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LOGIN PAGE 
To get the login page use the URL of MSS 

In case, you want the system to remember your username and the password, 

then check it on “Remember me” option, however, it is highly recommended to 

type in the username and the password manually before every login attempt. 

FORGOT PASSWORD 

In case, you forget your “Password”, click on the “Reset Password” option. Once 
clicked, it will direct to page which will ask for your email address. Fill in the email 
address and then click on “Submit” button to get the new password. 
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Author Sign Up : 
New Author can sign up by clicking ‘’ Sign up as an Author” 

Which will direct to this page given below, fill up all mandatory field required to create an author account. 
After saving, author can login with the same credential which has been saved. 
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HOME PAGE(Author) 

On Right Side menu of Home Page you will find four sections: 

 Dashboard - At the top which will have link by clicking, each will display a
grid related to it :

 Unsubmitted Manuscripts

 New Submitted Manuscript 

 Manuscripts Required Revision 

 Manuscripts Have Co-Authored 

 Withdrawn Manuscripts By 

 Accepted For Production 

 Rejected Manuscripts 

 Resubmitted Manuscripts 

 Assigned Manuscripts 

 Submit Manuscript – Using this Author can submit Manuscript
 Communication – Author can communicate via  mail related to any topic or

issue.

 Track Manuscript – This section lists all the tasks related to the manuscript
for which author want to track the status and its other information, by
entering the respective ID of manuscript  .
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Dashboard (Author):  

When the related icon on dashboard is clicked by user 

Unsubmitted Manuscripts

 Unsubmitted Manuscripts : When The user click icon titled as Unsubmitted Manuscripts the grid will be

displayed
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Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created
 Continue – User can update the Manuscript
 Delete –  User can delete the Manuscript

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 

 Continue: This will take author to  incomplete Manuscript  page where Author can complete the
other details tab wise because of which it was incomplete and submit it or again keep it as 
Unsubmitted mode. 
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 Delete: If the user wants to delete the Unsubmitted manuscript then the user can click the icon 
in the grid in related row of manuscript and the pop will render asking the user choice. 

New Submitted Manuscript

 New Submitted Manuscript - : When The user click icon titled as New Submitted Manuscripts the

corresponding grid will be displayed

Update details 

in tab  
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Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created
 Withdraw –  User can Withdraw the Manuscript

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will render giving
the details of manuscript which are read only. 
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 Withdraw: If the user wants to withdraw the New submitted manuscript then the user can click 
the withdraw icon in the grid in related row of manuscript and the pop will render asking the 
user choice and if the user select “OK” it will move to “Withdrawn Manuscripts By Author” 
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Manuscripts Required Revision

 Manuscripts Required Revision:  When The user click icon titled as Manuscripts Required Revision the

corresponding grid will be displayed

Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created
 Continue – User can update the Manuscript
 Withdraw –  User can Withdraw the Manuscript

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 
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 Continue: This will take author to  incomplete Manuscript  page where Author can complete the 
other details tab wise because of which it was incomplete and submit it or again keep it as 
Unsubmitted mode. 

 Withdraw: If the user wants to withdraw the New submitted manuscript then the user can click
the withdraw icon in the grid in related row of manuscript and the pop will render asking the
user choice and if the user select “OK” it will move to “Withdrawn Manuscripts By Author”

Update details 

in tab  



  12 | P a g e

Manuscripts have Co-Author

 Manuscripts have Co-Author:  When The user click icon titled as Manuscripts have Co-author

 the corresponding grid will be displayed which tells if the same author has co-author any 

of the manuscript then it will be displayed in the grid. 

Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 
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Withdrawn Manuscripts by Author

 Withdrawn Manuscripts by Author :  When The user click icon titled as Withdrawn Manuscripts by Author  the

corresponding grid will be displayed , it will consist of all the manuscript that has been withdrawn from “New

Submitted Manuscript” and “Manuscript Required Revision”  so will move to or be displayed in the grid.
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Columns Available in the grid : 
 Manuscript ID – Gives the ID of the Manuscript 
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created
 Withdrawn Date –  Gives the date on which the manuscript was created

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 

Accepted For Production 

 Accepted For Production  :  When The user click icon titled as Accepted For Production  the corresponding

grid will be displayed , and will consist of Manuscript that has been accepted for production.
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Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created
 Editor Feedback : Gives the editor feedback on manuscript. 

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 
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 Editor Feedback : If  author clicks  Editor Feedback link in the column of the grid  then a pop will 
render with heading “Decision Comment”  which gives the comment of the editor if there are 
any. 

Rejected For Production

 Rejected For Production :  When The user click icon titled as Rejected For Production  the corresponding 

 grid will be displayed , which consist details of all manuscript  that  has been rejected so will 

 come under Rejected Manuscript  
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Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 History  –  Gives the status of the manuscript task.
 Editor Comment  : Gives the editor comment on manuscript. 

