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1. Registration and account details

1.1. How to register
To register your account, follow the link provided by the journal staff, fill out the 
registration form with the required information, and wait for access authoriza-
tion.

Enter your Email, Name, Surname then press “Create new account”.

The account is registered but not active and the system won’t let you 
access any page.

1.2. Activate your account and change password
The system sends a link to activate the account by email, follow these instuctions 
to activate your account.

Open the email from “Peer Review Management System”, click the link 
and wait for the page to open in your browser.
Click on the reset button.
Insert your password and confirm it.
Save the changes.

If you can’t find the email, please, check the Spam folder of your 
mailbox.
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1.3. Roles and permissions
As soon as you are registered to the system an email notification is send to the 
journal staff, they update your account with more role on the journal (Author, 
Reviewer, Editor). 

https://reviews.padovauniversitypress.it/user/login
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1.4. How to Log in
To access the system, the user needs to fill the Log in form 
(https://reviews.padovauniversitypress.it/user/login).

Fill the Log in form with your Email and Password and click “Log in”.

To Log out, click on “Log out” in the upper right corner.

1.5. Edit your account
Users can update their account details.

Click on tab “Update account”, insert your old password into the 
field “Current password”.
Insert your new password into the fields “Password” and “Confirm 
password”.

https://reviews.padovauniversitypress.it/user/login
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If the two fields match and meet the requirements, click on “save” at 
the bottom of the page.

1.6. Select your journals
Users can interact with multiple journals, having different roles (author, reviewer 
or editor), the list of your journals and the assigned role can be found in the pan-
el “My Journals”.

Click on the panel “My Journals”.
Click on the name of the journal in order to view its contents.
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2. Guide for authors

2.1. Viewing the state of your articles in a journal
The user can view the state of the review of their articles from the panel “My arti-
cles” of the selected journal.

Click on the panel “My Journals”.
Click on the name of the desired journal.
Click on the panel “My articles” to view a complete list of your ar-
ticles.

2.2. Inserting a new draft
The registered user of a journal with the author’s role can insert a new draft from 
the panel “My Articles” of the selected journal.

From the panel “My articles” click the button “Add Manuscript”.

A new window will appear where you can insert all the data relative to your arti-
cle.
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Insert the title on the box “Title”.
Insert the abstract in the box “Summary”.

The article can be inserted both in text format in the box “Full Text” or as a file 
attachment, in the formats agreed upon with the journal’s staff.

Insert the article as text format in the box “Full Text”.
Insert the article files as attachments on “Add new file” field.

you can upload multiple files separately.

Click on “Save” to save the data and files inserted.

The draft has been saved but hasn’t been sent to the journal’s editorial board yet, 
as pointed out by the yellow notice.

2.3. Editing a draft
The article inserted as a draft, but yet to be sent, can only be viewed by the 
author, who can edit it.
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Select the draft from the panel “My articles”.
Click on the panel “Edit content”.
Edit the contents.
Click on “Save” to save both the modifications to the data and the 
files.

2.4. Sending a draft to the journal’s staff
Select the draft from the panel “My articles”.
Click the button “Submit manuscript”.
When asked to confirm click the button “Confirm submission”.

 

The draft is then sent to the journal’s editorial board and can’t be modified until 
the editor renders it available to the author to edit it again.
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2.5. Requests of modification from the journal’s staff
After the review process the editorial board can ask for modifications that can be 
seen in the draft’s page inside of the blue box.

Select the article from your list to view the Editor’s comments.

When the manuscript is in the state “Reviewed” it can be possible to view and 
answer the editor’s comments and to add yours.

Insert text and file in the box “comments” and click on the button 
“Save” inside of the blue box.
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2.6. Editing the contents
Click on the panel “Edit content”.
Modify the text and the file attachments.
Click on “Save” to save the modifications.

2.7. Sending the edited manuscript.
To send the final version of your manuscript click on button “Submit 
Edited Manuscript“, then click on “Confirm submission.
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3. Guide for Reviewers

3.1. Revision list
The reviewer can check the list of articles assigned to him/her by the journal 
staff.

Click on the “My Journals” tab.
Click on the name of the desired journal.

Click on the “Reviewer list” tab to view the list of articles await-
ing review.

3.2. Making Reviews
The reviewer, after reading the contents of the article assigned to him/her by the 
editors, can enter his/her comments in text format or by attaching a file into the 
green box.

Click on the article in the “Reviewer list” tab.
Download and view the contents.
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Enter your comments in the green box, in text format or as an at-
tached file.
Save the comments by clicking on the “Save” button inside the green 
box.

Warning: comments cannot be deleted!

