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RREEGGIISSTTRRAATTIIOONN  OOFF  AA  NNEEWW  AAUUTTHHOORR  AANNDD  LLOOGGIINN   

An author may register into the system themselves or an account may be 

opened for them by the editor. 

A) AUTHOR REGISTERS THEMSELVES 

The registration link is to be found in the top or side menu: 

 

A simple registration form is accompanied by detailed instructions. If you do 

not know what which line serves for, you can use a small icon with help 

located on the left. In some forms, the help can show directly below the group 

of the fields being filled in. Some journals may require more information, for 

the others name and e-mail address is sufficient. 

Required fields are marked with an asterisk. 

 

By checking the box “I want to choose the login information (username and 

password)”, the form will extend by fields for your username and password – 

they will become more easily remembered than when generated by the 

system. 

After the successful registration, the system will show a praising message and 

you will receive confirmation via e-mail. 
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B) AUTHOR IS REGISTERED BY THE EDITOR 

An author’s account is opened by the editor. The author will receive their 

username and password via e-mail. 

 

LOGIN INTO THE APPLICATION 

The username and password will enable us to login into the application. Upon 

the login, hidden tabs or items of the menu will appear. 

AUTOMATIC LOGOUT 

The system may logout the user after a longer time of inactivity (tens of 

minutes) for security reasons so that misusage by a random “visitor” at the 

computer is prevented. 
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IINNSSEERRTT  TTHHEE  AARRTTIICCLLEE   

The basic author’s view is “My articles”, we will also find the button for 

inserting an article there: 

 

The system will require a basic description: 

 

According to the application settings more or less information may be required 

(the form does not have to correspond with the figure, it may be simpler or 

more complex). 

After the form has been sent, the system will ask you to insert source files. 

The editorial department only communicates with the author who inserts an article. By filling 

e-mail addresses into the fields “Notify authors”, the author can contact their co-authors to 

whom a final verdict will be sent – the final decision on acceptance or decline of the article. 

SOURCE FILES 

The source of an article may be a Word document or other text editor 

document, as well as the whole group of files – the manuscript plus image 

attachments, graphics, tables... These files do not have to be of common 

computer formats (graphic programs often use formats non-readable on 

common computers). The editorial department has the ability to read most 

common formats, they might also contact you requiring conversion of the 
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format. In case you are not sure, you can send us a query in advance. If 

possible, the editorial department requires all the documents to be in original 

formats in maximum resolution. 

If there are numerous attachments (tens of them), you can archive them in 

ZIP, RAR, ARJ, TAR, GZ, BZ etc. and upload the archived file. 

The system contains two variants for file sending – blue and green button: 

 

We recommend the blue button of “Insert more files (modern browsers)” 

which allows you to send all the files at once (this function must be also 

supported by your browser – most currently used browsers do not experience 

troubles, only Internet Explorer supports this function only from version 10). 

In case you upload big files (e.g. video or more photos in archived file), it is 

necessary to use this button. 

 

Upon clicking on the green button of “Add files...”, you can select files from 

the hard disk of your computer – it is possible to select more of them at once 

(e.g. we can hold the Ctrl key and mark each of them by clicking of the 

mouse). After confirming the selection (typically with the “Open” button), the 

files will start uploading, the overview will be visible on the screen. (Upload of 

the item can be interrupted, but if it is already completed, it is possible to 

delete the file only directly from the list of sources by the article.) We can 

repeat the same activity. When we are satisfied with the files, we close the 

window and they become visible in the article. 
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The other variant suitable also for older browsers is offered by the green 

“Insert next source file” button: 

 

First, we select the particular file by the icon , or alternatively fill in the 

text comment (what is contained within the file) and finally confirm with the 

“Send” button. 

After sending, the status of the article shows: 

 

Below the individual files, a choice for “Click to describe” is to be found, which 

allows to add comments to the files: 

 

After all the necessary sources are inserted, the article may be sent to the 

editorial department. 
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SUBMITTING TO THE EDITORIAL DEPARTMENT 

Unless the article is sent, it is visible only to the author. The article can 

remain in this state for as long as necessary, the sources may be changed, 

etc. The button of “Send to editorial department” serves for sending the 

article to the editorial department. Only upon using this button the manuscript 

is sent: 

 

The system will require confirmation, after that the article (including the 

source files) switches to the state under which no more changes are possible. 

Important warning: unless the article is sent, the editorial 

department does not know about it! 
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RREEVVIIEEWW  AACCQQUUIIRRIINNGG   

The editor will prepare one PDF file out of the source files (the manuscript 

including the attached files) which will be sent to the reviewers. They will 

write a review and will deliver them to the editorial department. 

The editorial department will create a PDF with the reviews and based on the 

reviewers’ recommendations will accept, decline or send the article back to 

the author with a request of a further version. 

