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An article has been assigned to you 
You	  receive	  an	  automa.c	  email	  from	  the	  Oeno	  One	  Editor-‐in-‐Chief	  with	  a	  link	  to	  the	  journal	  plaLorm.	  
Click	  on	  the	  link	  and	  log	  into	  the	  pla6orm.	  

Associate editor: finding the submissions 
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An article has been assigned to you 
Once	  logged	  in,	  you	  can	  find	  directly	  on	  the	  landing	  page	  the	  ar>cle	  assigned:	  
	  

	  
.	  

Associate editor: finding the submissions 
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Finding a new assigned article on the platform 
In	  addi>on	  to	  the	  link	  on	  the	  email,	  you	  can	  also	  find	  ar.cles	  assigned	  to	  you	  on	  your	  dashboard	  by	  clicking	  on:	  
	  

-‐  “My	  Queue”	  tab	  
-‐  or	  “Tasks”	  

	  

	  

Associate editor: finding the submissions 
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“My Queue” 
• This	  panel	  includes	  the	  list	  of	  submissions	  which	  are	  assigned	  to	  you	  as
an	  associate	  editor.

Associate editor: finding the submissions 
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“Archives”  
• This	  panel	  includes	  a	  list	  of	  all	  submissions	  either	  rejected	  or	  already
published	  by	  the	  journal.

Associate editor: finding the submissions 
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Read/open the new submission 
Associate editor: reading the submission 

	  	  
The	  new	  submission	  will	  be	  displayed	  at	  the	  top	  of	  the	  list	  on	  the	  “My	  Queue”	  panel	  (note	  the	  “Submission”	  tag	  in	  
red	  on	  the	  right).	  
Click	  on	  the	  .tle	  to	  open	  the	  submission.	  
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Submission record: overview 

Associate editor: reading the submission 

Click	  for	  downloading	  the	  
submission	  file	  

Click	  for	  reading	  	  an	  author’s	  
message	  

Click	  here	  for	  reading	  an	  
editorial	  ‘s	  message	  

Click	  for	  star.ng	  
the	  reviewing	  
process	  

To	  read	  the	  submission,	  open	  the	  submission	  file	  (mul>ple	  files	  could	  have	  been	  submiYed)	  by	  clicking	  on	  it.	  
Under	  the	  files	  you	  can	  find	  the	  “Pre-‐Review	  Discussions”	  tab:	  This	  panel	  allows	  the	  editor	  to	  communicate	  with	  the	  
author,	  or	  with	  others	  on	  the	  editorial	  team	  (ie	  to	  ask	  the	  author	  for	  some	  addi>onal	  informa>on,	  or	  to	  ask	  a	  sec>on	  
editor	  to	  take	  responsibility	  for	  this	  submission).	  
To	  begin	  the	  review	  process,	  select	  the	  blue	  buJon	  on	  the	  right	  “Send	  to	  review”.	  
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This	  panel	  is	  where	  you	  will	  see	  the	  list	  of	  par.cipants	  involved	  in	  the	  submission	  process,	  including	  the	  editor,	  
associate	  editors,	  and	  author.	  	  	  	  	  	  	  	  Reviewers	  will	  not	  appear	  on	  this	  panel.	  
Other	  names	  (copyeditors,	  layout	  editors,	  etc.)	  will	  appear	  here	  as	  they	  are	  involved	  in	  subsequent	  steps.	  

Associate editor: reading the submission 

Submission record: participants 
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Submission record: action buttons 
• Send	  to	  review:	  Moves	  the	  submission	  on	  to	  the	  next	  stage.	  The	  review	  process	  will	  be	  started.	  

• Accept	  and	  skip	  review:	  Skips	  the	  review	  stage	  and	  moves	  the	  submission	  directly	  into	  copyedi>ng.	  

• Decline	  submission:	  	  	  	  	  	  	  Rejects	  the	  submission	  before	  going	  through	  the	  review	  process.	  An	  email	  will	  be	  
sent	  to	  the	  author.	  The	  submission	  will	  then	  be	  automa>cally	  archived.	  
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Sending to Review 
• If	  you	  consider	  that	  the	  submission	  is	  appropriate	  for	  the	  journal,	  you	  
select	  “Send	  to	  Review”	  (ac>on	  buYon	  on	  the	  previous	  screen)	  to	  move	  
the	  submission	  to	  the	  review	  stage.	  
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1. Select	  the	  file(s)	  
2. Click	  on	  “Send	  to	  

Review”	  

Associate editor: starting the review process 



Review: assigning reviewers (1) 
Once	  you	  click	  on	  “Send	  to	  Review”,	  the	  submission	  enters	  the	  review	  stage.	  A	  new	  
“Round	  1”	  tab	  is	  created	  and	  a	  no>fica>on	  on	  the	  page	  indicates	  that	  reviewers	  need	  to	  
be	  assigned.	  
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Associate editor: starting the review process 



Review: assigning reviewers (2) 
You	  can	  select	  “Add	  Reviewer”	  from	  the	  Reviewers	  panel	  to	  assign	  a	  reviewer.	  
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Review: assigning reviewers (3) 
This	  opens	  a	  new	  window:	  

• Select	  Reviewer:	  Use	  this	  to	  confirm	  your	  selec>on	  if	  you	  have	  picked	  a	  reviewer	  from	  the	  list.	  

