover Letter

. Create & Save ©
> Preferred Reviewers

This is the setting for the last step of
the author’s submission. If you do not
want to receive the author checklist
as a file in the previous file upload
step, you can set it here.

You can create and arrange the items
that the author should check and
confirm, and you can modify the
checklist items in multiple languages

(eg. English/Spanish).
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Journal Configuration — Peer Review

#& Journal Home / Journal Configuration

|
Peer Review

> Journal Information

> Service Type Select a peer review scheme

> Journal Options
> Job Titles

> Divisions (Sections)

(l Editorial Members v

> Editor-in-Chief

Double blind x v

O Double blind: Names of Reviewers and Authors are not revealed to each other
@ sSingle blind: Names of Reviewers are not revealed to Authors

© Open peer review: Names of Authors and Reviewers are revealed to each other

* Inthe Peer Review menu, you can set the information disclosure between the reviewers and the

authors.

* The default is Double Blind.
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Journal Configuration — Review Items

# Journal Home / Journal Configuration

£ Basic Information v

» Journal Information

> Service Type
» Journal Options
> Job Titles

> Divisions (Sections)

Wl Editorial Members w

» Editor-in-Chief

> Associate Editor

» Guest Editor

> Reviewer Pool Member

> Manager

> Submission Tracks
> Manuscript Types
> Basic Information
> Author Information
> Cover Letter

> Preferred Reviewers
» Files Upload

> Confirm & Subrnit

> Submission Fee

> Peer Review
» Review Items
> Decision Items

> Associate Editor Review

Review [tems  sevewen

Review Items Created

Create a New Review Item

Order Item

1 v Clarity

2 T Significance

3 Qriginality

4 v Quality

5 r Language

65 r Relevance

- . Reviewer's
Familiarity

Review Item (e.g. Originality)

Evaluation Level

Evaluation Level

Excellent, Good, Average, Weak,
Foor

Excellent, Good, Average, Weak,
Foor

Excellent, Good, Average, Weak,
Poor

Excellent, Good, Average, Weak,
Foor

Excellent, Good, Average, Weak,
Foor

Excellent, Good, Average, Weak,
Foor

High, Medium, Low

Visible to

author Action
(] Delete
o Delete
0 Delete
[s] Delete
o Delete
o Delete
b Delete

5 levels (Poor, Weak, Average, Good, Excellent)

Visible to author

es

Create & Save ©@

This menu allows you to create
and manage review items for a
reviewer.

The review items can be set to
level5, level 4, level 3, and level 2
and specific items can be set to
be invisible to the author (Visible
to author button).

The review comment box for the
author is provided by default and
does not appear as a separate

setting.
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Journal Configuration — Review Items

» Preferred Reviewers
» Files Upload
» Confirm & Submit

» Submission Fee

Review

» Peer Review
> Review Itermns
» Decision Items

» Associate Editor Review
Management

» Guest Editor Review
Management

> Others

& Publication

I

» Files Needed

Camera-Ready Paper

Galley Proof

Publication Fee

Digital Library

3= Parameters

I

» Term
» Period

» Count

» Cover Image
» Service Main Image

» Dashboard

Create a New Review Item Review ltem [e.g. Originality)

Evaluation Level

5 levels (Poor, Weak, Average, Good, Excellent)

Visible to author

¥es
Review Decision Iltems
Created (for Reviewer)
Order Item
LI Strong Reject
2o Reject
3 - Marginal
4 - Accept
5 v Strong Accept
Create a New Review Review Decision Item
Decision Item
Decision Type
Arcepl

Decision Type

® Reject

@ Reject

@ Major Revision Required

@ Accept

@ Accept

Create & Save @

Action

Delete

Delete

Create & Save ©@

Also, you can create and manage
decision items (Accept, Reject, etc.) for
reviewers.

For free journals, you can not create
"Revision Required ', or’ Minor

Revision Required’ items.
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Journal Configuration — Decision Items

# Journal Home / Journal Configuration

* This menu allows you to create

¥ Basic Information

DECiSion |tem5 (Editor-in-Chief, Guest Editor, Associate Editor) a nd ma nage ItemS Where the

> Journal Information

> Service Type Decision Items Created

(for Editor-in-Chief, Guest e reent editor-in-chief, associate editor,
> Journal Options Editor or Associate Editor) Order Item Decision Type & Action
Track Track
> Job Titles H H
. - o hccept . “ and guest editor can make a final
> Divisions (sections) T
Revision @ Major Revision . e .
M Editorial Members v 2 Requested Required “ v pelete deC|S|0n n that Stage.
> Editor-in-Chief 3 v Reject ® Reject £ 2 . . . T
* If the decision type is Accept, it is
> Associate Editor
i @ One or more number of decision items can be created with any name, while decision type should be N . . ey o
> Guest Editor
set to the one of "Accept”, "Major Revision Required", "Minor Revision Required", and "Rejected". Each the f' na | SU bm |SS | On Sta ge. |f |t |S
> Reviewer Pool Member decision type will determine the e-mail content of review results sent to authors as well as the review
process. . . - .
> Manager Major/Minor Revision Required

type, it is a resubmission stage. If

> Submission Tracks

> Manuscript Types Decision Type it is Reject, the final publication is

> Basic Information

Accept v ‘

> Author Information rejected.

> Cover Letter Create & Save ©

> Preferred Reviewers

> Files Upload

> Confirm & Submit
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Journal Configuration — Associate Editor Review Management

@ Journal Home / Journal Configuration

> Journal Information
> Service Type

> Journal Options

> Job Titles

> Divisions (Sections)

(W Editorial Members v

> Editor-in-Chief

> Associate Editor

> Guest Editor

> Reviewer Pool Member

> Manager

> Submission Tracks

> Manuscript Types

Decision items Associate
Editor can recommend to
Editor-in-Chief

Do you want to allow final
decision by Associate Editor
on behalf of Editor-in-Chief?

Decision items Associate
Editor can judge decision

» ¥ Accept
= ¥ Revision Requested
» ¥ Reject

Associate Editor Review Management

/ Recommend to editor-in-chief

Allow the associate editor to make the final decision without

/ reporting it to the editor-in-chief

Yes

If you check 'Yes', Associate Editor can recommend review results to Editor-in-Chief or judge
(accept/revise and resubmit/reject) manuscript by him/herself.

» ¥ Accept
» ¥ Revision Requested
» ¥ Reject

The associate editor makes the final decision

/ without reporting it to the editor-in-chief

* This menu is for setting the authority of the associate editor when the Associate Editor system is activated.

* For some journals, the associate editor is supposed to report to the editor-in-chief for the final decision (in which

case the associate editors will recommend their opinion to the editor-in-chief ).

* For some journals, the associate editor can make the final decision.

* For some journals, the associate editor is allowed to choose “Self Judgement™ / "Report to editor-in-chief *. 24 /59



Journal Configuration — Others

@& Journal Home

Journal Configuration

£ Basic Information

Others

> Journal Information

Do you want to assign

> Service Type Yes
Reviewer to the revised
> Journal Options manuscripts review
automatically? If you check 'Yes', the Reviewer who reviewed the previous version of manuscript and sent his/her review
> Job Titles result will be automatically assigned to the revised manuscripts review as {0}.

> Divisions (Sections)

Do you want to add Reviewer e

- who have completed a
@ Editorial Members = review into the reviewer

pool? If you check 'Yes', the Reviewer who completed review will be added to reviewer pool automatically.

