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Topic editor guidelines

How to ensure the success of your Research Topic.

Your Frontiers Research Topic will allow you to foster collaboration, shape discussion
around a key question and guide the research direction in your field.

The following guidelines provide you with practical information about the Research
Topic Management platform, your role as a topic editor, and the Frontiers peer-
review process. Should you have any questions, please feel free to contact the teams
of the relevant Frontiers journal directly (see section 9)

Last update: 11 April 2022
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1 INTRODUCTION

1.1 YOURROLE AS A TOPIC EDITOR

As a topic editor and expert in the field, you are responsible for

e Defining the scope of your Research Topic, with the guidance of the journal team

e |dentifying and contacting potential contributors

e Assessing and providing feedback on abstract submissions

e Ensuring that there are sufficient contributions for a comprehensive collection

e Overseeing the review process of submitted manuscripts by acting as a handling
editor (where your expertise is best suited to the paper from amongst your co-topic
editors)

e Ensuring the completion of your Topic by providing an editorial prior to eBook

production

You will be listed as a guest associate editor on the Frontiers editorial board for the duration of
the project.

1.2 YOUR ROLE AS A TOPIC COORDINATOR

The topic coordinator plays an important role, supporting the topic editors and ensures the
Research Topic proceeds smoothly and successfully. Topic coordinators have access to the
Research Topic Management Platform as soon as the Research Topic is launched. Some of
their key responsibilities include sending the call for participation, tracking the number of
confirmed contributors, approving suggested contributors in the platform, and liaising with
topic editors in their role accepting or rejecting abstracts.

It is important that the topic coordinator does not act as a topic editor. The topic coordinator
will not take any action in the Review Forum on behalf of an editor, including accepting
invitations to handle manuscripts.

The topic coordinator may participate in authoring the Editorial article for the Research Topic
and will be acknowledged in the Research Topic public page.
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1.3 FROM LAUNCH TO COMPLETION: AN OVERVIEW

Research Topic

Once your Research Topic is approved by the specialty chief editor, the

See details in

publication Frontiers team will create a dedicated Research Topic homepage section 2
online.
Meeting with The Submissions team will schedule a call with you and your topic See contact
Submissions editor team, to guide you through the process. details in
team section 9
Call for A formal call for participation must be sent via the Frontiers See details in
participation platform to your selected potential contributors. section 3
Abstract You and your co-topic editors will assess the suitability of abstract See details in
submissions submissions to your Research Topic. section 4
Full manuscript  You will be automatically assigned manuscripts to edit (see section 5.2) See details in
submissions which will undergo the standard Frontiers peer review process. Our section 5
Peer Review Operations team will guide you throughout the review
process.
Editorial Once all manuscripts have finished peer review, you will be sent See details in
guidelines on how to prepare your free-of-charge Editorial. section 6
eBook Research Topics with 10 or more published manuscripts will be See details in

compiled into a free, Gold Open Access eBook by our Production team.

1.4 WHAT DOES A SUCCESSFUL RESEARCH TOPIC LOOK LIKE?

section 6

The success of your Research Topic depends on the active involvement of all topic editors.
Your Research Topics should:

¢ Include high-quality submissions from a diverse and representative author base with
respect to institution, gender, and geographical location

e Have comprehensive coverage of the key areas defined in your Research Topic scope

e Aim to receive 20+ submissions - the ideal aim for your specific Research Topic can be
discussed and tailored with your Submissions Team contact.

e Stimulate discussion and collaboration within your community

Note: Should a Research Topic close with fewer than four published manuscripts, the
Submissions team will notify the topic editors, and the Research Topic will be subsequently
dissolved and removed from the Frontiers website. In this case, any published articles would
remain online within the journal they were published. Any manuscripts under review would

still be considered for publication within the journal to which they were submitted.
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1.5 MEETING WITH THE SUBMISSIONS TEAM

Your Submissions team will contact you soon after your Research Topic has been launched
online. They will invite you to a webinar or conference call to give you a live demonstration of
your Research Topic management platform. It is important that you attend so that you are
aware of the next steps to take, including sending the formal call for participation as well as
tips to ensure the success of your project. This is also your opportunity to ask questions.

1.6 YOUR FRONTIERS TOOLS

1.6.1 LOOP

Loop is the first research network integrated into all journals and academic websites — making
researchers discoverable across the boundaries of publishers and organizations. Loop
maintains a very simple mission: increase the visibility of authors and increase the readership
of their work within their communities as well as to the public. In addition, Loop enables
scientists to stay up to date with new research and connects them with their peers. You are
able to communicate with your fellow researchers on Loop using the private messaging
feature.

We identified three key profile features that, when added,
l result in 4x more profile views:

. Profile picture
. Brief bio

To maximize your readership and impact, we encourage you to take a few minutes to
complete or update your Loop profile. To create a Loop account or access your already-existing
account, please click on the following link. To edit your bio and profile picture click the pencil
beside your name.


https://loop.frontiersin.org/
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1.6.2 My Frontiers

From your Loop profile you will gain access to My Frontiers. My Frontiers is a centralized
platform where you can oversee your submissions, editing assignments and Research Topics.

©Cop =

FIRST NAME LAST NAME

First name Last name o

Once you access My Frontiers, you will have different tabs and boxes giving you an overview of
your submissions, assignments, and achievements. If you are also a board member, please

refer to the editorial board role guidelines which will provide information on any additional
tabs.

e Associate editor guidelines — link

e Review editor guidelines — link

? HOME A30UT SUBMT IOURMASw RESEaRCHTORCS Q MY FRONTIERS | CFFicE D) A4 ‘

$ My Frontiers @

OVERVIEW MY INBOX MY INVOICES (2

l - — - : Take part in Frontiers

Lead an article callection Join one of our
: S Communicate your
sround a cutting-edge prestigious aditorisl RIS Do you need help?
. Y hem: . 2 -
My Editor Roles Temes carsecr. theme of reszarch GLosrds.

