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Menu Home 

Summary The main page of the manuscript submission system ɛWork Flow

1) Enter your email (ID).

2) Enter the password.

3) You may save your email(ID) to your 

personal PC.

ɛPage Description

- Sign up: You may sign up for an 

account. By default, you will be registered 

as an author.

- Find Password : When you forget the 

password, you may reset it here.  



Menu Home > Sign-up (Register)

Summary Register page ɛWork Flow

1) Confirm the user policy, and click 

²Amldgpk³ `srrml

2) Fill out your information 

3) Fileds marked with * are required.

2' Ajgai ²pcA?NRAF?³ _lb ²Pcegqrcp³,

5) You may submit your paper as an 

author after the registration. 

ɛPage Description 

- reCAPTCHA : It is a security test to 

prevent automatic registration and 

determine whether or not the user is 

human.



Menu Home > Reset Password

Summary
When users forget their passwords, they may reset their passwords 
through this process.

ɛWork Flow 

1) Enter your email address and click the 

button.

2) Check the password that is sent to your 

email (valid for 30 min.).

3) Reset your password after log -in.

ɛPage Description



Menu My Account > Update Personal Information / Change Password

Summary Update Personal Information / Change Password ɛWork flow 

1) Click ²Kw n_ec³ ml rfc snncp pgefr-

hand corner after log -in. 

2) Update the User Information and save 

it. 

3) If you are changing a password, click 

²Af_lec kw n_qqumpb³ ml rfc jcdr

sidebar. Enter the current password 

and save the new  password.

ɛPage Description

- Before you change your personal 

information and a password, you must 

enter your current password for security 

reasons.



Menu Home > My Account

Summary
- Reviewers may activate the author mode by entering personal 
information .

ɛWork Flow

1) A reviewer who received a temporary 

password via e -mail can submit a 

paper in the author mode by entering 

personal information and changing the 

password.

ɛPage Description



Menu Author > Main menu

Summary Main menu for author users New submissions (primary)

- Submit New Manuscript Submitting a new paper 

- Incomplete Submissions
A list of papers which are in the process 
of revision

- Submissions Sent Back to 
Author

A list of declined papers . You may re -
submit the revised paper which reflects 
the cause of return.

- Submissions Being Processed
A list of submitted papers. The progress
can be checked.

Revisions (2nd or more)

- Submissions Needing Revision Submit a revised paper

- Incomplete Submissions Being 
Revised

A list of papers which are in the process 
of revision

- Revisions Sent Back to Author A list of reclined papers

- Revisions Being Processed A list of submitted papers 

Completed

- Submissions with a Decision
A list of papers that final decision has 
been made 

- Submissions with Withdrawal - Withdrawn or deleted paper



Menu New submissions > Submit New Manuscript> Author Checklist

Summary - Checking a required checklist before submitting a paper.
ɛ Work Flow 

1) Review the checklist and check all items.

2) Press Confirm to proceed to the next 

step.

ɛ Page Description



Menu New submissions > Submit New Manuscript> Manuscript type & Category

Summary - A page to select a type and categories for a paper
ɛ Work Flow

1) Select whether the paper is urgent or 

not. 

2) Select a type of the paper.
3) Select multiple applicable categories.
4) Press "Save" to save.
5) Press "Next" to proceed.

ɛ Page Description

- An urgent paper may incur additional 

charge according as the term of journal.



Menu New submissions > Submit New Manuscript> Title & Abstract

Summary - Submitting basic information including a title and an abstract ɛWork Flow 

1) Enter a title, a running title, an abstract 

and keywords 

0' Npcqq ²Q_tc `srrml rm q_tc,

1' Npcqq ²Lcvr `srrml rm kmtc ml,

ɛPage Description 

- If an academic journal regulated word 

counts  for a title, a running title and an 

_`qrp_ar* gr uml±r npmaccb slrgj wms

follow the regulation. 

- The fields with * mark are mandatory to 

dgjj gl* mrfcpugqc gr uml±r npmaccb,

IV



Menu New submissions > Submit New Manuscript> Author

Summary - Enter information of an author & an affiliation 
ÅWork Flow

1) Click ŗAdd authorŗ to save the author 
information.
2) Click ŗAdd affiliationŗ to enter the 

affiliation information.
3) Check the affiliation where the author 

belongs.
4) Press "Save affiliation number" button 

to save.
5) Check the information summary to 

ensure everything is entered correctly.
6) Press "Next " button to proceed. 

ɛ Page Description 
- The order of each author and affiliation 

can be changed using the arrows on the 
left side.
- Each author and affiliation information 

can be modified or deleted via the menu 
on the right side.

IV
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Menu New submissions > Submit New Manuscript> Additional Information

Summary - Write a cover letter and the reviewer list to suggest or oppose. ɛWork Flow 

1) If there is an reviewer you wish to 
suggest or oppose, fill out ŗreviewerlistŘ.
2) Complete the cover letter to an editor. 
3) Save funding information and more. 
(Depending on the journal settings, 
additional information configuration may 
vary.)

