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GETTING STARTED. MANUALS FOR EDITOR. 

Follow our step-by-step instructions to start the editing process. 

Step1 

Log in your account and select the EDITOR role on the top menu. You will see your editor’s main 
menu. 

Menu tabs for Editors comprises 8 sections: 

EDITOR HOME    PAPERS    AUTHORS    REVIWERS    MAIL    SENT MAIL    TITLE INFO    OPTIONS 

Step 2 

Click on AUTHORS section, then Title, choosing appropriate Journal, Conference Proceeding or 
Volume. 

Step 3 

Clicking on Communication Between Editors you can add comments for other editors. It can be done 
in the pop- up window Titles Comments. 
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Step 4  

In this page you will see also a table where you can add the author(s).  

You can add some authors clicking on Add Bulk on the bottom of this page. 

First, prepare the authors list in an excel file. Please click on BulkExample.xlsx to see how to properly 
arrange this list. 
Then, click on Browse, find an appropriate file on your computer and Upload it. 
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You will be redirected on the new page. Here, you will need to select the authors from the list if 
their accounts already exist in the system. Authors that have not been registered yet, will be added 
automatically. 

Step 5  

You can add a new author by clicking on Add New on the bottom of this page. 
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First, you need to use Search, maybe this Author is already existed in our database. 

If the account is not found, please click on CREATE AUTHOR and enter all requested data in the 
appropriate fields. 

Then, you need to send emails with registration info for the author(s). For this purpose, you can click 
on STANDARD EMAIL or EDIT EMAIL (next step) placed on the bottom.  
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Step 6  

If you wish to customize an email, please, click on Edit Email. 

On the left you can see menu SEND EMAIL TO were you can choose appropriate recipient(s) or group 
of them. 

In addition, you can choose whether to send them a standard email by using a ready template or 
individual one where you can add, cancel or change the existed text.  The MY TEMPLATES menu is on 
the right side of the page.  
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You can also add the additional links placed on the right side of the page. 

You can save the customized template by pressing Save As Template on the bottom of this page and 
replace the existed template with your own one in the pop-up window. Do not forget to press Save 
at the end of this operation.  

All your custom templates will be appearing in MY TEMPLATES, Custom tab. Anytime you can delete 
it by pressing the appropriate icon from the right side. 

       www.scientific.net
e-mail: editors@scientific.net

Tel: (+41) 44 - 922 10 22



Trans Tech Publications Ltd 
Seestrasse 24c 
CH-8806 Baech 
Switzerland

You can preview your message by pressing Preview. Preview for Reception list is under button 
Recipients. 

If it satisfies you, press Send.  

Step 7 

To verify if the emails were successfully sent, please click on AUTHORS in the editor’s main menu. 
In the list, find the author (you can use the search) and make sure that the letter has been sent.  
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In SENT MAILS in the editor’s main menu. You can see a list of emails sent by you recently. Clicking 
on Details near the Author data in the table you could verify through pop-up window if the text you 
sent is ok. 

Step 8 

You can arrange cooperation with REVIEWERS just clicking on this section on the top menu. 
You can add some new reviewers clicking on Add Bulk on the bottom of this page.  

First, prepare reviewers list in an excel file. Please click on BulkExample.xlsx to see how to properly 
arrange this list. 
Then, click on Browse, find an appropriate file on your computer and Upload it. 
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Step 9 

You can assign Paper to the appropriate reviewer clicking on ASSIGNED/REVIEWED column of the 
table. 

You can search for Paper through the PAPER TITLE and assign it to chosen reviewer. Just tick on the 
checkbox. Then choose the option NOTIFY reviewer on the bottom of this page. 

       www.scientific.net
e-mail: editors@scientific.net

Tel: (+41) 44 - 922 10 22



Trans Tech Publications Ltd 
Seestrasse 24c 
CH-8806 Baech 
Switzerland

You can also remove the assigned Paper by select paper in the list and click Remove. 

Step 10 

Section PAPER stands for papers arrangement. Clicking on Select Column you can adjust the 
appropriate columns in this table, add or delete them.  

You can also sort the Papers by different columns and make a quick search there. In the column with 
sign * you can edit a data directly in the field. 
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You can change the order of Papers appearance by clicking POS* column, assign the Paper to 
CHAPTERS*, change the STATUS* of a Paper, choose an EDITOR* or verify COPYRIGHT STATUS by 
clicking the appropriate tabs. 

You can verify reviewer report by clicking on REVIEWER column, add there your COMMENTS and by 
clicking Approve make it available for the Author.  
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The date of approved report will appear on the top of the page. 

Step 11 

If you intend to change the data of a Paper, please, click on the PAPER TITLE and do it in opened 
page. 
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Step 12 

There you can also assign a Paper to another Reviewer pressing EDIT REVIEWER and Assign 
respectively. 

Step 13 

TITLE INFO section stands for editing of advanced settings. 

Here you can write Short Description, Title Keywords and even upload Cover Suggestions files 
clicking on the appropriate tabs. 

       www.scientific.net
e-mail: editors@scientific.net

Tel: (+41) 44 - 922 10 22



Trans Tech Publications Ltd 
Seestrasse 24c 
CH-8806 Baech 
Switzerland

Step 14 

Choosing CHAPTER from the right-side Menu you can add or edit the Chapters of a Paper. Clicking on 
POS* and Name in the column you can change the order and name of chapters. You can add a new 
chapter by clicking on Add New and delete by clicking on the appropriate icon. 

Step 15 

Choosing CONTENT from the right-side Menu you will be capable to GENERATE A KEYWORDS INDEX 
from entered keywords or TABLE OF CONTENTS from all Papers with Accepted Status. Please use the 
buttons with the same names to do this. 
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Step 16 

UPLOAD DOCUMENTS from the right-side Menu allow you to upload and delete any documents in 
.doc, .docx, .rtf formats and name them. 

Step 17 

CHECKLIST is to summarize your work. Verify all and click Submit. 
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Step 18 

In OPTIONS section you can adjust or edit the period of editing, add conference info or set 
Notification clicking on the appropriate tabs.  

GOOD LUCK! 
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