> Editor-in-Chief

> Associate Editor

In this menu, you can change other settings related to review management.
The first item is an option for automatic review of revised manuscripts for ‘Revision Required’

decisions.

The second item adds reviewers who have competed a review into the reviewer pool automatically.
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Journal Configuration — Files needed

# Journal Hame [ Jaurnal Configuration

& Basic Information ~ )
_ Files Needed

* In this menu, you can upload a

Camera-Ready Paper Template and

+ |ournal Informaticn

Servica Ty, Camera-Ready Paper + Add & Upload . .
coe Template ‘ a Copyright Form in the process of
» |ournal options
. The maximum file size for uploads: 20 MB
» Job Titles File types zllowed: pdf, doe, docx, Zip, tar, gzip, tiff, eps, hwp pu b I |S h | ng a pa per.

» Divisions (Sections)

e Copyright Form + ¢ 1 Upond so that authors can upload their
» Assoclate Editar
» Guest Editar The raximum file size for uploacds: 20 MB own flles by referrlng to the form

File Lypes zllowed: pdf, doc, docx, zip, tar, gzip, tiff, eps, hwp

-

Reviewer Pool Member

e @ The uploaded copyright form URL This is a required upload for a
[ submission o
) ) manager.
» Submission Tracks Preview Manuscript acceptance e-mail to be sent to Authar
> Manuscript Types To i

Basic Infarmation

o

: From  Editor-in-Chiefl (or Guest Editor
Author Information iLor-i {ar Gu itor)

e

w

Cover Letter ;
€C  Associate Editor, Manager

w

Preferred Reviewers
Files Upload Bady D:ar

Confirm & Submit Cengratulations! We are pleased to infarm your manuscript review result submitted 1o Journal of Asi
an Economics and Palitics (Demal.

w

o

submission Fee

w

Qe panuseript Track

B Review - Special Issua Tith
Division Title
E (TR Manuscript D ]
» Peer Review i
AN panuseript Titde
» Review [tems Author(s):

[y AL RN Gl Corresponding Author Name
» Dedision ltems Affilianion of Corresponding Author: (Sl na i S g G

. ) . Date of Manuscript Submission: (UTC)
» Assaciate Editor Review
Management Overall revisw result:

» Guest Editor Review : ; . ;
The second half of this email contains impanant review comments that you must fallow Lo ensure s

Managemenl uccessful publication of your paper, and you can alsa find thern in the following online system,
» Others

bleating L e T e
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Journal Configuration — Camera-Ready Paper

#& Journal Home / Journal Configuration

* In this menu, you can set the notice

# Basic Information Click to change notice message
+ Journal Infermation Camera-Readly Paper message and information items that
) : Enter notice message for Empty H
Senice Type comermrondy e authors must provide when they
> Journal Options
> IOIDIT.itleS I t:::;ttl:::r;::;;.n‘:::::e : : Ez;l"l;:ga-hieady Paper (Required) S u b m it a fi n a I pa pe r'
» Divisions (Sections) when they submit a camera- _—
ready paper « ¥ Biography

il Editorial Members v

> Editor-in-Chief Preview author's Camera-ready Paper Submission

» Associate Editor

» Guest Editor

> Reviewer Paol Member Camepaieadyianzinal

» Manager

File Name File Designation Upload Date Action
3 submission

I

Camera-Ready Paper

. 02A17/2017 Delete
(Required)

camera_ready_sample.pdf

v

Submission Tracks

-

Manuscript Types copyright_sample pdf Copyright (Required) 021772017 Delete

w

Basic Information

Author Information

-

Cover Letter

w

Preferred Reviewers ) o
Submit Camera-ready Paper

~

Files Upload

Confirm & Submit '| + Add & Upload

Submission Fee

-

The maximum file size for uploads: 20 MBytes

File types allowed: doc, docx, hwp, pdf, zip, tar, gzip
Review v

» Peer Review
» Review Items
» Decision Items

> Associate Editor Review
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Journal Configuration — Digital Library

A Journal Home / Journal Configuration

$£# Basic Information v . .
B .oy

> Journal Information

> Service Type Does your journal publish Yes
papers as open access and
> Journal Options want to manage an
additional digital library at [® The URL of your journal's digital library will be set to:
> Job Titles ManuscriptLink domain? https://www.manuscriptlink.com/journals/jaep/digitalLibrary

> Divisions (Sections)

il Editorial Members v

* Inthis menu, you can set whether to operate a digital library for Open Access journals
* The Digital Library is available only with the ManuscriptLink Premium service. When you upload a

published paper, it displays a list of papers in the form of a library that is available online.
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ournal Configuration — Digital Library

# Journal Home

Digital Library

Vol.1 No.1, 2016

India’s Inflation-Demand-Pull or Cost-Push

* The above screen is an example of a

Title  India's Inflation-Demand-Pull or Cost-Push £

digital library, digital library option

Author(s)
Keywords

Access Paper
Abstract

Article Statistics

Daniel Wilson *, Xiaoging Gong , Zheng Bao

applied. The details of the paper are

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla vehicula tortor a augue facilisis, non euismod lacus molestie. Phasellus consectetur eu magna e ava i I a b | e fo r a Cce S S fro m a nyw h e r-e
tullamcorper. Sed gravida vel ligula ut ultrices. Nulla et convallis quam. Aliquam sed est id urna elementum congue. Vestibulum ut dui tristique, faucibus nisl

sed, faucibus est. Phasellus mi magna, fringilla a consectetur non, molestie eget eros. Duis rutrum tellus convallis est iaculis, sit amet blandit libero efficitur. In . . .
eu posuere nisl. Sed eget pretium dolor, eu aliquet ante. Fusce convallis consectetur convallis. Sed imperdiet eros nibh, ullamcorper faucibus augue vulputate N t h e wo I"| d Wi t h ou t I Ogl n.
eu. Etiam diam neque, aliquet in mollis in, ultricies id turpis. Ut nec ipsum eu lectus ullamcorper tristique. Pellentesque varius dolor sit amet tortor vehicula, v

el lobortis justo tincidunt. In convallis odio aliquam, ullamcorper libero vel, consequat sem. Aenean sollicitudin lectus non ullamcorper iaculis. Fusce vel justo ° I | h 1 1 h
risus. Sed congue elementum molestie. Cras imperdiet in augue non iaculis. Nullam commodo, arcu ac suscipit laoreet, quam orci mollis massa, ut laoreet lib t a SO s OWS StatISt I CS O n t e
ero est eleifend elit. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae; Maecenas a purus luctus, placerat odio a, molestie . .
ex. Aenean ornare nisl porta, gravida mi non, consectetur sem. Integer eget dignissim ante. Donec pellentesque lacus ut euismod cursus. Ut lacinia leo molest n u m be r Of V|eWS a n d fl | e d OW n I Oa d S .
ie elit lobortis eleifend. Mauris et enim eget dolor rhoncus eleifend quis sit amet leo. Vestibulum at orci vitae nunc hendrerit mollis volutpat quis est. In placer

at vulputate tortor sit amet aliquam. Nulla suscipit venenatis quam id facilisis. Ut diam nisl, tristique vel dolor ut, commodo posuere augue. Phasellus vulputa

te accumsan lectus, sit amet ullamcorper augue laoreet ac. Sed mi metus, imperdiet eleifend euismod vel, ornare vel magna. Aliquam eu lorem felis. Morbi or

nare sem eu neque euismod, nec rhoncus urna molestie. Etiam tempus nisi at aliquet feugiat. Nam suscipit, risus quis commodo mattis, eros enim sagittis ne

que, vehicula bibendum sem ipsum non arcu. Praesent varius convallis lobortis. Sed venenatis fermentum lorem, at aliquet augue. Maecenas aliquet sollicitu

din turpis eu interdum. Duis faucibus arcu non diam vehicula interdum.