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 

 History :
Status History –Will give the status of Manuscript task  , where it was rejected and 
all other previously completed task. 
Correspondence – Will display  all the correspondence related to that manuscript 
Back Button: author can click it and it will take back to rejected page 
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 Editor Comment : If  author clicks  Editor Comment link in the column of the grid  then a pop will 
render with heading “Decision Comment”  which gives the comment of the editor if there are 
any. 

Re submitted Manuscripts

 Re submitted Manuscripts :  When the user click icon titled as Re submitted Manuscripts

the corresponding grid will be displayed, which consist details of all manuscript

that is to be revised by author and which has been has been resubmitted after doing so will

come under Resubmitted  Manuscript
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Columns Available in the grid : 

 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 

Assigned Manuscripts

 Assigned Manuscripts :  When the user click icon titled as Assigned  Manuscripts

the corresponding grid will be displayed, which consist details of all manuscript

that is assigned to author
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Columns Available in the grid : 
 Manuscript ID – Gives the ID of the Manuscript 
 Journal – Gives the Name of the Journal
 Manuscript Title – Gives the Title of the Manuscript
 Date Created –  Gives the date on which the manuscript was created

Action in Grid Column : 

 Manuscript ID : If  author clicks  manuscript ID link in the column of the grid  then a pop will
render giving the details of manuscript which are read only. 

Submit Manuscript 
Author can submit his/her manuscript by entering all the details required and is processed pages wise. 

After checking all the mandatory fields and selecting the Journal against the manuscript that he/she 

wants to submit, author begin submission by click the button titled as “Begin Submission” 
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After clicking the button the author will be taken to the page which has 5 tabs for accepting the details 

and content related to manuscript  

 Title

 Author

 CL and Forms

 Upload

 Review

Title : 
Title : Author will select and enter all mandatory fields like Manuscript Type  , Title , Abstract and at 

least 3 multiple keywords , then author will click “Save and Continue ”will move to next tab or can click     

“Save & Exit”and can complete the process later as it will move to Unsubmitted manuscript. 

Author : 
In this tab user can add new Co-author linked to the same manuscript or edit the existing corresponding 

author which is the same from which account the author has logged in. 
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By Clicking “Add New Author ” button we get a pop up where we can add co-author details and click 

‘’Add Author”after which it will start displaying in the grid . 

By Clicking icon under “Edit ” column we get a pop up where we can edit author details and click 

‘’Update ”after which the changes will start displaying in the grid . 
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Then author will click “Save and Continue ”will move to next tab or can click “Save & Exit” and can 

complete the process later as it will move to ” Unsubmitted manuscript”. 

CL and Forms : 
In this tab user will upload mandatory cover letter or write it manually and upload one mandatory 

various forms and select other optional information. 

Cover Letter : Here author can manually enter the cover letter or upload the same from their system 

and also delete the same if the user want to correct it and upload again . 

Manually 

write CL 

Upload From  

System 
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Forms : Here author can upload the file from the system and can also delete the same by clicking the 

icon under delete column and choosing the option “OK” in the pop up and re upload if want to 

.Copyright form is mandatory to complete the submission.  

Optional Info : Author can select the optional value and enter the desire the text in the given box 

Then author will click “Save and Continue ”will move to next tab or can click “Save & Exit” and can 

complete the process later as it will move to ” Unsubmitted manuscript”. 
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Upload: 
In this tab user can choose the file from its system and select the file type then upload the same if 

chosen file and file type matches it will be displayed in the grid. 

Files and File type mapping can be seen from upload help when the author click help icon and pop up 

will render  giving information about mapping. 

Upload File : First choose the file from the system then select the “File Type” accordingly then click 

“Upload” button , if successful it will be displayed in the grid , and we download it after by clicking 

“Download” icon under download column. 
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Then author will click “Save and Continue ”will move to next tab or can click “Save & Exit” and can 

complete the process later as it will move to ” Unsubmitted manuscript”. 

Review: 
This tab is last of all and when all the tab mandatory fields have been filled then on this tab we select ie 

user can check the confirmation and click the submit button which has been enabled if all the 

mandatory fields in other tab have been entered with required data so after clicking the manuscript will 

be submitted it will move to “New Submitted Manuscript”. 



  27 | P a g e

After the user click submit then the manuscript has been submitted and we get the details related to it. 

Communication 

Message 
Message in submenu is used so that author can communicate via  mail related to any topic or issue that 

author want to discuss. 

After filling the detail like To , subject , body , author has to click  ”Send” button . 
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Track Manuscript : 
This menu returns the manuscript that author want to track the status of same and its other 

information , by entering the respective ID  in text box for searching and click “GO” button. 

Status History –Will give the status of Manuscript task  , current task  and all other previously 
 completed task. 

Correspondence History  – Will display  all the correspondence related to that manuscript 




