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Journal Configuration

• 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

• 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

• 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 Type

• You may need to change the service 

type that you selected when setting 

up the journal.

• After reviewing the features for the 

service type, you can select the 

service type to change.

• You will not be able to change it 

again until 3 months after the change.

Select service type
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Journal Configuration – Journal Options

• In the Journal Options menu, you can 

change the major options (Division, 

Reviewer Pool, Associate Editor, Guest 

Editor) related to submission and 

review .

• Free journals are not allowed to 

activate most options.

Change using switch button
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Journal Configuration – Job Titles

• 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.

Job title update
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Journal Configuration – Divisions

• Divisions is the same as the category 

that authors specify when submitting a 

paper.

• You can create one by entering the 

symbol and name.

• Also, you can assign an associate editor 

or reviewer pool member to take 

responsibility for the papers submitted 

to the relevant division by assigning 

them a specific division.

• 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).

Option to make editor/reviewer’s own choice
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Journal Configuration – Editorial Members

• 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

• Depending on the role of 

editorial members, you can 

assign specific manuscript types 

or divisions.

• For example, if you have several 

editor-in-chiefs and assign a 

type of research paper to a 

specific editor-in-chief, that 

editor-in-chief will be selected 

at the top of the list when 

submitting , though this is not 

mandatory. 
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Journal Configuration – Submission Tracks

• 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

• 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.

Click to change name
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Journal Configuration – Basic Information

• This menu is for setting the 

basic information that the 

author enters when submitting 

a manuscript.

• Manuscript submission is 

composed of several steps, and 

`Basic information` is the first 

step.

• You can adjust the required 

items that authors must 

provide when they submit a 

manuscript  by clicking the 

checkboxes.

Click to change notice

Click to change the required information

Author screen preview
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Journal Configuration – Author Information

• 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).

Click to change notice message
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Journal Configuration – Cover Letter

• 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.

Click to change notice message
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Journal Configuration – Preferred Reviewers

• The author can choose a preferred 

reviewer when submitting a 

manuscript for some journals. 

• If you do not want the author to 

choose their preferred reviewer, 

you can choose to switch the 

option off. In that case, this option 

will not appear to the author.

Click to decide whether to activate

Click to change notice message
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Journal Configuration – Files Upload

• This menu allows the author to choose 

the file to submit.  

• Additional files such as covers or 

author checklists are required for some 

journals. In that case, you need to 

adjust the options for additional files 

by clicking the checkboxes and upload 

a form for the author to refer to.

Click to change notice message

Check additional file upload
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Journal Configuration – Confirm & Submit

• 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).

Click to change notice message

Second language option for the same item
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Journal Configuration – Peer Review

• In the 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

• 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

• 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

• This menu allows you to create 

and manage items where the 

editor-in-chief, associate editor, 

and guest editor can make a final 

decision in that stage.

• If the decision type is Accept, it is 

the final submission stage. If it is 

Major/Minor Revision Required 

type, it is a resubmission stage. If 

it is Reject, the final publication is 

rejected.
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Journal Configuration – Associate Editor Review Management

• 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 `.

Allow the associate editor to make the final decision without 
reporting it to the editor-in-chief 

Recommend to editor-in-chief

The associate editor makes the final decision 
without reporting it to the editor-in-chief
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Journal Configuration – Others

• 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

• In this menu, you can upload a 

Camera-Ready Paper Template and 

a Copyright Form in the process of 

publishing a paper.

• These 2 files need to be uploaded 

so that authors can upload their 

own files by referring to the form. 

This is a required upload for a 

manager. 
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Journal Configuration – Camera-Ready Paper

• In this menu, you can set the notice 

message and information items that 

authors must provide when they 

submit a final paper.

Click to change notice message
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Journal Configuration – Digital Library

• In this 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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Journal Configuration – Digital Library

• The above screen is an example of a 

digital library, digital library option 

applied. The details of the paper are 

available for access from anywhere 

in the world without login.

• It also shows statistics on the 

number of views and file downloads. 
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Journal Configuration– Term

• In this menu, you can set various 

terms in the submission/ review 

process (eg, term for reviewing, 

terms for final submission, etc.).

• For fast and urgent track types, you 

can set a different term different 

from the normal track.
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Journal Configuration – Period

• 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

• 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) When it is set to 2

• Original (It is set to 2, so 2 review results are required)

• Reviewer1: Accept publication

• Reviewer2: Resubmission after revision

• Revision #1 (Reviewer1 accepted in the previous round, so 1 review result is required)

• Reviewer2: Accept publication

• For a re-review paper, if there is an `Accept` result in the previous round, this number is deducted. 32
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Journal Configuration – Cover Image

• 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

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

• 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.

35



Additional Menus for Manager



/ 59

Journal Statistics

• 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

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

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

Search bar for user search

User information edit 
button
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Account Management

• In principle, the user information should be edited by said user, but in a case where there 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.  

Search bar for user search

User information edit button
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Account Management

• 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

• 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

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

• After editing the title and submission date, you can click Save or Delete.
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Special Issue/Section Management

• 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. 

Guest auditor assign link

43



/ 59

Special Issue/Section Management

• 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.

1) Search bar for selecting a guest editor

2) Create guest editor account if no result found

Assign the Special Issue/Section to the registered guest editor
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Change Persons in Charge

• 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. 

Select a role
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Change Persons in Charge

• Check the existing person in charge of the manuscript and select a new person in charge to change

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

Select new person in charge
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Email Template Management

• 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.

Editing is possible.

Editing is impossible.

Check CC or not
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Email Template Management

• 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. 

• If you want to return the text to its original state, click the ‘Reset to Default’ button to reset. 

Editing is impossible.

48



/ 59

Author Payment Management

• 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.
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Author Payment Management - Submission Fee

• 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.

Activate Submission Fee 
management
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Author Payment Management - Submission Fee

• If there 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 

the same special issue is $100, one for $150), 

the higher priority (lower number) pricing 

policy will be applied.

• If there are no pricing policy exact matches, 

the default policy will be applied. 

Priority
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Author Payment Management - Submission Fee

• 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.

Automatically applied 
amount100$ is applied for an invited manuscript (* mark) 

according to the pricing table
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Author Payment Management - Submission Fee

• 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.

Editing price  

Billing an author after 
confirming the price
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Author Payment Management - Submission Fee

• 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.

Invoice Status has 
changed Change status to payment complete
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Author Payment Management - Publication fee

• 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.

Activate Publication Fee management
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Author Payment Management - Publication fee

• 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.

Set additional charge items
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Manuscript Information Overview

• 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.

Set default for manuscript 
status you want to see
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Manuscript Information Overview

• 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. 

Search the manuscript
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Manuscript Information Export

• 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 3rd round for 3rd round of review), 

and the general version will export 

all of the information for each round . 
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