• Create	  New	  Reviewer:	  If	  none	  of	  the	  listed	  reviewers	  are	  suitable,	  you	  can	  use	  this	  buYon	  to	  create	  a	  new	  reviewer.	  	  

• Enroll	  Exis.ng	  User:	  If	  none	  of	  the	  reviewers	  are	  suitable,	  you	  can	  enroll	  an	  exis>ng	  user	  as	  a	  reviewer.	  
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Review: assigning reviewers (4) 
This	  opens	  a	  new	  window	  with	  a	  message	  which	  you	  can	  possibly	  customize	  for	  the	  
reviewer.	  Please	  note	  that	  reviews	  are	  due	  within	  three	  weeks.	  

	  

Click	  on double-blind and	  “Add	  Reviewer”	  buYon	  
to	  send	  the	   message	  and	  assign	  the	  reviewer.	  
Repeat	  this	  ac>on	  to	  assign	  at	  least	  two	  reviewers.	  
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Review: assigning reviewers (5) 
Reviewers	  will	  be	  provided	  with	  an	  extended	  text	  box	  to	  type	  in	  their	  comments.	  	  
The	  reviewers	  are	  now	  listed	  on	  the	  Review	  panel,	  along	  with	  the	  response	  deadline.	  
More	  reviewers	  can	  be	  added	  by	  clicking	  on	  “Add	  Reviewer”.	  
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Review: assigning reviewers (6) 
On	  the	  Reviewers	  panel,	  you	  can	  make	  addi>onal	  changes	  using	  the	  blue	  
arrow	  next	  to	  the	  reviewer's	  name.	  
	  
	  
	  
Review	  Details:	  Provides	  details	  on	  the	  review.	  
Email	  Reviewer:	  Allows	  you	  to	  send	  a	  message	  to	  the	  reviewer.	  
Edit:	  Allows	  you	  to	  access	  the	  files.	  
Unassign	  Reviewer:	  Allows	  you	  to	  unassign	  the	  reviewer	  as	  long	  as	  he	  or	  she	  
has	  not	  yet	  responded.	  
History:	  Provides	  a	  brief	  history	  of	  the	  review.	  
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Review: assigning reviewers (7) 
When	  the	  review	  deadline	  expires,	  an	  “Overdue”	  alert	  appears	  on	  the	  
Reviewers	  panel.	  A	  reminder	  can	  be	  sent	  by	  clicking	  on	  “Send	  Reminder”.	  
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Tracking reviews (1) 
Once	  a	  reviewer	  has	  completed	  the	  review,	  the	  results	  are	  visible	  on	  the	  dashboard	  
(“My	  Queue”	  tab).	  An	  automa>c	  email	  no>fica>on	  will	  also	  be	  sent	  to	  you.	  
Here	  you	  will	  see	  no.fica.ons	  that	  a	  new	  review	  has	  been	  submiJed	  and	  
whether	  all	  reviews	  are	  in.	  To	  see	  details,	  open	  the	  submission	  by	  clicking	  on	  the	  
.tle.	  

Associate editor: tracking reviews 
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Tracking reviews (2) 

Associate editor: tracking reviews 

	  	  	  	  	  	  	  Go	  to	  the	  “Review”	  tab	  (not	  the	  
“Submission”	  tab)	  to	  access	  the	  
review.	  	  
Use	  the	  “Read	  Review”	  link	  in	  the	  
Reviewer	  panel	  to	  read	  the	  
comments	  from	  the	  reviewers,	  
including	  those	  for	  both	  the	  author	  
and	  editor,	  as	  well	  as	  for	  the	  editor	  
only.	  
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Tracking reviews (3) 
• By	  clicking	  on	  “Read	  Review”,	  a	  
window	  appears	  with	  the	  
reviewer’s	  recommenda>ons	  and	  
files.	  

• Please	  rate	  the	  reviewer	  according	  
to	  the	  quality	  and	  >meliness	  of	  	  
the	  review.	  

• Use	  the	  “Confirm”	  buJon	  to	  
validate	  the	  review.	  

