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INTRODUCTION

With great pleasure, we present to you the CMU Journal of Science System, an

online submission, review, and publication process-focused platform for academic works

in the scientific field. Written especially for reviewers and authors, this manual is your full

guide to using all of the features and functions of our system.

Discover how to sign up for our platform quickly and easily, so that your

participation in our academic community gets off to a smooth start. Discover how to

submit your paper step-by-step, from logging in to sending preliminary data and

uploading files. Recognize the steps involved in editing your contribution, such as sending

revision files to the editors upon request.

To keep your information up to date and relevant, manage and change the

features of your profile, such as your identification, contact information, and password

settings. Learn how reviewers are assigned tasks so you may participate in the peer-review

process more successfully. Whether you are an experienced researcher submitting your

most recent work or a committed reviewer offering insightful commentary, the goal of

this handbook is to equip you with the skills and information required to interact with

the CMU Journal of Science System with assurance. We are grateful that you are a

member of our community that is committed to expanding scientific understanding and

creativity. Please do not hesitate to contact our support team if you need any help or if

you have any questions.



A. AUTHOR

I. Registration Process.

Figure 1. CMU Journal of Science Dashboard

If the user doesn't have an account yet, click on the ‘Register’ link in the upper
right corner. If already registered, click ‘Login’.
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Figure 2. Registration Form

To register, users must fill in the required information and review the user
agreement. The email address provided must not be associated with another account, and
the password should be at least 8 characters long, including at least 1 numeric and 1
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uppercase character. While checking the privileges is optional, it is recommended for a
personalized experience.

Figure 3. Registration Confirmation Instructions

After submitting the registration form, a message with instructions will be
displayed on how to verify and activate the created account.

Figure 4. Email Confirmation

The email used for registration will receive the confirmation message with a
provided link. Click on it to activate the account. If the email message is not received, the
user must contact the administrator or the person in charge of the website.

Figure 5. User is an officially registered message.

The user is now registered and can log in using the credentials provided upon
registration.
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II. Make Submission

a. Login

Figure 6. Login Page

Enter the login details using the credentials provided upon registration. The user
will then be redirected to the dashboard.

b. Create Submission

Figure 7. Authors Dashboard

This is now the user’s dashboard, which is currently empty since no submissions
have been made yet. To create a submission, click on the ‘New Submission’ button.

c. Preliminary Information
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Figure 7. Begin submission form

Provide a title for the submission, then select the appropriate section (e.g.,
Perspective, Articles, etc.). Review the submission checklist to ensure your submission
meets the journal’s requirements. Finally, review the privacy statement and agree to the
journal’s data collection policy to begin your submission. Once you click the ‘Start
Submission’ button, users will be able to save incomplete submission for later and return
to it from your dashboard at any time.
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d. Details

Figure 8

Provide essential information about the submission, including the abstract.
Optionally, include keywords and a list of references. To format keywords, type the
keyword or keyphrase and press enter; no need for commas or other punctuation.

e. Upload Files

Figure 9

Users have the option to upload multiple files simultaneously and can also drag
and drop them. Upon completing the upload process, users will be prompted to specify
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the file type for each document. After uploading and specifying the type for all
submission files, click the Continue button to proceed to the next step, which involves
adding contributor information.

f. Contributors

Figure 10

In this step, users will be prompted to provide additional information about contributors,
such as authors and translators, involved in the submission. By default, the details of the
user initiating the submission will already be included as the primary contributor.
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Figure 11

Additional contributors, including co-authors, can be added by clicking the "Add
Contributors" link, which opens a new window to enter their information. It's important
to note that all contributors will receive an email confirmation of the submission. It is
recommended to avoid using false email addresses for contributors if valid contact
information is unavailable. If any contributors do not have valid email addresses, it's
advised to inform editors in the next step of the process by adding a note. After adding a
new contributor, users should click "Save", and the new contributor will be added to the
list. Users can also adjust the order of contributors in the list using the "Order" button.
Clicking "Order" allows users to use the up and down arrows next to a contributor to
rearrange their position in the list. Once contributors have been arranged to the user's
preference, they can click "Save Order".
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g. For the editors

Figure 12

Additionally, users can also add messages/comments to the Editor before proceeding.
After that is filled, click continue.

h. Submission Review

Figure 13

At last, users will have the opportunity to review all the information entered for their
submission. If any required fields are left unfilled, users will be alerted on this screen and
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provided with the opportunity to make corrections. Once all necessary adjustments are
made, users can proceed by clicking the "Submit" button.

