How to Initiate Discussion

Log in to Editorial Manager asan Editor.

On the paper that you wish to discuss with other editors, click the “Initiate Discussion” link in the Action
column on the left.
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In the window that opens, there are twofields “Topic” and “Initial Comments”. You'll need to enter text
in both of them. The topic should be what the discussion is about and the initial comments are your first

comments for the discussion — likely expanding on the topic.
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The Editor Candidates section is where you invite other Editors to the discussion. If you sort by Editor Role, it will pull all of the people thatare
Associate Editors to the top of the list. Place a check mark next to the Editor(s) that you wish to invite in the Select column on the left.
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You can invite multiple editors at the same time.

You can start the discussion without sending emails or you can customize the

letters to your invited editors.
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Once you have startedthe discussion, you and the other invited editors will be able to see these submissions on your Associate Editor Main
Menu, in the area “Submissions with Active Discussions.”
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The person that initiated the discussion canselect “Conclude Discussion” at any time to close the discussion. All comments made will be saved
and accessible via the Discussions link in the Actions column of that paper, but new comments cannot be added after that.
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