22	  

Associate editor: tracking reviews 



Tracking reviews (4) 
A	  “Thank	  Reviewer”	  link	  will	  appear	  on	  the	  “Reviewers”	  panel.	  
Please	  select	  to	  thank	  the	  reviewer.	  
	  

Associate editor: tracking reviews 
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Tracking reviews (5) 
A	  new	  window	  sugges>ng	  an	  email	  text	  will	  open.	  You	  can	  modify	  the	  text	  if	  
needed.	  Click	  on	  the	  “Thank	  Reviewer”	  buYon	  to	  send	  the	  message.	  
	  

Associate editor: tracking reviews 
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Making the decision 
Based	  on	  the	  reviewers’	  recommenda>ons,	  you	  can	  use	  the	  ac>on	  buYons	  to	  make	  
a	  decision.	  

Request	  revisions:	  This	  will	  require	  the	  author	  to	  make	  revisions.	  
Accept	  submission:	  This	  means	  the	  submission	  is	  accepted	  without	  any	  modifica>on.	  The	  text	  is	  sent	  to	  the	  
copyeditors.	  
Decline	  Submission:	  This	  means	  that	  the	  submission	  has	  not	  passed	  peer	  review	  and	  is	  unsuitable	  for	  further	  
considera>on.	  	  	  	  	  	  	  	  The	  submission	  is	  then	  moved	  to	  the	  Archives	  and	  an	  email	  is	  sent	  to	  the	  author.	  

Associate editor: making the decision 
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Request Revisions 
• If	  minor	  revision	  is	  required,	  please	  click	  
“Revisions	  will	  not	  be	  subject	  to	  a	  new	  round	  
of	  peer	  reviews”.	  

• If	  major	  revision	  is	  required,	  please	  click	  
“Revisions	  will	  be	  subject	  to	  a	  new	  round	  of	  
peer	  reviews”.	  

	  

You	  can	  modify	  the	  text	  before	  sending	  the	  
message.	  	  
	  

	  	  	  	  	  	  	  Use	  the	  “Add	  Reviews	  to	  Email”	  buJon	  to	  
share	  the	  reviews	  with	  the	  author.	  	  
	  	  	  	  	  	  	  	  Don’t	  forget	  to	  select	  the	  files	  you	  want	  to	  
share	  with	  the	  authors.	  
	  	  	  	  	  	  	  	  Don’t	  select	  “comments	  to	  Editor”.	  
	  
By	  clicking	  on	  the	  “Record	  Editorial	  Decision”	  
buYon,	  an	  e-‐mail	  will	  be	  sent	  to	  the	  author.	  
	  

Associate editor: making the decision 
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Author’s response 
Once	  the	  author	  has	  made	  the	  
revisions,	  you	  should	  receive	  an	  
email	  and	  an	  alert	  on	  the	  “Review	  
Discussions”	  panel.	  

	  
	  

Associate editor: making the decision 
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You	  will	  also	  see	  the	  revised	  file	  on	  the	  
“Revisions”	  panel.	  
At	  this	  point,	  you	  can	  download	  the	  
revised	  file,	  check	  to	  make	  sure	  it	  is	  
ready,	  and	  communicate	  with	  the	  
author	  using	  the	  “Review	  Discussions”	  
panel.	  
	  



Accept the submission 
Click	  on	  the	  “Accept	  Submission”	  buYon.	  

Associate editor: accept the submission 
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A	  new	  window	  allows	  you	  to	  inform	  the	  
author	  that	  the	  submission	  has	  been	  
accepted	  and	  to	  send	  him	  the	  accepted	  
file.	  
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1. Click	  on	  “Send	  an	  email	  
no>fica>on”	  to	  inform	  
the	  author	  that	  the	  
submission	  has	  been	  
accepted.	  

2. Select	  the	  file(s)	  you	  
want	  to	  share	  with	  the	  
author.	  

3. Click	  on	  “Next:	  select	  files	  
for	  copyedi>ng”.	  

Accept the submission 

Associate editor: accept the submission 



T. Blieck	  	  /	  I	  Izuel	  Mar>nez	  –	  Bordeaux	  University	  –	  Direc>on	  de	  la	  documenta>on	  (may	  2018) update :  	  Claire Guyot (march 2020)

Any	  ques>on	  ?	  Please	  contact	  us	  :	  
Marylène	  Perreaud	  editorial	  secretary	  	  	  

editorialsecretary@oeno-‐one.eu	  	  	  Phone	  +33	  (0)5	  57	  57	  58	  24	  	  	  	  

Thank	  you	  for	  your	  collabora>on	  

is	  supported	  by academic members	  	  	  