o
3 _ e
20—
1
0
04/14/2016 05/13/2016 02/17/2017
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A Journal Home

Journal Configuration— Term

£ Basic Information

> Journal Information
> Service Type

> Journal Options

> Job Titles

> Divisions (Sections)

(B Editorial Members v

> Editor-in-Chief

> Associate Editor

> Guest Editor

> Reviewer Pool Member

> Manager

[ Submission

I

> Submission Tracks
> Manuscript Types

> Basic Information

> Author Information
> Cover Letter

> Preferred Reviewers
> Files Upload

> Confirm & Submit

> Submission Fee

Journal Configuration

Term

Items

Max Response Waiting
Term for Review Process
Request (to Associate
Editor)

Term for Reviewing a
Manuscript

Notification Term Prior to
Review Due Date

Max Response Waiting
Term for Review Invitation

Term for Submitting a
Revised Manuscript (Major
Revision Required)

Term for Submitting a
Revised Manuscript (Minor
Revision Required)

Notification Term Prior to
the due date of Revised
Manuscript Submission

Term for Completing a
Camera-ready Submission

Notification Term Prior to
the due date of Camera-
ready Version Submission

R

> Peer Review
> Review Items
> Decision Items

> Associate Editor Review
Management

> Guest Editor Review
Management

> Others

Publication v

Items

Term for Reviewing a
Manuscript (Fast)

Notification Term Prior to
Review Due Date (Fast)

Max Response Waiting
Term for Review Invitation
(Fast)

Term for Submitting a
Revised Manuscript (Fast)

* In this menu, you can set various
terms in the submission/ review

process (eg, term for reviewing,

Parameter Setting

Editor-in-Chief request to Associate Editor for managing review process for a submitted manuscript is
cancelled if there is no response from him/her within 7 days.

terms for final submission, etc.).

* For fast and urgent track types, you

When a review task is assigned to a Reviewer, the review task is requested to be completed by within 6
weeks.

can set a different term different

A notification email is sent to a Reviewer before 7 days prior to the review due date.
from the normal track.

Review invitation to a Reviewer is cancelled if there is no response from him/her within 7 days

Author(s) are required to revise and submit their manuscript within 30 days since it is requested.

A notification email is sent to Author(s) before 7 days prior to the due date of revised manuscript
submission

Author(s) are required to complete to submit their camera-ready manuscript version within 15 days
since it is requested.

A notification email is sent to Author(s) before & days prior to the due date of camera-ready version
submission

Parameter Setting

When a review task is assigned to a Reviewer, the review task is requested to be completed by within 6
weeks.

A notification email is sent to a Reviewer before 4 days prior to the review due date.

Review invitation to a Reviewer is cancelled if there is no response from him/her within 4 days

Author(s) are required to revise and submit their manuscript within 0 days since it is requested.
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Journal Configuration — Period

@& Journal Home / Journal Configuration

£+ Basic Information v .
@ soscromaion QRN

> Journal Information

> Service Type

> Journal Options Items Parameter Setting

> Job Titles Review Process Re-request  Emails urging to response to review process re-request are periodically sent to to Associate Editor every
(to Associate Editor) Period 2 days if there is no response from Associate Editor.
> Divisions (Sections)

Review Re-invitation Period  Emails urging to response to review invitation are periodically sent to a Reviewer every 2 days if there
() Editorial Members v is no response from the Reviewer.

T . Notification Period about Emails urging to complete to review a manuscript assigned to a Reviewer are periodically sentto to a
> Editor-in-Chief ) . . . . .
Review Due Date Pass Reviewer every 3 days if no review results are submitted from the Reviewer.
> Associate Editor
Notification Period about Ernails urging to complete to submit a revised manuscript are periodically sent to to Author(s) every 3
> Guest Editor Due Date Pass of Revised days if no revised manuscript is submitted from the Author(s).

Manuscript Submission
> Reviewer Pool Member
Notification Period about Emails urging to complete to submit a camera-ready version are periodically sent to to Author(s) every 3
Due Date Pass of Camera- days if no camera-ready version is submitted from the Author(s).

ready Version Submission

Galley Proof Check Period Emails urging to response to check galley proof and response to Manager are periodically sent to to
s Submission Tracks Author(s) every 3 days if there is no response from Author(s).

> Manager

> Manuscript Types
> Basic Information

s Anthor Informatinn

* In this menu, you can set up various periods in the submission/review process (eg, re-invitation

email period, notification period about review due date pass, etc.).
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Journal Configuration — Count

# Journal Home / Journal Configuration

£ Basic Information

> Journal Information

> Service Type

> Journal Options Items Parameter Setting

> Job Titles Required Count of Review Results  This configuration requests editors to aggregate at least 3 review results from Reviewer (Default:
0). Additionally, a notification email will be sent to editors to notify them of the enough review

> Divisions (Sections) result aggregation when the configured numbers of review results are aggregated (Please note

that, in the recirculation stage, this count number will be deducted by the number of 'Accept’ type

@ Editorial Members > decisions in the previous review stage).

> Editor-in-Chief

> Associate Editor

* In this menu, you can set the number of review results that are required when the editor-in-chief /
associate editor/guest editor makes a decision in the round.
* Eg)Whenitissetto?2
e Original (It is set to 2, so 2 review results are required)
* Reviewerl: Accept publication
* Reviewer2: Resubmission after revision
* Revision #1 (Reviewerl accepted in the previous round, so 1 review result is required)
* Reviewer2: Accept publication

*  Forare-review paper, if there is an "Accept’ result in the previous round, this number is deducted.32 /59



Journal Configuration — Cover Image

A Journal Home / Journal Configuration

£ Basic Information

Cover Image

> Journal Information

> Service Type Current Journal Cover Image

> Journal Options
> Job Titles

> Divisions (Sections)

(W Editorial Members v

> Editor-in-Chief

> Associate Editor

Upload and Change

> Guest Editor
Journal Cover Image + Select an Image

> Reviewer Pool Member JPG, JPEG, GIF or PNG (max size: 2MB)

> Manager

[ submission

I

> Submission Tracks

* In this menu, you can upload and set the cover image to be displayed on the journal login screen.

