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Editor-In-Chief User Guide 
 

Welcome to the Dove Medical Press Editor-In-Chief User Guide.   

This guide is organized in the following sections and will help you navigate through your decision-making 
process.   

1.  Login  

2.  Welcome  

3.  Work in your Editor-In-Chief area  

4.  Manuscripts requiring Editor-In-Chief review   

5.  Making a decision on manuscripts that have completed peer review   

6.  Making final decision  

7. Manuscripts being reviewed  

8.  Recently reviewed manuscripts   

9. Data change request for accepted paper 

  

 

  

All Dove journals are members of and subscribe to the principles of the Committee on Publication Ethics 
(COPE). 

  

http://www.publicationethics.org/
http://www.publicationethics.org/
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1. LOGIN  

As an editorial decision-maker, you will receive an email when a submitted manuscript has been 
peer-reviewed and is awaiting your editorial decision.  

Either click on the link in the email or navigate to the https://www.dovepress.com/ website (Figure 1).   

 

 
 

Figure 1 Dove Medical Press Website 
 

https://www.dovepress.com/
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Click on the Login button at the top right of the screen. This will take you to the login screen (Figure 2).   

 
 

Figure 2 Login screen  

Please log in using the User ID and password supplied. If you do not have your User ID or password, 
please click “Forgot password?”.
 

Forgotten password  
Enter your email address, click “Retrieve password” and we will email you the details to change your 
password. 
 

 
 
Remember Me  
If you are working from your personal computer, you may choose to check the box next to “Remember 
Me” and you will be automatically logged in each time you return to our website.  
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2. WELCOME  

 
Once you have logged in, you will be taken to your home page (Figure 3; we have used Dr. Cleary as our 
example in the following screenshots):  

 

 

Figure 3 The Welcome screen.   
 
If you do not see the above page, please click on the “Editor-In-Chief” option in the left column. This will 
take you to the Editor-In-Chief screen where papers are awaiting your attention
 

3. WORK IN YOUR EDITOR-IN-CHIEF AREA  
 
Welcome to the Editor-In-Chief area.  
 
The Editor-In-Chief screen has four elements: Pending approval, Requiring Editor-In-Chief Review, Being 
peer-reviewed, and Recently Reviewed Manuscripts. We will discuss each area in the following screens. 
Please note: Pending approval is an upcoming functionality that is not available at this time. 
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4. MANUSCRIPTS REQUIRING EDITOR-IN-CHIEF REVIEW  

This is the area where you will find the manuscripts that require your attention.   
Each manuscript has a separate entry. The example shown in Figure 4 has two manuscripts 

that require attention.   

The first is a manuscript that has completed peer review and is awaiting your first decision. The second 
is a manuscript that has completed post-peer review revision and is ready for your final decision.   

 

Figure 4 Manuscripts Requiring Editor-In-Chief Review  

 

5. MAKING A DECISION ON MANUSCRIPTS THAT HAVE JUST COMPLETED PEER 

REVIEW  

 
Papers in the “Requiring Editor-In-Chief Review” area requiring a first decision have now completed peer 
review and are awaiting your decision whether to accept, reject, or send peer review comments to the 

author.  
 
Each manuscript entry has the link “Decision” which takes you to the Editor-in-Chief Interface screen. 
See Figure 4.  
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In making your decision, you will need to click on the link “Decision”. This will take you to the 
manuscript details and peer reviewer’s comments. 

The manuscript files are listed below ‘Files’ in the top section of the screen, below the submission 
details e.g. number of authors, reviewer recommendation. Please click on “Download” to view the files. 
(Figure 5) 
 
Your web browser will prompt you to save them to a location of your choice or to open them 
immediately. We recommend that you save them to a directory dedicated for this purpose.   
 

 
Figure 5 Top section containing the manuscript details 
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Reviewer comments 
 
This contains a list of the peer reviewers who were invited to review this manuscript and their 
recommendations. We require at least 2 peer reviewers.  

The Reviewer comment section shows the Name of the reviewer, their CV or link to their PubMed 
citation and their Status (whether they completed the review task). (Figure 6) 

 
 
Figure 6 Reviewers details 
 
Click the red “Click to download reviewers’ comments” button to see the PDF containing the complex 
review of each reviewer. (Figure 7) 
 

 
 
Figure 7 Reviewer comments 
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Editor-in-Chief Comments 
 
This section shows the Editor-in-Chief comments at first and final decision (Figure 8) 

 

 
Figure 8 Editor-in-Chief comments 
 

 

Editor-in-Chief Decision   
 

Step 1 – Click in the box to confirm paper details will be kept confidential (Figure 9) 

Step 2 – View the authors conflict of interest disclosure and tick Yes or No if any concerns are raised 

(Figure 9) 

Step 3 - When you are satisfied with the comments given by the reviewers, you are ready to make your 

decision. You have three options (Figure 9 and 10): “Accept without further review,” “Revise with 
changes - requires modification to address reviewer comments before final decision is made” OR 
“Reject”. 
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Figure 9 Editor-in-Chief Decision Step 1 – 3 
 
 

 
Figure 10 Editorial decision options 
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These options will insert notes into one of three emails.  