The author will receive results of the reviewing process via e-mail (attached 

review) that contains a sc. authorial link – through this, the author can access 

the article without the need for username and password: 
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NNEEWW  VVEERRSSIIOONN  OOFF  TTHHEE  AARRTTIICCLLEE   

What is interesting is the option with the request for revision of the article – 

the author cannot do much in the case of acceptance or decline… 

The view of the article at each source file offers three options: replace the file 

in further version by another file, the file no longer belongs to further version 

and the file is valid also in the further version: 

 

After determining the status of all the sources, the “Send the revised article to 

the editorial department (Send...)” button becomes available. 

Important warning: unless the article is sent, the editorial 

department does not know about the article and understand that the 

author is still in the process of working on the article! 

Then the editor decides on whether they will accept, decline or send the 

article for further reviewing. (The key to this are reviewers’ 

recommendations.) 
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The article after multiple rounds of reviewing may look as follows: 

 

Often it will not be five reviewing rounds as such; more often the article is 

sent back by the editorial department for lacking some sources, for poor 

quality, for not being readable, etc… 

Deadlines and their monitoring 

The system contains a reminder mechanism that reminds the reviewers as 

well as the authors via e-mail when important deadlines come close or expire. 

E-mails are sent by a programmed robot; do not blame him for potentially 

being annoying, as this is his only job :) 

The deadline will be signed also by the icons: 

– upcoming deadline for submitting new versions,
 

– deadline a while before its expiration,
 

– expired deadlines. 
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FFIINNAALL  DDEECCIISSIIOONN  OONN  TTHHEE  AARRTTIICCLLEE   

The author (including the co-authors) will be informed via e-mail again on the 

decline or acceptance of their article. Different icons will then ilustrate the 

status: 

 
– declined and closed article,

 

 
– approved article, waiting for being sent for printing, 

 
– approved article sent for printing.

 

In this status, the article awaits being processed by a typographer. They only 

see approved articles and their sources in their final versions, reviews and the 

history of previous versions are hidden for them. 

Two other statuses are related to the final authorial revision: 

 
– typography done, waiting for final proofreading and

 

 
– published article. 
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AARRTTIICCLLEE  MMAANNAAGGEEDD  BBYY  AANN  AASSSSOOCCIIAATTEE  EEDDIITTOORR   

Some editorial departments delegate managing of the article during the 

reviewing process to an associate editor (a field editor – specialist in a 

particular field). This does not effect the author’s communication with the 

editorial department; the only difference is the fact that the associate editor’s 

nametag appears in the right top corner of the article detail (if necessary, it 

can be used for sending an e-mail): 

 

When the associate editor finished their work on the article (by deciding on 

accetpance/decline), the tag remains in its place lighter than before: 
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FFIINNAALL  PPRROOOOFFRREEAADDIINNGG   

After processing the article, the editorial department brings up the final 

authorial proofreading. An e-mail will be sent containing an authorial link that 

leads to a page on which the article may be approved directly (“Confirm 

without comments”), or where comments can be inserted: 

 

Once the comments have been added and saved (by the “Save comments” 

button), a tooltip of the top icon for sending will change. 

Comments should be separated by “Enter” (we end the lines). It is for the 

brevity and conciseness sake. Comments may be left unfinished for several 

days, the system will remember them, however, it is essential to submit them 

by the deadline. 

The submitted comments for final proofreading will appear over the reviews: 
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The editorial department may send the request for proofreading repeatedly if 

should they have the feeling that the changes are numerous and that the 

author should see the article again. 

Notice the grey (previously red) icon signing obsolete proofreading. The icon 

changes when the author submits any comments. The icon becomes red again 

when the typohgrapher uploads a new version of the article. 

The system cannot analyze the text and also a comment like “Thank you, the 

text is excellent, I have no comments” would cause invalidation of the text. 

Thus use comments only for comments. If we wish to approve the text as it 

is, leave the field empty. 
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PPOOTTEENNTTIIAALL  AAUUTTHHOORRIIAALL  FFEEEESS   

If the editorial department collects fees from the author that are related to 

the article publishing, you will be able to find a reminder of the expected 

payment in your authorial view. Instructions on the payment will also be sent 

via e-mail: 

 

Marked reminder remains until the payment is made and matched by the 

journal. At the moment at which the editorial department confirms having 

received the payment, the information in the manuscript detail gets updated 

to an unobtrusive confirmation: 
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CCOONNCCLLUUSSIIOONN   

You have just finished reading of the Author’s guide. With its help you should 

be able to submit your article to the editorial department and take it through 

the whole reviewing process and to its publishing. 

The application may develop independantly of the guide, all the major 

changes should be described in further versions of this text. If this does not 

happen, feel free to enquire about the update… 

You can contact the editorial office if any clarification is needed. 

  We thus wish you... 

    ...comfortable work. 
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