* You can set the appropriate picture by selecting the image and then cropping it.
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Journal Configuration — Service Main Image

A Journal Home / Journal Configuration

ce Ma
Service Main Image

> Journal Information

> Service Type Current Service Main Image

> Journal Options
> Job Titles

> Divisions (Sections)

(W Editorial Members v

> Editor-in-Chief
> Associate Editor

> Guest Editor

> Reviewer Pool Member

> Manager Change Service Main Image \ Stones X

> Submission Tracks

* In this menu, you can set the background to be displayed on the journal main screen.
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Journal Configuration — Dashboard

# Journal Hume ¢ Jowmal Configuration

O Basic Information

» Journal Information
» Service Type

» Journal Options

» Job Titles

» Divisions {Seclions)

W Editorial Members v

» Editor-in-Chief

» Associate Editar

* Guest Editor

» Reviewer Pool Member

» Manager

[ submissicn -

» submission Tracks
» Manuscript Types

» Baslc Infermation

» #Author Information
» Cover Lettar

» Preferred Reviewers
» Files Upload

» Confirm & Submit

» Submission Fea

» Peer Review
» Revlew lems
» Diclslon Items

» Assoriate Editor Review
Managerment

» Guest Editor Revlew
fanagernent

» Others

& Publication -

» Files Meeded

Dashboard

Dashboard ltems

Preview

Crdear
1

FI
3 r
4 v
s v
& v
7 v
3

g

0o

Iterm

Wanuscripts inyour charge

Submissinn statistics tahle

Canfirmation statistics table

Manuscripts submissions line chart

Manuscripts conflirmations line chart

Manuscripts published Fne chart

Accepts ine chart

Rejects line chart

authar countries pie chart

Keviewer countries pie chart

Manuscripls in your charge

Submizsion statstcs table

Action

DISABLE

DISAELE

DIZAELE

DISABLE

DISABLE

DISABLE

DISABLE

DISARLE

DISAELE

DISABLE

The Dashboard is a journal
summary screen that can be
viewed only by the editor-in-
chief/manager. When the editor-
in-chief/manager logs in, the
dashboard screen is displayed first,
unlike for other general users.

In this menu, you can set the
dashboard used by editor-in-chief /
manager.

If certain statistics/ information do
not need to appear in the
dashboard, you can deactivate
them.

You can also adjust the dashboard

widget order.
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Additional Menus for Manager



Journal Statistics

#& Journal Home / Journal Statistics

Ll General Statistics v

> Submission History

> Submission History by
Track or Division

> Confirmation History by
Track or Division

> Accept and Publishing
History

> Author Countries

» Reviewer Countries
Ll Authors Statistics v

> Authors
» Corresponding Authors
> First Authors

> Corresponding and First
Authors

|l Review Statistics v

» Associate Editors

» Reviewers - Invitation

> Reviewers - Assignment
> Review Period

> Review Management
Period

Submission History

Number of Manuscripts

Number of Manuscripts

Original Manuscript Submissions
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Manager's Confirms

The Journal Statistics menu allows
you to view various statistics for
the manuscript.

These statistic items will continue
to be added in the future. For
specific statistical data tailored to
the journal, please contact

support@manuscriptlink.com and

we will provide statistical
information based on the data we

have.
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Account Management

Q@ User List of JAEP

= About Journal = Manager B Reviewer & Author & My Profile
Search bar for user search
# Journal Home / Manager / Account Management
20~ Enter to search
Username (Email) - Degree Name Institution Country Action
demo.user** . : .
. Ph.0. Baharum Tsolmon Division af Social Work Germany Edit
@**nuscriptlink.com
e "
dem:r.us.e Ph.D Jacob Thomas Guardian Scholars Program United States Edit
@**nuscriptlink.com
HE .
demo.use Fh.D. Ethan Martin Academic Technology Services United States Edit
@**nuscriptlink.com
demo.use** ) . . ) . . Edi
. intlink Fh.D. Al Kumar Business & Administrative Services India It 3 R .
@**nuscriptlink.com User information edit
d - button
emo.use Ph.D. sofia Garcia Center for Economic Education Italy Edit
@**nuscriptlink.com
e -
demo.use Ph.D. Daniel Wilson Center for Teacher Quality United States
@**nuscriptlink.com
demo.use** Fh.D Xiaoging Gon Civil Engineering Tech China Edit
@**nuscriptlink.com o qing ong a &
demo.use™* Ph.D Isabella White College of Continuing Education Uniited Kingdom Edit
@**nuscriptlink.com o 8 & 8
demo.use™* Ph.D Donghyun Kim Daehan University Korea, Republic of Edit
@**nuscriptlink.com o Eny - HEp
i r
demo.use Ph.D. Zheng Bao General Education Society China Edit

@**nuscriptlink.com

1-10/10

¢ ’ g

* The Account Management menu allows you to edit account information for the manuscript

submitter/ reviewer or members (manager, editor-in-chief, associate editor, reviewer).
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Account Manageme

© User List of JAEP

# Journal Home

20~

Manager

Username (Email)

demo.user**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

demo.use**
@**nuscriptlink.com

Account Management

. Degree

Ph.D.

Ph.D.

Ph.D.

Fh.D.

Ph.D.

Ph.D.

Ph.D.

Ph.D.

Fh.D.

Ph.D.

Name

Baharum Tsolmon

Jacob Thomas

Ethan Martin

Al Kumar

Sofia Garcia

Daniel Wilson

Xiaoging Gong

Isabella White

Danghyun Kim

Zheng Bao

= About Journal

= Manager

Institution

Division of Social Work

Guardian Scholars Program

Academic Technology Services

Business & Administrative Services

Center for Economic Education

Center for Teacher Quality

Civil Engineering Tech

College of Continuing Education

Daehan University

General Education Society

B Revi & Auth & My Profil
e e yFErele - Search bar for user search
[ to rek
Country Action
Germany Edit
United States Edit
United states i User information edit button
India Edit
Iealy

United States

China

United Kingdom

Korea, Republic of

China

Edit

Edit

Edit

Edit

Edit

T-10710

&

‘ ’ ”

® IN principie, tne user iIntormation snoula pe eaitea py sala user, put In a case wnere tnere is a

request due to a user's special circumstances or rapid manuscript management, the manager can

directly modify the information.

* After searching the user, click the "User information edit button™ and the following screen will

appear.
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Account Management

& User List of JAEP

# Journal Home / Manager / Account Management

< GoBack

= EEEE T e Personal Information
Information

Email

demo.user**@**nuscriptlink.com

First Name*

= About Journal = Manager B Reviewer & Author & My Profile

Signup Date
10/03/2014

Last Name *

Baharum Tsolmon
Institution * Salutation *

Division of Social Work | Prof. A |
Country * Degree *

Germany X v ‘ | Ph.D. A |
Phone Mobile

+1 646 580 6284

010-1234-5678

Save Changes

After the changing basic information, except login ID (email) and password, click the Save Changes

button to save the information.
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Special Issue/Section Management

© User List of JAEP

A Journal Home / Manager / Special Issue/Section Management

Special Issue/Section Management

Special Issue/Section Managed

s
Title *

1 Special Issue

Guest
Editor

Ethan
Martin

= About Journal
Submission Submission

Date From Date To
05/31/2015 05/31/2025

= Manager & Reviewer & Author & My Profile
Creation Status Action
Date
Edit
11/07/2014 Opened
Close

1-1/1

« < -> »

O You can assign a special issue/section to Guest Editor at the following page: Guest Editor

Create a Special
Issue/Section

Submission Date From

02/16/2017

Submission Date To

02/16/2017

Create & Save ©

Special Issue/Section Title

For paid services, you can create a
Special Issue/Section and assign a
guest editor to submit.

In order to create a Special
Issue/Section, enter the title,
submission date from, and submission
date to, then click the Create & Save
button.

Once the Special Issue / Section
manuscript is passed the submission
date, the status is automatically
changed to 'Closed' so it can no longer

be submitted.
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Special Issue/Section Management

@ Usér List o |AEF = About Journal = Manager @ Reviewer & Author & My Profile

Special Issue/Section Management

Special Issue/Section { kpecial 1ssue
Title .

Submission Date From | 05/31/2015

submission Date To | 05/31/2025

* Click the Edit button to modify the Special Issue/Section.