These emails will be sent by the Dove Medical Press editorial staff shortly after you have made your 
decision. 

 
Option 1 - Accept without further review  
Selecting this option means that you are satisfied with the manuscript as it is, and you do not see the 
need for the author to revise and resubmit their material. We will then immediately contact the 
author to take them through the pre-press publication process. Please note, we may reach out asking 

you to confirm your decision depending on the amount of corrections requested by the reviewers.

Option 2 – Revise with changes - requires modification to address reviewer comments before final 
decision is made 

Selecting this option means that you have concerns about the suitability of the manuscript for 
publication in your journal.   

However, if the authors can adequately revise their manuscript according to the reviewer’s 
recommendations, you will consider the manuscript again for your journal.   

We will send an email containing the peer reviewers’ recommendations to the authors, along with our 
required editorial corrections. 
 

Option 3 - Reject  
Selecting this option means that you do not believe that this manuscript is suitable for publication at 

all in your journal.   

Please consider whether the manuscript can be revised or redone.  
 
Please provide us with a reason why you have chosen to reject this manuscript outright in the 

“Reason for Rejection” box (Figure 10a). 

  

Figure 10a Reason for Rejection 

 
 
Dove Medical Press editorial staff will then write a personal email to the author to inform them that 
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their manuscript unfortunately cannot be considered for publication in our journals.  

 

Step 4 - You must choose to send at least two of the peer reviewer comments to the author. Simply tick 
the box next to the reviewer’s name and their comments will be sent to the author (Figure 10b). Please 
note, we require at least two sets of comments are sent to the authors. 

 
Figure 10b Reviewers comments sent to the author Step 4 
 
 
 

Step 5 – We recommend that you write a short note in the bottom box “Comment Viewable by 

Author”, above the reviewer comments, that you have elected to send to the author. This will be a brief 
note thanking the authors for their submission and will also include any comments that you may wish to 
communicate to the authors that are not contained by the reviewer comments.  Add any notes you have 

for the authors in the ‘Comments for Authors’ field (Figure 11) 

 
Once you have finished click ‘Confirm Decision’ to send to the DovePress team. 
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Figure 11 Editor-in-Chief Decision Step 5  

 
 

 
Dove Medical Press-Only Comment Box (found at the bottom of screen)  
 
This box is for your internal comments to the editorial staff at Dove Medical Press (Figure 12). The 
information in this box will not be sent to the author.  
  
You may choose to take this opportunity to communicate any concerns that you have regarding this 
manuscript, such as missing elements, inability to download material, or your concerns about the 

peer reviewer comments provided.   

Once you have completed your note, please click the “update” button. When you click “update”, your 
comments will be sent by email to Dove Medical Press editorial staff. You will be returned to the Editor-

in-Chief Interface page. Please note that if you do not click “update”, your comments will not be 
recorded. 

This is a quick and easy way for you to communicate with Dove Medical Press editorial staff
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Figure 12 Dove Press-Only comment box.  
 

6. MAKING A FINAL DECISION 

 
Manuscripts that have been “Revise with changes - requires modification to address reviewer comments 
before final decision is made” are returned to you for a final decision when the comments have been 
addressed by the authors. Click on the red “(Awaiting a final decision)” which takes you to the Editor-in-
Chief Interface screen. 
 
The original files and the revised files (including the author response to the reviewer’s comments and 
the reviewer’s comments sent to the author) are available for you to make your decision. (Figure 13). 
The reviewer comments are still available for viewing, click on the red “Click to download reviewers 
comments” button in the reviewer’s comments section (Figure 14).  
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Figure 13 Manuscript details and files 



 

15 | P a g e                            Dove Medical Press, Editor-in-Chief User Guide – January 2022 

 

Information Classification: General 

 
Figure 14 Peer reviewer’s details and comments 
 
The Editor-in-Chief comments at first and final decision are also shown on this screen (Figure 15) 
 

 
Figure 15 Editor-in-Chief comments  
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When you are satisfied with the authors’ work, you are ready to make your decision.  
 
Step 1 – Click in the box to confirm the details of the paper will be kept confidential (Figure 16) 

Step 2 - You have two options available on the EIC interface “Accept without further review,” OR “Reject 
(may not be resubmitted)” (Figure 16). If the average reviewer score is 6 or higher please complete the 
‘Reason for accepting this paper’ text box. 
 
