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After entering the username and password, enter to the 
article management section by clicking on the “Article 
management”
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To review each article, click on its code. 
You can also view the latest status of 
the article in this box.

In this section, you can search articles based on article codes or author’s 
names.
You can also choose which articles will be displayed according to the sta-
tus, before searching.
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By clicking on the article code, you will enter this page. Here is the article profile. In this section, you can see the full article information including 
Article management section, Article information, Authors information, Article review procedure, Reviewing status, Publish status, Related files and 
attachments, and so on. 

For sending the article for reviewing, click on “Send for reviewer”.
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After clicking “Send for reviewer”, you will enter this page.
For sending the article to an expert reviewer, select referees 
from the list.

If you want to add a reviewer to the system, you can enter reviewer’s in-
formation including name, email, phone number, and affiliation in the “Re-
viewer suggestion”, which will be explained below, to be registered and 
inserted in the journal’s list of reviewers.



Basic and Clinical

Negah Institute
for Scientific Communication6

Article Management Guideline
C

ha
ng

in
g 

th
e t

ex
t o

f t
he

 in
vi

ta
tio

n 
let

te
r t

o 
th

e r
ev

iew
er

At the bottom of the page, you can change the default text of 
the Invitation to review, then send the letter.
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Return to the article profile. 
In Article information section, you can view the article 
information (code, title, subject, type, language, etc.).
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In the Authors information section, you can see the information of 
sender of the article and his/her colleagues (user profile, name, af-
filiation, phone number, email, etc.).
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In the Article review procedure section, you can find a list of 
actions taken on the article, along with date and the name 
of the person who made the changes.
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In the status of primary checking 
by editor, you can see comments 
of the scientific editor (primitive 
editor).

In this section, you can see the 
list of reviewers suggested by 
the author.

Click on “Send a reminder to 
the reviewer” to follow up 
the reviewing process.

Click on “Review answer” 
to view the reviewer’s com-
ments.

Click on “Send a letter to 
thanks to the reviewer” to 
thanks the reviewer.

To view all reviewers’ comments in once, you can 
click on “Text, Word, or Html”.
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In this section you can view the arti-
cle files.

In this section, you can view the manuscript’s attached 
files. By clicking on “Get”, the file will be downloaded.

To save the articles’ previous versions, editors can click on “Save a copy of the 
current article file” at the beginning of the article submission or at various steps 
of reviewing. The files stored will be recorded with date. By clicking on each file, 
that file will be downloaded.
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In the “Sent emails” section, you can see the letters sent 
in this profile. By clicking on the icon you can view the 
email’s text.
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If you want to suggest a reviewer, click on the “Reviewer sugges-
tion” section.
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In this section, you can view list of articles sent for you to select the review-
er. Click on “Suggest Reviewer” to start the reviewer selection process. 
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If you want to add reviewer to the system, you can send us the infor-
mation of the reviewers such as name, email, phone and email. At 
the end, click on “Submit”.

On this page you can suggest reviewers.