- . . . 42 /59
* After editing the title and submission date, you can click Save or Delete. /



Special Issue/Section Management

G User List of JAEP = About Journal = Manager

# Journal Home / Manager / Special Issue/Section Management

Special Issue/Section Management

Special Issue/Section Managed

EM
Guest auditor assign link
Title A Guest Submission Submission Creation
Editor Date From Date To Date
. Ethan
1 Special Issue Y 05/31/2015 05/31/2025 11/07/2014

B Reviewer & Author

Status Action
Edit
Opened
Close

1-1/1

O You can assign a special issue/section to Guest Editor at the following page: Guest Editor

Create a Special Special Issue/Section Title
Issue/Section

Submission Date From

02/16/2017 [

Submission Date To

02/16/2017 ]

Create & Save ©

To assign a guest editor to the Special Issue/Section you created, click on Guest Editor in the

“Created and Saved Special Issue/Section' page. (N/A is not assigned, the name of the guest editor

« < - > »

appears if assigned.) Go to the journal setting screen and assign a guest editor.

& My Profile
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Special Issue/Section Management

@ User List of JAEP

# Journal Home

Journal Configuration

€ Basic Information v .
| 0 sscromaon - S

> Journal Information

> Service Type

Selected Guest
Editor(s)

> Journal Options

> Job Titles

> Divisions (Sections)

@ Editorial Members v

> Editor-in-Chief

> Associate Editor

> Guest Editor

> Board Member

> Manager

[} submission v

> Submission Tracks

1) Select a New
Guest Editor

= About Journal = Manager Reviewer & Author & My Profile

Assign the Special Issue/Section to the registered guest editor

10 ~ Enter to search
5pecIaI. ) bl Degree Name Institution Action
; Academic
Special Issue
BP demo.usery... Ph.D. Prof: E(.h o Technology Delete
Martin A
Services
© You can create and remove a special issue/section at the following page: Special Issue/Section 1) Sea rch ba r fOf selecting a guest ed itor

Management

2) Create guest editor account if no result found

> Manuscript Types fr°':;s':_g:j::red @ You can find a user registered (o this system by entering an email, name or institution in the above input
ield.
> Basic Information fleld
> Author Information
or
> Cover Letter
S Proferrad REVIOWErs 2) Select a New Email First Name Last Name
Guest Editor
> Files Upload after Creating
His/Her Account
> Confirm & Submit Institution Degree
> Submission Fee | Ph.o. v|
J Salutation
8 Review b Department :
| prof. - |
> Peer Review

First, register the guest editor by searching or creating an account.

Assign Special Issue/Section to the registered guest editor.

A guest editor can handle multiple Special Issues / Sections.

Also, multiple guest editors can be responsible one Special Issues/Section.
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Change Persons in Charge

S LEL T ek = About Journal = Manager Reviewer & Author & My Profile

Select a role

# journal Home / Manager / Change Persons in Ch

Editor-in-Chief ~ Manager | Associate Edilor | Guest Editor

20 ~ Enter to search

Current New
1D & Manuscript Title Status Associate Associate
Editor Editor
14M-11-002 Lessons for India from Financial Liberalization Revision requested Ali Kumar Select Nev v
14M-11-003 An Analysis of Collective Action for Irrigation Management in China Revision requested Ali Kumar Select Nev v
14M-11-010 Economic and Politic Integration and Business Cycle Synchronization in Asia Revision submitted Ali Kumar | Select Nev v
Select New
14M-11-011 Predication of Korea's Economic Inflation Crisis Revision requested Ali Kumar |I50n
14M-11-012 Advancing Tacit Knowledge- Japaneses Family SMEs in Manufacturing Review results being confirmed Ali Kumar Select Nev ¥
14M-11-014 Energy Efficiency and Economic and Politic Development in Taiwan Review results being confirmed Ali Kumar Select Nev v
14M-11-015 How Effective Are Capital and Politic Controls in Asia Under review Ali Kumar Select Nev v

14M-11-016 Trade Linkages and Crisis Spillovers for Taiwan and Hongkong Under review Ali Kumar Select Nev v
14M-11-018 Ailing Higher Education System in Malaysia Under review - Select Nev v
1-9/9

. : i 2

* The Change Persons in Charge menu allows you to change the person in charge of each manuscript.
* Select the role (editor-in-chief, associate editor, manager, guest editor) tab to change, and search

the manuscript list by ID or Title. 45 /59



Change Persons in Charge

© User List of JAEP

# Journal Home

Editor-in-Chief

20 v

Manager

Manager

Change Persons in Charge

Associate Editor Guest Editar

= About Journal

= Manager

Reviewer

& Author

& My Profile

Enter to search
Current New
ID Manuscript Title Status Associate Associate
Editor Editor
14M-11-002 Lessons for India from Financial Liberalization Revision requested Ali Kumar Select Nev Se'lect new person in charge
14M-11-003 An Analysis of Collective Action for Irrigation Management in China Revision requested Ali Kumar Selgtt Nev v
14M-11-010 Economic and Politic Integration and Business Cycle Synchronization in Asia Revision submitted Ali Kumar ‘ Select Nev v
| Select New |
14M-11-011 Predication of Korea's Economic Inflation Crisis Revision requested Ali Kumar I'Son
14M-11-012 Advancing Tacit Knowledge- Japaneses Family SMEs in Manufacturing Review results being confirmed Ali Kumar Select Nev v
14M-11-014 Energy Efficiency and Economic and Politic Development in Taiwan Review results being confirmed Ali Kumar Select Nev v
14M-11-015 How Effective Are Capital and Politic Controls in Asia Under review Ali Kumar Select Nev ¥
14M-11-016 Trade Linkages and Crisis Spillovers for Taiwan and Hongkong Under review Ali Kumar Select Nev v
14M-11-018 Ailing Higher Education System in Malaysia Under review Select Ney v
1-9/9

* An email will be sent to existing person in charge and new person in charge at the time of the change.

; b =

* Check the existing person in charge of the manuscript and select a new person in charge to change
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Email Template Management

# journal Home / Manager [ Email Template Management

F-mail Templates

Subject
& To: Author

Acknawledgment of a revised manuseript submission
Returning the subimitted manuseript back

Returning the re-submitted manuscript back
Canfirmation of & new manuscr pL submission
€anfirmation of 2 revised manuscript submission

Date] Gente reminder for the manuscript update and re.

[Due Date Passed] Reminder for the manuscripl update and re-
submission

Approval of your request to extend revision deadling
Reject (o Lhe revision deadline exlension request

[Before Due Date] Gentle reminder for the camera-ready paper
submission

[Due Date Passed] Reminder for the camera-ready T subrmission

Acknawledgment of a camera-ready paper submissian

RetUrning the camera-ready paper back

Canfirmation of the submitted came

rycur galley proofs

Revision deadline has been extended for your manuscript

ation about manuscript withdrawal
& To: Editor-in-Chief
[

& To: Associate Editor
A

& To: Manager (from Manuscriptlink)

ion about a revised manuscript submission

Contents

Sublect

From

Closing Person

To

cc

Feturning the sumitted manuscript back (TN

Check CC or not Ficed

ManuscriptLink (= no-raply@manuscriptiink.com}

Manager (Ms, Sofia Garcia- £ demo.userd@manus--iuciink.com) iced
Fixed
Manager (Sofia Garcia- & demo.userd@manuscriptlink.com)

p— Editing is impossible. @

Thank yeu for submicting the followgfg manuscript to journal of Asian Fcenomics and Politics (Derm). m

EH Manuscript Track

QEE Manuscript Title
Author(sk:

Carrespanding Authar:

ffiliation of Correspanding Author:

Date of Manuscrpt submission: [ES]

Howewer, there are some pro@lems an your manuscript andsor the related information. The details of problems are as fallows:

Flease correct your manusaript according to the above mentoned comments, and again submit the corrected one to the fallowing anline magliscript submission and peser-revie
W SSIEm,

Editing is possible.

