Instructions for Handling editors

OJS 3 .x editorial workflow



What does Handling editor do?

Handling editor (called Section editor in OJS) manages the
review and editing of submissions to which they have been
assigned.

Handling editor receives an assignment from the Editor-in-chief.

Once a paper 1s accepted, 1t 1s taken over by Production editor
(through editor-in-chief).
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Articles
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Browsing assigned submissions

Submigsions

My Assigned Y Filters New Submission

Interact or counteract? Behavioural observation of interactions between vulnerable ro...

See submission details

(TSR



Handling a submission

[ Interag counteract? Behavioural observation of interactions between vulnerable road users and autonomous shuttles { Activity Log
Publication

Submission Review Copyediting Production

ISR



New submission



After rece1ving a new submission, you need to decide whether:
* Send 1t to peer review (2 good reviews are expected)

 Desk-reject it (do not be afraid to do so—we want GOOD
papers only; ask another editor for an opinion 1f 1n doubt)

Technically, you can accept a paper directly, but you should not do
so at this stage (7SR 1s a peer-reviewed journal).

Send to Review

Accept and Skip Review

< TSR Decline Submission




Workflow Publication

Y1

Submission
R 2.

Submission Files

C 58711 211223Paper draft - VRU interactions_formatted.@

3. Get acquainted
with the manuscript

Pre-Review Discussions

Name

SR] Handling_Editorial Assignme

» [TSR] Handling Editorial Assignment

Send to Review

Accept and Skip Review

Decline Submission




Go to www.crosscheck.ithenticate.com/login

My Folders
(=] My Folders

Login provided separately Documents

Traffic Safet...

Submission_27445

Find your submission by the ID number bmisson 27457

Submission_27500
Published @ Y

Workflow Publication

Submission_27503
Submission_27511
Submission_27525
Submission_27550
Submission_27552
Submission_27564

Submission_27580

Submission_27582

Submission Review Copyediting Production

Submission_27589
Submission_27683

Submission_27685

ISR


http://www.crosscheck.ithenticate.com/login
http://www.crosscheck.ithenticate.com/login

Decline Submission

Decline Submission

Send Email
Send an email notification to the author(s): T

O Do not send an email notification

h o B 7 U

We have reached a decision regarding your manuscript "Interact or counteract? Behavioural observation of
interactions between vulnerable road users and autonomous shuttles in Oslo, Norway'.

Record Editorial Decision Cancel

ISR



| Send to Review I

Send to Review

Select files below to send them to the review stage.

Submission Files Q Search Upload File

> L_k W 58711 211223Paper draft - VRU interactions_formatted.docx 24 Manuscript

December  text

2. Important!!! Choose files
to share with reviewers

Send to Review Cancel

ISR



Initiating review



Worifluw Publication

Submission Reviek Copyediting Production © Help
9 To take a decision

after a review
MNew Review Round
round

Round 1 Status
All reviewers have responded and a decision is needed.

Review Files Q search Upload/Select Files Request Revisions

Reviewers &

comments

J— Decline Submission

Reviewers Add Reviewer

Participants Assign
»  Test Testosteron Reviewer Thanked Anonymaous Revert

Recommendation: Decline Revi i

eviewer/Disclosed :

Submission Decision Journal editor
Author

Q search Upload File Author

» Web Admin




Reviewers Add Reviewer

Add Reviewer

Locate a Reviewer SEart Y Filters

Technical University of Denmark, DTU select Reviewer

MNever assigned single accidents, cycling safety, hospital data

Student Select Reviewer

] Mever assigned

ISR



Add Reviewer

Locate a Reviewer I:I X ‘

Y Filters
Polytechnique Montreal https:/forcid.arg)
Rated at least ’ )
0 Mever assigned .
Select Reviewer
surrogate measures of safety, vulnerable road users, road

Reviews completed

safety, data collection, methods, machine learning, artificial 1
[

intelligence, algorithms
Days since last review

assigned

ISR



Add Reviewer

Selected Reviewer

junier  Change

Email to be sent to reviewer
s B 7 VU & &2 o ¥ uE 4

- wd . Check & edit e-mail text

We would like to ask you to make a review of a manuscript which has been submitted to Traffic Safety
Research journal. The submission’s abstract is inserted below, and we hope that you will consider
undertaking this important task for us.

Please log into the journal web site by respownse puepate to indicate whether you will undertake the review
or not, as well as to access the submission and to record your review and recommendation. The review

itself is due rEVIEW DUE DATE .