ɛPage description 

- The ŗreviewer listŘ is optional. 
- The editor may not conduct a review

reflecting the reviewer.
- Make sure to press ŗsaveŘ button after 
completing the cover letter (if you donŚt 
click ŗsaveŘ button before you move on to 
the reviewer list, the cover letter may not 
be saved.) 

IV



Menu New submissions > Submit New Manuscript> File Upload 

Summary - Uploading manuscript files
ɛ Work Flow

1) Click ŗinstructions for authorŘ or 

ŗcopyright transfer agreementŘ button 

to download the document for the 

template and the form.

2) Select the type of the file you wish to 
upload; fill out "Description" 
information

Please do not enter the author's 
information in ŗDescription" section.

3) Click ŗselect file" button to attach the 
file and click ŗsave" to upload the file; 
you may see the uploaded file on the
file list. 

ɛ O`fdDescription
- Any item marked with * should be 

submitted. 

IV



Menu New submissions > Submit New Manuscript> Submission Preview

Summary - Reviewing a paper before submission. ɛWork Flow

1) Check again if the entered information 

is correct.

2) You may check if there are similar 

papers that have already been 

published via Google and Pubmed.

3) When the verification is completed, 

ajgai ²Qs`kgr rm qs`kgr rfc n_ncp,

ɛPage Description

- If there is any insufficient information, 

the warning window may pop up. In 

this case, you can submit after filling 

out the necessary information.

IV



Menu New submissions > Incomplete Submissions

Summary - Paper in process or in revision process (before submission)
Å Work Flow 
1) If the paper is not submitted during the 
process or if it is decided to be revised, it 
_nnc_pq ml rfc  Glamknjcrc Qs`kgqqgmlq³
list.
2) The paper can be revised and 
qs`kgrrcb rfpmsef ²Cbgr-qs`kgr
K_lsqapgnr³,
1' Rfc n_ncp a_l `c pckmtcb `w ²pckmtc
Qs`kgqqgml³,
2' Qclr ck_gj a_l `c afcaicb gl ²Jcrrcpq³,

Å Page Description
- If you agree to revise the paper, the 

paper will be moved to the " Incomplete 
Submissions".
- The progress of the paper can be check 

from the status menu.

IV



Menu New submissions > Submissions Sent Back to Author

Summary
- An editorial office will check things that need to be revised and send 

you back before the paper get reviewed by a reviewer.

Å Work Flow 
1) The paper from the editor will be 
returned to you, if it is applicable. 
2) You may confirm or reject to revise 
rfpmsef ²?epcc-bcajglc rm pctgqc³,
3) You may withdraw your paper from
²ugrfbp_u Qs`kgqqgml³,
2' Qclr ck_gj a_l `c afcaicb gl ²Jcrrcpq³,

Å Page Description 
- If you agree to revise the paper, the 
paper will be moved to the "Incomplete 
Submissions".

IV



Menu New submissions > Submissions Being Processed

Summary -A process of the submitted paper can be checked in this page. 
ÅWork Flow
1) The status of submissions can be 
checked.
0' Ajgai ²Tgcusubmission" to check the 
content of the submitted paper.
1' Qclr ck_gj a_l `c afcaicb gl ²Jcrrcpq³,

ÅPage Description 
- The progress of the paper can be check 
ml rfc ²Qr_rsq³ kcls,

V



Menu Revisions

Summary
- If the first version confirmed to be revised, the revision must be 

proceed. 
ɛWork order
1) The revision is carried out in the 
dmjjmugle ²Pctgqgmlq³ qcargml,
2) You may check the result, whether 
paper is finalized as approved or rejected 
dmp ns`jgqfgle gl ²dgl_j n_ncp³ qcargml,

ɛPage Description

VI



Menu Revisions > Submissions Needing Revision > Accept/Decline to revise

Summary
- If the first version confirmed as to be revised, the decision should be 

made whether you will approve or reject the further revision. 

ÅWork Flow 

1) All details, including the results of the 
pctgcu* a_l `c afcaicb rfpmsef rfc ²Veiw
details of submission ³, Ctcl _drcp wms
approve , you can still check the details at 
any time through this button. 
2) When you decide to decline to submit a 
revised paper, you need to write and 
submit the reason.

ÅPage Description 
- If you agree to revise the paper, the 
n_ncp ugjj kmtc rm ²Glamknjcrc
Qs`kgqqgmlq @cgle Pctgqcb³,
- If the editorial office return the paper, 

you need to review the feedbacks and 
revise the paper to submit again. 

VI



Menu Revisions> Incomplete Submissions Being Revised

Summary - Revising and submitting a pap er . Å Work flow 
1) Decline to revise: decline to revise, and 
terminate the process. (can not be 
reversed)
2) Revise/Submit Manuscript : revise the 
paper, and submit it again. The content of 
the previous version is saved, so you must 
check and revise it (except for files).
3) Qclr ck_gj a_l `c afcaicb gl ²Jcrrcpq³,

ÅPage Description

VI