System URL

To submit the correcled manuscripl in the onling sysiem, plesse do noL open d new manuscripl submission page, but just access Lhe existing online page where you submitled L
he original manuscript.

If yau have any questian regarding your submission, please contact the journal manager.

Best regards,

s, Sofia Gareia, Journal Manager

Journal of Asian Ecenamics and Palitics (emo)
Email; dema.userd@manuscrptlinicam
Homepage: o

This email is enly for the delvery sendce.
Flease danat reply o this mall.

* The Email Template Management menu allows you to modify the email form sent from the

ManuscriptLink.

* Items that can not be edited, such as manuscript track and ID, are highlighted in dark gray.

*  Other texts can be edited with what you want.

* Also, you can uncheck the CC box to remove the automatic copy sent to yourself.
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Email Template Management

# Journal Homa / Man:

r | Email Templats Management Editing is impossible.
Update E-mail Text

E-mail Templates

Subject Contents

To submit the corrected manuseript in the online system, pleaze do not open a new m
& To: Author anuscript submission page, but just access the existing online page whers you submitt

ed the original manuscript.
Returning the submitted manuscript back 9 P

Acknowledgment of a revised manuscript submission Subject

Fixad

If rou have any question regarding your submissien, please contact the joumal manag

Returning the submitted manuscript back From ManuscriptLink (£ no-reply @manuscrip e

Returning the re-submitted manuscript back Closing Person Manager (Ms. Sofia Garcia- £ demo.userfill: FEEEEPICES Fixed
bmission To [ suchor ] : ' Fixedd

[Mote] Insertion of a new HTML tags (e.q., <A href=__=) may bring a problem out.

Confirmation of a new manuscrip

Confirmation of a revised manuscript submission € v Manager (Sofia Garcia- B2 demo, usel o Cangel
B ue Date] Gentle reminder for the manuscript update and re- Text IR Author Name 3

submission

t to Default

Thank you for submitting the following manuscript to Journal of Asian Economics and Politics (Demol).

[Dwe Date Fassed] Reminder for the manuscript update and re-
submission Track
.
Approval of your request to extend revision deadline Title:
Author(s):
Reject Lo the revision deadline extension request Corresponding Author: (ST T
Affiliation of Corresponding Authar:

[Before Due Date] Gentle reminder far the camera-ready paper Dare of Manuscript Submission: @ELIERERIELTY (LUTC)
submission
However, there are some problems on your manuscript andfor the related information. The derails of prablems are a5 fallows:
[Dwe Date Passed] Reminder for the camera-ready paper submission
Acknawledgment of a camera-ready paper submission Flease correct your manuscript according to the above mentioned comments, and again submit the corrected one to the following online manuscript submission and peer-revie

wsysTem.

Systam URL

To submil the correcied manuscript in the online sy:
he original manuscripl.

Relurning the camera-reaty paper back

Confirmation of the submicted camera-re

o Not ppen A new Manuscrpl submission page, but just access the existing online page where you submitied ©

Ready for yeur galley proofs
If you have any question regarding your submission, please contacl e journal manager.

Revision deadline has been extended for your manuscript
Best regards,

Natification about manuseript v

ferasl M. Sofis Garcia, Journal Manager
Journal af Asizn Fcanomics and Politics (Demo)
Email: derme.userd@manuscripllink.com

Homepase: (CTITTRITETD

& To: Editor-in-Chief

NFA

ate ====
& To: Associate Editor This email is only for the delivery service,
Nis Please do not reply 1o this mail.

& To: Manager (from ManuseriptLink)

Metifieaticn ahenr 3 ravicend mannerrint cibmicginn

*  When you click the Edit button, a screen appears allowing you to edit the email text.

* At this time, please enter plain text only since HTML tags can cause an error.

: . : . , 48 /59
* If you want to return the text to its original state, click the ‘Reset to Default’ button to reset.



Author Payment Management

& Journal Home / Journal Configuration

£ Basic Information

» Journal Information

»

service Type

» Journal Options

> |ob Titles

>

Divisions (Sections)

Ml Editorial Members v

Editor-in-Chief
Associate Editor
Guest Editor
Board Member

Manager

[ submission v

w

.

Submission Tracks
Manuscript Types
Basic Information
Author Information
Cover Letter
Preferred Reviewers
Files Upload
Confirm & submit

Submission Fee

Peer Review

Review Items

Decision Items

Azsnriate Fditnr Review

Submission Fee

Do you need Submission Fee
Payment/Invoice

Management?
@ URL of submission fee payment and invoice managerment:
https:fwenw manuscriptlink.com/journals/jaep/managerfauthorPaymentManagement

Default Term for submission when payment request email for submission is sent to author, payment is reguested 1o be completed by

Fee within 7 days.
Pricing Table @ If there is a pricing policy exactly matched to manuscript in table, it will be applied.
@ If there are many pricing pelicy exactly matches, high prierity(lower number) pricing policy
will ke applied.

@ If there is no pricing policy exactly matches, default policy will be applied.

1 Invited
Priority Role Type  Division Manuscript Track Currency Amount
1T v Default Default Default Default Default usp 3000
2 v Default Default Default Default usp 100.0
3 ¥  Default Default Default - Default usD 100.0
4 ]
Create new pricing policy @ vou can create pricing policy for specific manuscripts.
Role
- -
Type

The Author Payment Management
menu is for billing and managing
invoices for the Submission Fee /
Publication fee.

If the manuscript is linked with the
membership management system,
the author can proceed to the actual
payment when submitting the

manuscript.

49 /59



Author Payment Management - Submission Fee

#& Journal Home / Journal Configuration

£ Basic Information

> Journal Information
> Service Type

> Journal Options

» Job Titles

» Divisions (Sections)

Ml Editorial Members -

» Editor-in-Chief
» Associate Editor
» Guest Editor

» Board Member

> Manager

[ submission

I

» Submission Tracks
» Manuscript Types

» Basic Information

» Author Informatian
» Cover Letter

» Preferred Reviewers
» Files Upload

» Confirm & Submit

> Submission Fee

» Peer Review
> Review Items
» Decision Iterms

» Assnriate Fditnr Review

Submission Fee

Do you need Submission Fee
Payment/Invoice
?

Activate Submission Fee

management

Yes

Default Term for Ssubmission
Fee

Pricing Table

Create new pricing policy

B URL of submission fee payment and invoice management:
https:fweew.manuscriptlink.com/fjournalsifjasp/manager/authorPaymentManagement

When payment request email for submission is sent to Author, payment is requested to be completed by
within 7 days.

@ If there is a pricing policy exactly matched to manuscript in table, it will be applied.

@ If there are many pricing policy exactly matches, high priorityllower number) pricing policy
will be applied.

@ If there is no pricing policy exactly matches, default policy will be applied.

" Invited
Priority Role Type  Division Manuscript Track Currency Amount

1 v Default Default Default Default Default usD 300.0

2 v Default Default Default Default . usD 100.0
3 v Default Default Default - Default usD 100.0

@ ¥ou can creale pricing policy for specific manuseripts.

