Basic steps for section editors
You should follow some preliminary considerations and diagrams for the purpose of assigning
and managing a review.
You have to do a quick reading of the text to evaluate compliance with the minimum quality to
be incorporated into the review process.
1. Check if there is no reference to the authors in the text (usually first page after the
title). If applicable, delete and create another file without the names and affiliation of
the authors. Call it like adding "_1" (without quotes). And upload it in "Revisión –
revised." This text will be shared with the reviewers.
2. Select reviewer. You should choose two reviewers from the list or add other reviewers.
Either option is available in the "Peer review" section after clicking on "select
reviewer". In case of adding new reviewers, please fill in all fields, especially, "Review
interests." (See diagram below for help).
3. When reviewers are assigned: (A) must assign a review form (always the same, only
modifying the language) and (B) do not forget to click on the icon (a mail envelope)
next to their name, in order to send him/her the assignment communication (See
diagram below for help).
4. The section editor will receive an email when the reviewer accepts or rejects the
review, and also when he/she finishes it. If the reviewer accepted it, he/she will have
an automatic limit term to do it, of which he/she is automatically reminded. When the
editor receives both reviews, the section editor has to take the editorial decision and
communicates it to the authors (and reviewers, if deemed appropriate).
Detailed manual of Management system

http://pkp.sfu.ca/ojs/docs/userguide/2.3.3/es/sectio
nEditor.html
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access the review order form

Click to access the list
of reviewers or to add
new reviewers

Click to create a
new reviewer

Click to communicate the
assignment to the reviewer

Click for a proof reading by
an editor who is already in
the list. Check the "active"
field indicating that you have
assigned reviews pending
conclusion.

Click to display the review form.
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Once the reviewers have finished their work,
the section editor has to make a decision.
Select and click “register decision”

Click on the icon to communicate the
decision to the authors.

Section editor´s role
The Section Editor manages the revision and editing of the sent items of those sections in
which they have responsibility. In some cases, the section editor assigned to check the sending
during the review process will also observe whether the sent item has been accepted in the
publishing and editing process, without taking the role of editor from his own section, since
the journal has a policy to divide tasks.
How do you start the role of section editor?
Log into your account and select the role OJS "Section Editor".
Sending
In "sending in review process" menu you will find all items "unallocated", "under review
process", "edited" or "files".
Clicking on any of these links, they will display additional details of each of the items in each
category.
Assigning Peer reviewer
Click on the article title. In this screen you can perform the following actions:
 Send an email to the author or the editor (click on the icon the next to the name).
 Designate the original file sending as revised document (use the check box and the
Save button) or upload a new version of the document.
 Select evaluator pair. Click on the "Select peer reviewer" link, the list of names will be
displayed, assign the peer reviewer. Then, if you want to assign other peer reviewer,
repeat this process.
 When you have finished assigning reviews, you must return to the section "Review".
Click on the "Request" link to create an email for each peer reviewer.
 This email includes a URL that is accessed by clicking on it, which will allow an
immediate review of the OJS system.
Note that after sending the email, the request icon includes the date of the sent message.

Work with peer reviewers
Once the request for review is accepted, you can send an email notification using the "Notify"
icon. After sending the email, the date on which it was sent will replace the “Notify” icon; you
can read comments of the peer reviewers by clicking the "Review" icon.
Any file that the peer reviewer has uploaded will also be available. The recommendation of the
peer reviewer will also appear in this section as soon as the editorial decision has been made.
Also you may classify the peer reviewer on a scale of 1 to 5.

Editorial decision about an article
At this point, you must decide the sending’s next step. In the section "editorial decision" if you
accept, a review will be asked for and re-sent to another peer reviewer or the sending is
denied. Select the desired decision in the dropdown list and keep it by clicking "Save decision."
If the sending is accepted, the copyeditor will ask for an edited version. At this point you can
also upload another version.
Assignment of copyeditor
By choosing this role you will move directly to the editing section; if your journal employs
reviewers, you must choose one. You will request and notify their participation to the peer
reviewers.
If the section editor acts as copyeditor, you can start the correction process by selecting the
"Start" link.
You may review the corrected version of the article by clicking on the file’s link, and make
changes and upload them in an edited version using the "Upload file".
When you have finished your edits, click on "Complete".
This will activate the icon of "Request" that allows you to send a message to the author
requesting him/her to revise style corrections and if he/she wants to make any change.
When the author answers back, send him/her a notification message and check if he/she made
any changes; you can use the "Upload" tool to add the latest changes. When finished, click the
"Complete" link.

