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1. What is the basic flow of manuscripts into your office(s), to reviewers, from reviewers, and by whom is the decision about each manuscript made?

1. Papers are submitted to either Editor (generally USA papers to Geoffrey Fox, European papers to Tony Hey).  For special issues, papers are submitted to the Editor(s) of that special issue.  


2. Editors or special issue editors identify reviewers. Special Issues often reviewed internally to pool of authors. Important to flag this as well as capturing these referees. For regular papers, send abstracts to editorial board and aak for suggested referees.


3. Editor/special issue editor or Editorial Assistant sends papers for review.  (With introductory email containing abstract of paper.)


4. Reviewers return comments to Editor/special issue editor.


5. Comments/decision sent to authors by Editor/special issue editor.


6. Authors submit final paper to Editor/special issue editor.


7. Editor/special issue editor sends paper to Wiley.  

2. Please describe the roles mentioned above (e.g., Editor in Chief, editorial office manager); use the names of roles that you use, such as Editor in Chief, Associate Editor, Managing Editor, author, referee or reviewer. In addition to those mentioned above, are there others, such as administrative assistants, who play a part in the submission-review-decision process?

Editor:  subject specialist, strategic direction of journal.  Controls review process.

Editorial Assistant: works with Editor in his office.  Sends papers to reviewers, monitors progress, chases Editor and reviewers and authors.

Associate Editor: Editor may delegate review process to Associate Editor.  

Section Editor: authors may submit relevant papers directly to Section Editor who undertakes the review and decision-making process, sending papers directly to Wiley.  

Special Issue Editor: appointed by Editor for a specific Special Issue (i.e. one issue on a subject-specific topic).  Takes on review and decision-making process, sends mss directly to Wiley.  

Editorial Board Member: acts as reviewers, suggestor of  reviewers, advisors.

Reviewer:  reviews papers

Author: submits papers.

3. Please check/amend the information below for offices that receive manuscripts

Site
Contact name
Phone
Email
Hours of availability

Florida State University
Professor Geoffrey Fox
+1 850 644 4587
gcf@csit.fsu.edu
9-5

Southampton University
Professor Tony Hey
+44 23 8059 4506
Ajgh@ecs.soton.ac.uk
9-5













4. Manuscript Central will hold information about reviewers and authors. In order to assess how such information will be input into Manuscript Central, we need some information about your current system and its contents. Note that reviewers and authors will have the ability to update or add their own information after the system is implemented.

a. What is your current editorial office tracking system (e.g., Microsoft Access, FoxPro, RMTS)?

Tony Hey: Access/SQL

Geoffrey Fox: Excel and world wide web.
b. How many reviewers/referees (files with names and addresses) are there in your database? 

c.300

c. How many authors (files with names and addresses) are there in your system?

N/A

Thank you for your cooperation. We will be in touch again shortly to discuss the implementation process in greater detail.