Role

For billing and managing the submission Fee,
click the Submission Fee in Journal
Configuration and activate the Submission
Fee.

After that, create the price based on the
pricing table.

For example, if you want to charge $300 for
a general paper, $100 for a special
manuscript, and $100 for an invited
manuscript, create a pricing policy like above.
In accordance with the price policy created
here, the price will be automatically charged

when billing.
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Author Payment Management - Submission Fee

#& |ournal Home

¥ Basic Information - o
_ Submission Fee

> Journal Information

Journal Configuration

Do you need Submission Fee
Payment/Invoice
Management?

> Service Type
> Journal Options
> Job Titles

» Divisions (Sections)

Ml Editorial Members -

» Editor-in-Chief

Default Term for Ssubmission
Fee

» Associate Editor

Pricing Table
» Guest Editor
» Board Member

> Manager

» Submission Tracks

Manuseript Types

Basic Information

Author Information

Cover Letter

Preferred Reviewers

v

Files Upload

Confirm & Submit

v

Submission Fee

» Peer Review

Create new pricing policy

> Review Items
» Decision Iterms

» Assnriate Fditnr Review

Priority

B URL of submission fee payment and invgi€e management:
hitps:fweew.manuscriptlink.com/fjournal

#laep/managerfauthorPaymentManagement

* Ifthere is a pricing policy exactly matched to
the manuscript in the table, it will be applied.
* If there are many pricing policies that are

exact matches accidentally (One charge for

When payment request emaifor submission is sent to Author, payment is requested (o be completed by

within 7 days.

O If there is a pri

Invited
Priori Rol. Divisi
bl ole Type on Manuscript
1 v | Default Default Default Default Default usp

2 v | Default Default Default Default . usD
Default Default  Default - Default usD

w
-

e

@ ¥ou can creale pricing policy for specific manuseripts.

Role

policy exactly matched to manuscript in table, it will be applied.

Track Currency Amount

the same special issue is $100, one for $150),
the higher priority (lower number) pricing

policy will be applied.

200 * If there are no pricing policy exact matches,
o the default policy will be applied.
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Author Payment Management - Submission Fee

# Journal Home / Manager / Author Payment Management

Invoice for Submission Fee nvoice for Publication Fee  Other/Completed Invaice

Table Columns Selection
v Temparary ID v D | Submitter « Manuscript Title
Status v/ Issue Date ~ Payment Due Date Payment(Canfirmation) Date
Invoice Number | Amount + Invoice Status v Payment Status v Payer
Invoice | Action
Automatically applied
1005 is applied for an invited manuscript (* k
pp pt{* mar amount
- according to the pricing table @ R
Temporary ID - D Submitter Manusgript Title Issue Date Payment Due Date Amount Invoice Status Payment Status Payer Action
Issue
1 Xiaoging Gong . N Invoice..
1096 14M-11-018 (demo.users@manuscriptink.com) Alling Higher Education System in Malaysia 100 USD [ Mot vet | —
Issue
Baharum Tsalmon Factiv S - L Invoice.
107 14M-11-015 (demo.user 1 0@manuscriptink com) How Effective Are Capital and Palitic Controls in Asia 300 USD Not Yot ot vt |
Exempt
Issue
Zheng Bao . . onomic Theore of it - ; i Invaice.
ms 14M-11-017 (demo.users@manuscriptink com) Toward an Asian Economic Theory of International Free Trading Relations 300 USD =33 =3
Exempt
Issue
Baharum Tsalmon ) R Invoice.
114 14M-11-016 (demo.user 1o@manuscriptlink.com Trade Linkages and Crisis Spillovers for Taiwan and Hongkong 300 USD Nt Yet ot vec | -

* After creating the pricing table, if you go to the Author Payment Management menu, you will see
the manuscripts that you need to charge.

* At this time, the prices are charged by default.

* The invoice can be sent automatically for a membership management linked journal.

* For other journals that need a manual issue invoice, the following screen appears when you click
the Issue Invoice button.

52 /59



Author Payment Management - Submission Fee

Invoice for Submission Fee  Invoice for Publication Fee  Other/Completed Invoice

Journal of Asian Economics and Politics (Demo)

Editing price

Invoice for Submission Fee Invoice Summary
Titte Invoice N JAEP-YEVX-779718-OFYG
Ailing High it Mal. i )
iling Higher Education System in Malaysia Rerien:
Bill to:
Prof. Xiaoging Gong (Submitter) payment 02/23/2017 &
(demo.user6@manuscriptlink.com) Due Date
Prof. Donghyun Kim * “*Submission 100.0
(demo.userB@manuscriptiink.com) Fee
e
emo.user7@manuscriptlink.com) Additional
Item 1
Amount 0.0
Additional
Item2
Amount 0.0
Additional
Item3
Amount 0.0
Currency

US Dollar (USD)

Invoice Details

The following message will be included to the email sent to Author(s). If you leave the following text box empty, the message section in the email will be completely removed.

Billing an author after
confirming the price

Invaice for Submission Fee

usD 100.00

* The fee set in the Journal Configuration screen is entered, but it can be changed.

* Journals with the automatic billing option will be charged for the fee set in the journal settings

instead of the manual billing screen above. >3 /59



Author Payment Management - Submission Fee

# Journal Home / Manager / Author Payment Management

Invoice for Submission Fee  Invoice for Publication Fee  Other/Completed Invoice

Table Columns Selection

v Temporary ID ~ I  Submitter | Manuscript Title
Status ' Issue Date | Payment Due Date Payment(Canfirmation) Date
Invoice Number v AMount | Inveice Status « Payment Status v Payer
Invoice ~ Action

Invoice Status has

changed Change status to payment complete

20~

TemporaryID  * [} Submitter Manuseript Title Issue Date Payment Due Date Invoice Status Payment Status

Xiaaqing Gang

17 * A gl ducation Systel Malaysi
1096 14M-11-018 (demo.users@manuscripdink corm) iling Higher Education System in Malaysia 100 USD = =3
hange Status 1
Baharum Tsolmon . . p
140117 wi Effective Are Capital and Palitic Controls in A 1)
1oy AM-11-015 (demo user10@manuscriptiink com How Effective Are Capital and Politic Controls in Asia 02016/2017 02232017 200 USD
Cancel Invoice
Issue
Zheng Bao e . e Bl Inwoice.
113 14M-11-017 (demo.usera@manuscriptink.com) Toward an Asian Economic Theary of International Free Trading Relations 300 USD Not et == .
xempl
Is5ue
Baharum Tsolmon - E Invoice.
" 1AM-1 7+ - Trade Linkages and Crisis Spillovers for Tamwan and Hongkong
114 AM-11-016 (derno.user10@manuscriptink com) rade Linkages and Crisis Spillovers for Taiwan and Hongkong 300 USD =3 . .
xemp

1404 < - -

* The invoice status is changed for the charged manuscript.

* In the case of membership management linked journals, the payment status also automatically
changes due to card payment.