3.3. Sending back your Review
To complete the review, click on the “Confirm revision” button.
Submit your revision to the journal staff by clicking the “Confirm 
revision” button, then click on “Confirm revision.

   



14

4. Guide for Editors

4.1. Managing submitted manuscripts
The Managing editor may delegate the processing of the manuscript to an editor.
The editor will be in charge of checking the contents, choosing reviewers and 
completing the workflow of the manuscript until it is finally approved or reject-
ed.
If you are an editor you will receive a message from the managing editor assign-
ing you a manuscript.

https://mail.google.com/mail/u/0/?ik=41bf062e33&view=pt&search=all&permthid=thread-f%3A1759970040726962914&simpl=msg-f%3A1759973137174030… 1/1

[Padova University Press - Editorial Board] you are editor of a new manuscript
1 message

Peer Review Management System <info@padovauniversitypress.it> 
Reply-To: info@padovauniversitypress.it
To: editor@mail.com

New manuscript has been assigned to you by managing editor of Padova University Press - Editorial Board: Title of
My Article .

Click on the tab “My Journals”.
Click the name of the journal.
Click on the tab “All Articles” to view the list of the articles.
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Click on the article and check all the contents.
Click on the tab “Edit”.
Select the reviewers.
Save your choice by clicking the button “Save”.

4.2. Sending the manuscript to the reviewers
Click the button “Send the manuscript to the reviewers for revision”.
Click “Send the manuscript” to confirm.
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4.3. Request for manuscript changes.
The editor may require the author to do changes to the manuscript.

Click on the article.
Click on the tab “View”.
Add your comments in the blue box and save it by clicking on the but-
ton “Save”

Warning: comments cannot be deleted!

4.4. Sending back the manuscript to the author
Click the button “Send manuscript to the author for editing”.
Click on “Send the manuscript” to confirm your choice.
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4.5. Accepting or Rejecting the manuscript
After the review process, the editor should accept or reject the manuscript.

Click on the article.
Click on the tab “View”.
Click on the green button “Accept this manuscript” to accept the man-
uscript.
Click on the red button “Reject this manuscript” to reject the manu-
script.
Click on “Confirm” to confirm your choice.

The editor may accept or reject a manuscript at any time.
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5. Guide for Managing Editors

The Managing Editors of the journal can manage manuscripts, users and roles.
He/she can manage the manuscript or delegate that to an editor.

The editor will be in charge of checking the contents, choosing re-
viewers and completing the workflow of the manuscript until it is fi-
nally approved or rejected.

If you don’t want to manage the workflow for a manuscript follow the 
paragraphs 5.1 - 5.2.
If you want to manage the workflow for a manuscript follow the para-
graphs 5.3 - 5.6.

5.1. Assign an editor to the manuscript (optional)
If you don’t want to manage the workflow for a manuscript.

Click on the tab “My Journals” and click the name of the journal.
Click on the tab “All Articles” to view the list of the articles.
Click the title of the manuscript.
Click on the tab “Edit”.
Select one editor from the list.
Save your choice by clicking the button “Save”.

5.2. Sending the manuscript to the editor
If you have assigned another editor to the manuscript send it to him/
her by clicking on the button “Send the manuscript to the editor“ and 
confirm your choice.
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5.3. Assign the manuscript to the reviewers
Option if you manage the workflow for a manuscript.

Click the button “Send the manuscript to the reviewers for revision”.
Click “Send the manuscript” to confirm.

Click on the article and check all the contents.
Click on the tab “Edit”.
Select the reviewers.
Save your choice by clicking the button “Save”.
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5.4. Sending the manuscript to the reviewers
Click the button “Send the manuscript to the reviewers for revision”.
Click “Send the manuscript” to confirm.

  

5.5. request for manuscript changes.
The editor may require the author to do changes to the manuscript.

Click on the article.
Click on the tab “View”.
Add your comments in the blue box and save it by clicking on the but-
ton “Save”.

Warning: comments cannot be deleted!
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5.6. Sending back the manuscript to the author
Click the button “Send manuscript to the author for editing”.
Click on “Send the manuscript” to confirm your choice.
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5.7. Manage journal users an roles
Click on the tab “My Journals”.
Click on the name of the journal.
Click on the tab “Members” to view the list of members.

5.8. Add users and roles
Click on the button “Add member” to add an existing user to the jour-
nal member group.
Type his/her name on the “Add“ textbox.
Choose the roles for that user.
Click on “Save”.

5.9. Changing roles of active members
Click on the tab “Members”.
Select the member from the list.
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Click on “Set user role” to change his/her roles.
Click on “Save”.

5.10. Remove members
Click on the tab “Members”.
Select the member from the list.
Click on the tab “Remove”.
Click on the button “Delete” to confirm your choice.
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