Important Dates
2022-01-02 2022-01-16

Yesponse Due Date Review Due Date

x Close File Selection

Files To Be Reviewed

Q Search

@ se712  211223Paper draft - VRU

interactions_formatted.docx

Review Form

Mone [ Free Form Review

MNone [/ Free Form Review
TSR review form (first review round)
TSR review form (consequent review round)

Review Type

wzaor §, Choose this

Anonymous Reviewer/Disclosed Autha

O open

* Denotes required field

option (default)

6. Add reViewer * Add Reviewer Cancel




Add Reviewer

Locate a Reviewer I:I X | T Filters

Mo items found.

Create New Reviewer Enroll Existing User

ISR



Add Reviewer

Create New Reviewer

Name

— ___d

Suggest

3. Generate user name

Email to be sent to reviewer

0B 7 Y L2 o M

=4, Check & edit e-mail text

We would like to ask you to make a review of a manuscript which has been submitted to Traffic Safety
Research journal. The submission’s abstract is inserted below, and we hope that you will consider
undertaking this important task for us.

Please log into the journal web site by response pue pate to indicate whether you will undertake the review
or not, as well as to access the submission and to record your review and recommendation. The review

itself is due review pue DaTE .

Thank you for considering this request. Important Dates

01-02




x Close File Selection

Files To Be Reviewed Q search

211223Paper draft - VRU

interactions_formatted.docx

Review Form
Mone [ Free Form Review

MNone / Free Form Review
TSR review form (first review round)
TSR review form (consequent review round)

8. Choose this option
(default)

9. Add reviewer

* Denotes requir

TSR Add Reviewer Cancel




Handling reviews



An auto-reminder 1s sent once when the deadline has

passed.

You can send a reminder manually (a new button

appears once the deadline has passed).
Once a review 1s submitted, you are 1n:

'ormed by mail.

You can cancel invitation for reviews t
to come.

nat are not likely



If a reviewer does not respond 1n reasonable time, consider:

* (Contacting the reviewer through other channels (1f you
know each other well)

* 1nviting another reviewer

It 1s important to check the status frequently (once per
week), ‘sleeping reviews’ are highly unlikely to come.

(TSR



Review: Rollator related single accidents and collision events in Sweden: Accident

circumstances and developments, and acute injury outcomes

Reviewers Add Reviewer

Review Submitted
R i Reviewer/Disclosed Author
mendation: /
Reviewer Comments

ther and editor

u for the careful changes made in the paper. I

Reviewer Files

Q Search  Upload File

Recommendation

4. Confirm the

review

Confirm  Cancel

ISR



After a review round, you can:
* Accept submission

* Request revisions (with or without
starting another round of peer review)

* Reject submission




TeChnicaHy, there arc tWO Request Revisions
OpthnS tO ChOOSG fI'OIn REquire New Review Round

® Revisions will not be subject to a new round of peer reviews

() Revisions will be subject to a new round of peer reviews.

However, the author will
receive exactly the same
email, so do not think too
much here. You can always
reconsider later. Dear ,

We have reached a decision regarding your submission 'Rollator related single accidents and collision

Send Email
® Send an email notification to the author(s): Anna Carlsson, Jérgen Lundaly

O Do not send an email notification

events in Sweden: Accident circumstances and developments, and acute injury outcomes .
Our decision is to: Revise & Resubmit (Without Further Peer Review)

You can find the detailed reviewers' comments below.

+ Add Reviews to Email

Send to Reviewers

ISR



Important: do not
forget to include the
reviewers’ comments
in the mail that you
send to the authors.

ISR

Request Revisions

Require New Review Round
@® Revisions will not be subject to a new round of peer reviews.

O Revisions will be subject to a new round of peer reviews.

Send Email
® Send an email notification to the auth J: Anna Carlsson, Jérgen Lundaly

) Do not send an email notification

Dear )

We have reached a decision regarding your submission 'Rollator related single accidents and collision
events in Sweden: Accident circumstances and developments, and acute injury outcomes .

Our decision is to: Revise & Resubmit (Without Further Peer Review)

You can find the detailed reviewers' comments below.

+ Add Reviews to Email

Send to Reviewers



Once the authors have submitted their revisions, you can:
* Accept submission & send it to copyediting

* Start a new review round

* Decline submission.

A decision after ONE review round 1s preferred.

‘ Request Revisions ‘

Accept Submission

)
(1sk

Round 1 Status

All reviewers have responded and a decision is needex




Delivering for production



ISR

1.

Submissiof

Copyediting

Participants

2.

Production

Assign Participant

3.

Locate a User

Journal editor

Search User By Name

Search

Name

Test User1

17 of 17 items

Assignment privileges
This participant is only allowed to recommend an editorial decision and will require an authorised editor to

5. (leave empty)

record editorial decisions.

B0se a predefined message to use, or fill out the form below.

Message

* Denotes required field
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