* For those that need manager confirmation such as bank transfer, click ‘Change Status to

Completed’ button to change the payment status.
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Author Payment Management - Publication fee

£ Basic Information

> Journal Information

» Service Type
> Journal Options
> Job Titles

> Divisions (Sections)

M Editorial Members v

> Editor-in-Chief
> Associate Editor
» Guest Editor

» Board Member

> Manager

[ Ssubmission

I

> Submission Tracks
> Manuscript Types

» Basic Information

> Author Information
» Cover Letter

> Preferred Reviewers
> Files Upload

» Confirm & Submit

» Submission Fee

> Peer Review
> Review Items
» Decision Items

> Associate Editor Review
Management

Publication Fee

Publication fee payment and
invoice management

Default Term for Publication
Fee

Pricing Table

Create new pricing policy

/ Activate Publication Fee management

Yes

B Publication fee payment and invoice management URL:
https:/Awww.manuscriptlink.com/journals/jaep/manager/authorPaymentManagement

When payment reguest emall for publication is sent to Author, payment is requested to be completed by
within 7 days.

@1f there is a pricing policy exactly matched to manuscriptin Lable, itwill be applied.

@ If there are many pricing policy exactly matches, high priarity(lower number) pricing policy
will be applied.

@ 1f there is no pricing policy exactly matches, default policy will be applied.

Priority Role Type  Division M;:ﬂ:::pt Track Currency Amoumi
1 v Default Default Default Default Default usD 300

@vou can create pricing policy for specific manuscripts.

Role

- L4

Type

- -

Division

- v

Invited Manuscript

Track

Publication fee management is the
same as submission fee management.
However, since the publication fee is
different for each manuscript, such as
due to the number of pages of the
manuscript, the automatic billing
option does not exist, so you must

manually charge the author.

55 /59



Author Payment Management - Publication fee

nvoice for Submission Fee nvoice for Publication Fee | Other/Completed Invoice

Back to List

i~

Manuscript
ion

Journal of Asian Economics and Politics (Demo)

Set additional charge items

iE  Invoice Details

Invoice for Publication Fee Invoice Summary
Title: Ineoi EP-FDGL S83E2 KLIL
An Empirical Analysis of Scale and Distribution of Hidden Household Income in Asia ’\"‘:"’:i’i IN_JAEP-FDGL U
.
Bill to:
Prof. Daniel Wilson (Submitter} * Payment oz2arh7 =]
(demo.users@manuse Due Date

*Publication

Fee

;:l:::‘:““a' Additional Page (5p)
Amaunt 100

Additional

Item 2

Amount 00

Additional

Item3

Amount 00

Currency US Dollar (USD}

Invoice Details

The follewing message will be included Lo the email sent to Author(s). If you leave the fol lowing text box empty, the message section in the email will be completely removed.

* Publication fee management is the same as submission fee management.
* However, since the publication fee is different for each manuscript, such as due to the number of
pages in the manuscript, the automatic billing option does not exist, so you must manually charge

the author.
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Manuscript Information Overview

# Journal Home / Manager / Manuscript Information Qverview

1. Please select manuscript statuses you want to see.

Status Selection

v Submitted v Associate Editor being selected Review results being confirmed v Under review /| Revision requested
~ Revision submitted v Accepted Camera ready paper submitted Galley proof uploaded Published
Rejected withdrawn

1B save checked items

2. Click button below ta search/refresh result iplease wait until the downloading is completed. If there are tao many manuscripts in the result, the downloading process might take several minutes |

2 View / Refresh

Set default for manuscript
status you want to see

* The Manuscript Information Overview allows you to view all manuscripts submitted to the journal.

* Select the manuscript status you want to see at No. 1.

* If you click the ‘Save checked items’ button, you can save the manuscript status you frequently
look up (For example: all but the withdrawn) and use it next time.

* Click the View/Refresh button to search the entire paper at No. 2.
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Manuscript Information Overview

2. Click button below to search/refresh result jpiease wait until the downioading is completed. If there are too many manuscripts in the result, the downlaading process might take several minutes. )

= View / Refresh

3. Please select columns you want to see.

O Table Calumns Selection

) Temporary ID 1D ) Division 15t-Order Authar T5t-Order Authar Country
O submirter ¥ author & Authar e-mail Aurhar Phane Number # author Institution
@ version 0 subrmission Track O Type # Title = submission Date (Original Version)
¥ submissicn Date (Current Version) ¥ Confirmatien Date (Current Version) U submission/Confirmation Date ) Decision Date Acceptance Date
1 Changes to"Published” Date ¥ Reviewer name ) Reviewer e-mail ) Reviewer Phone Number # Review Result
) Recommendation by Assaciate Editor/Guest Cditar ¥ Decision ) Editor-in-Chisf  Manager # assaciate Editor
) Guest editer W status
Search the manuscript B save checked ftems
20 ~ @ Enter to search
Tm
D Author Author Institution Version Title submissien Date Confirmation Date Reviewer name Review Decision Assoclate status
(Current Version) (Current Version) Result Editor
14M-11 1. Donghyun Kim (Corresponding Author) 1. Dashan University Original * Ailing Higher Education Syster in Malaysia 1140742014 [Original] [Original) [Original] Under review
08
2. Xiaeqing Gong (Submitter) 2. Civil Engineering Tech
3. Isabella White 3. College of Continuing,
Education
1aM-11- 1. Daniel Wilson (Submitter, 1. Center for Teacher Revision#1  An Analysis of Collective Actien for Irrigation Management in China [Original] [Original) [Original) Al Kumar Revision requested
o003 Correspanding Author) Quality 1. Xiznging Geng (Civl Engineering 1. Marginal @ Revision
Tech (Completed, Requested
2. 1sabella White 2. College of Continuing 07/05/2016]
Education 2. Donghyun Kim (Daghan [Revision #11
3. zheng Bao University 2. Marginal
3. General Education (Completed,
Society 07/05/2016)
[Revision #1]
[Revision #1]

* The Manuscript Information Overview can take a while due to the large amount of data.

*  You can select and save the table items you want to see.

* You can also search for specific manuscripts by entering search words in the search bar.

* If you click on the title, you can see the information in detail.
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Manuscript Information Export

1. Please select manuscript statuses you want to see.
Status Selection
v Submitted

+ | Revision submitted
Rejected

v/| Associate Editor being selected
v Accepted
Withdrawn

2. Please select columns you want to see.

Table Columns Selection

Temporary ID v D
Submitter v Author
v Version Submission Track

v Confirmation Date (Current
Version)

Decision Date

Reviewer e-mail Reviewer Phone Number v

Editor-in-Chief Manager v

3. Please select date range you want to filter.

Date Selection

Submission Date (Original Version) v 2014-08-10

4, Please select track you want to filter.

v Track Selection

v Regular Track v Special Issue Track

Review results being confirmed '« Under review
Camera-ready paper submitted

Division
Author e-mail

Type
Acceptance Date

Review Result

Associate Editor

/| Revision requested

Galley proof uploaded Published

Save checked items

1st-Order Author
Author Phone Number

1st-Order Author Country
v Author Institution
v Submission Date (Current
Version)

v Title

Changes to 'Published' Date ~ Reviewer name

Recommendation by Associate
Editor/Guest Editor
Guest Editor v Status

v Decision

Save checked items

2017-02-28 iz

5. Click button below to download a formatted excel file (please wait until the downloading is completed. If there are too many manuscripts in the result, the downloading

process might take several minutes.)

[@ Download Excel (summary) [@ Download Excel

Manuscript Information Export is
similar in use to the Manuscript
Information Overview menu.

After selecting the items (status,
items) to export to Excel, filter by
date and track, and click the
download button.

The summary version will export
only the most recent version of the
manuscript (eg, the information in
the 3" round for 3™ round of review),
and the general version will export

all of the information for each round .
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