There is also a Help desk (“I have comments about this paper that do not fit into either of the above 
options”) option. Using this option is the exception rather than the rule, as it adds to delays with 90+ 
journals and all their papers to process. If required: 
 

• We can send papers back to peer-reviewers in rare circumstances, for instance if the reviewers 
have requested a large number of corrections that the authors have addressed. 

• If the author hasn’t addressed all the reviewer comments to your satisfaction and you believe 
the paper has sufficient merit you can forward your request to your Dove Medical Press contact 
in the editorial support department (either by email or internal comment) so they can send it on 
to the author.  

 
In either case, please contact Dove’s editorial support department, but don’t process the final decision 
on the submission as Dove will, once the author has responded. 
 
Step 3 – If you feel a paper is of particular note you can add a comment here. Dove will then consider if 
it will be included in a press release. This comment is to be used sparingly and only for those papers that 
are particularly groundbreaking or topical in the field at present (Figure 16). 
 
Step 4 – if a paper has a video abstract submitted with it please view the video and tick if you accept or 
reject it. If the paper has no Video Abstract submitted, this option will not show. 
 
Step 5 – Dove Press Only comment - If you wish to add a comment for the DovePress editorial 
department you can add this here. 
 
Step 6 - To process your decision please click on the “Confirm Editor-in-Chief Decision’ button (Figure 
16). 
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Figure 16 Final decision step 1 - 6 
Your job is now done! Thank you for successfully making your decision on the manuscripts in your 
journal.   
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Please do not hesitate to contact Dove Medical Press if you have any concerns.

Revised Manuscripts/Editorial Support 
Robert Irvine robertirvine@dovepress.com  

Amy Crocome amycrocome@dovepress.com  
 

 

7. MANUSCRIPTS BEING REVIEWED  
 
Figure 17 shows the portion of the Editor-In-Chief area that contains manuscripts currently in peer 

review.  

The status in Figure 17 for Sub ID 94105 reads “2e - Second or more Peer Review Reports Returned”. At 
this point, two or more reviewer comments have been returned, but peer review has not yet completed. 
This is your opportunity to download and read the manuscripts in advance of peer review completion. 

Please click on the Sub ID to access the Submission Detail screen (Figure 18). You may then view the 
manuscript by clicking on the ‘Download’ in the files and downloading it to your computer or opening 
the file to read it.   

 
When peer review completes, the paper will move up into “Manuscripts Requiring Editor-In-Chief 

Review”.  

 
 

Figure 17 Manuscripts in peer review 

 

 

mailto:robertirvine@dovepress.com
mailto:amycrocome@dovepress.com
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Figure 18 The Submission Detail screen 

 

 
 

8. RECENTLY REVIEWED MANUSCRIPTS  
 
After you have made your decision, the manuscript will be moved to the “Recently Reviewed 
Manuscripts” area of the Editor-In-Chief screen (Figure 19).   
 
You may click on the Sub ID to see the Submission Details which will now contain the manuscript files, 

peer reviewer comments, Editor-In-Chief’s internal notes, and the final decision.  
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Figure 19 Recently Reviewed Manuscripts 

 
 

9. DATA CHANGE REQUEST FOR ACCEPTED PAPER 

 
If an author requests changes to the manuscript post acceptance an email will be delivered to the editor 

who made the initial decision with a link to access the paper for review. This will also show in the Editor-

In-Chief interface (Figure 20). 

 
Figure 20 Data change request after acceptance 
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Click the orange “Data change request after acceptance” link to view the reasons for the data change 
request, the files and to make your decision (Figure 21) 

 
Figure 21 Data change request details 

If you chose to Accept the changes, click ‘Accept’ and ‘Confirm decision’.  

If you chose to Reject the changes, click ‘Reject’, complete the comments box that opens up (Figure 22) 

and ‘Confirm decision’.  

If you require a re-review or have any other questions, click the ’Helpdesk’ option and complete the 

comments box that opens up and ‘Confirm decision’.  
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Figure 22 Changes rejected comment box 

Once the confirm decision button is clicked, the task will be removed from the Editors interface. An 

acknowledgement statement will appear on top of the interface page. The production team will receive 

an email alert of the decision.   

If the paper required re-review, the production team will contact the peer reviewers who are willing to 

re-review to review the paper again. Once we receive the re-reviews the editor will be notified by email 

and the paper will appear in the Editor-in-Chief interface for a final decision. The reviewer’s comments 

will show and the option to Accept or Reject the changes are available (Figure 23). 

 

Figure 23 Re-review decision 