III. Revision Submission

Figure 14

Authors can revise submissions if requested by editors or reviewers. Notifications of this
decision will be sent via email or will be visible in the notification bar. Click on the 'View'
button to upload revision files.

a. Upload Revision Files

Figure 15

In the revision section, you'll find a button labeled 'Upload files.' Click on that to proceed
with uploading your revisions.
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First, select the file type of the document that will be uploaded. Then, choose the file you
wish to upload. Authors can also change the file upload and click on 'Continue' to
proceed.

Figure 16

Figure 17

Review the uploaded file, then click 'Next' to proceed.
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Figure 18

Authors also have the option to add another file for the submission as much as they want
or need. Once finished uploading click on ‘Complete’.

IV. Profile Edit

Figure 19

Click on the profile icon to access the "Edit Profile" action link. Click on that to proceed
with editing the profile.
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a. Identity

Figure 20

Personal information can be edited in the 'Identity' tab. Make sure to click the 'Save'
button to ensure changes are saved for all tabs.

b. Contact

Figure 21

In the ‘Contact’ tabs, the email address, signature, phone, affiliation and others can be
modified.
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c. Roles

Figure 22

User roles can be edited in the 'Roles' tab, but they are limited to Reader and Author
unless you have been granted permission by the administrator to access additional roles.

d. Public

Figure 23

In the 'public' tabs, users can add a profile image, a bio statement, and other relevant
information.
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e. Password

Figure 24

The Password can be modified in the 'Password' tab.

f. Notification

Figure 25

The notification options can be modified in the "Notification" tab.
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B. Reviewer

I. Review Assignment

Figure 26

When a user is assigned as a reviewer, a notification or email will be sent to them, and
they will find the assignment in the 'My Queue' tab where the deadline for the review is
visible. Clicking on the 'View' button will provide access to additional options.
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a. Accept/Decline Review

Figure 27
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After clicking on the ‘View’ button, this page will appear, displaying all the information
about the submission. Reviewers should click on the box next to the privacy statement to
indicate agreement. They will then have to select whether to accept or reject review
requests.

b. Reviewer Guidelines

Figure 28

If the user accepted the review assignment, the second page/step will be the guidelines set
by the publisher. Click on the button ‘Continue to Step 3’ to proceed.
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c. Download & Review
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Figure 29. Reviewer Form
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Figure 30. Reviewer form continuation

Download the file(s) to be reviewed first in the 'Review Files' section. Ensure that
all required fields are answered in this section, following the provided instructions. After
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reviewing, upload the reviewed file(s) in the 'Upload Files' section. Additionally, ensure
that the reviewer has uploaded an image of their signature, preferably in PNG format.
Review discussion can also be added. Lastly, the reviewer must leave a recommendation.
Click on 'Submit Review' once everything is settled; otherwise, click on 'Save for Later'.

d. Completion

Figure 31. Reviewer completion section

The submission of the review is done. Now, reviewers can add as much discussion as they
want or return to the submission dashboard.

To “Add Discussion” click on the ‘Add Discussion' button.

e. Add Discussion
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Figure 32. Add discussion form

Select the user/participant to whom you want to send the discussion message. Ensure to include
the subject of the discussion, as it is required, and attach a file.

Figure 33. Upload discussion file

To upload files, make sure to select an article component, whether it is an article text,
research instrument, or other types. Below that, upload the file that the reviewer wants to upload,
then click 'Next.' Reviewers will be given an option to add another file as they proceed by clicking
the 'Continue' button.
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