5t Resanrch Topi

Su Annly.as Edtor Leaen mora Contact e

| Quest Associate Editor
3. % roxcongy. Poluten anc the Envronment

My Research Topics

i The Urben Crtical Zone



https://www.frontiersin.org/design/pdf/ae_guidelines.pdf
https://www.frontiersin.org/design/pdf/re_guidelines.pdf
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1.6.3 Review forum

The Review Forum is a tool developed in-house to unite authors, reviewers and the handling
editor — and the specialty chief editor if necessary —in a direct online dialogue, enabling quick

interactions and facilitating consensus. Editors and reviewers work with the authors to
improve their manuscript.

\/ \']a-lilrfl-laiﬂ:gln 2. Editorial 3. Independent Review 4. Interactive Review 5. Review Finalized 6. Final Validation 7. Final Decision
Assignment

.D pownload latest manuscript

E supplementary materials

Original Research, Front. Microbicl. - Microbial Immunclogy @ wiew submitted files history
Received on: 13 Feb 2022, Edited by:
Manuscript 1D:
Research Tepic: % Assign another
Keywords: Topic Editor
ﬂ ACcept manuscript
@ ON TIME Due date: (Initiate final validation)
g 0—n o - ﬂ rRecommend to reject
Please download the manuscript to conduct a preliminary verification, and then manuscript

select one of the following actions:

+ [f the manuscript is of sufficient quality for peer review: invite reviewers. g' . S tan
« If the manuscript is out of scope (see the AIRA scope results): recommend pmmEne TEnster
transfer to another journal/section.

+ [f the manuscript has significant quality issues: recommend immediate rejection
to the Chief Editor(s).

. Manage Editor
LBt “Asl=R=Ax Reviewers Active
Summary Suggested Reviewers Editorial Board Advanced Search
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2 THE RESEARCH TOPIC MANAGEMENT PLATFORM

Your Research Topic Management platform will provide you with an overview of your entire
Research Topic.

2.1 Accessing the Research Topic Management platform

1. Loginto your Frontiers account
2. Enter ‘My Frontiers’ > Overview tab
3. Under ‘My Research Topics’, click on ‘Manage’

a‘ ~OME ABOUT SUBMIT JOURNALSw  RESEARCH TORICS Q

® My Frontiers @

OVERVIEW MY INBOX MY INVOICES (2

Take part in Frontiers

(4 ©

Lead an articie callectian Jain ane of aur R
cmmunicats you
sround a cutting-edge prestigicus editarial AR Do you need hels?
"
H >, o) theme of rch. bosrd:
My Editor Roles Temes coccocrs e et

Suges: Ressarch Topic Applyas Eddor

| Quest Associste Editor

3% voncoray. Peluten anc the Endronment

My Research Topics

& The Urben Crtical Zone

You can also access the Research Topic management platform when you are logged in via the

‘Manage Topic’ button on your Research Topic homepage. This button is only visible to
Research Topic editors.
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2.2 YOUR RESEARCH TOPIC DASHBOARD

The ‘Dashboard’ tab provides you with an overview of the status of your Research Topic
including:

e Contributor numbers and statuses
e Abstract submissions

e Expected articles

e Manuscript submissions

¢ Your pending tasks

You can act on a pending task by clicking the relevant button on the task card. Your tasks will
be updated regularly as your Research Topic progresses. Remember to take timely action to

avoid delays.
& Research Topic Management  Small Cetacean Conservation: Current Challenges and Opportunities
DASHBOARD
Your Tasks (5) Research Topic Status

Research Topic

Contributors Abstracts Manuscripts

#2 Add more contributors

#3 Contact potential contributors All 35 Al 4 ) Expected 22

The current deadlines for your Research Topic are indicated in the progress bar. The deadlines
are as follows:

e Abstract submission deadline: Abstracts are not mandatory, and can still be submitted
after the deadline has passed

¢ Manuscript submission deadline: Confirmed contributors will receive up to 3 reminder
messages throughout the project and one additional email 7 days before the deadline if
they have not yet submitted their manuscript(s).

¢ Extended manuscript submission deadline: This is set in advance and will not be visible on
the homepage until after the original deadline has passed. A notification will be sent to
confirmed contributors who have not submitted their paper after the original deadline,
informing them of the extended deadline. A final reminder will be sent before the
extended deadline itself.
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2.3 VIEWING THE DETAILS OF YOUR RESEARCH ToPIC

To view the details of your Research Topic, navigate to the ‘Topic Summary’ tab. You will then
be able to access the following three subtabs:

¢ Journal details: See the details of the specialty section(s) and journal(s) to which your
contributors can submit as part of your Research Topic

e Topic editors: View the full topic editor team

e Topic details: View your Research Topic title, description, image, and deadlines

& Research Topic Management | Symbiotic Relationships as Shapers of Biodiversity

DASHBOARD SUGGESTED CONTRIBUTORS 51 CONTRIBUTORS 0 ABSTRACTS 0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES
Journal details  Topic editors | Topic details

Topic Image Topic Title* Abstract submission
Article submission d

Extended article sub

Topic Description*

Keywords (hit enter after each keyword)
==

Note: The details of your Research Topic can only be modified in consultation with the
Submissions Team. Should you wish to add or remove a topic editor, or modify the deadlines,
please contact your Submissions Team.
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3 POTENTIAL CONTRIBUTORS AND CALL FOR PARTICIPATION

3.1 ACCESSING THE LIST OF POTENTIAL CONTRIBUTORS

The list of potential contributors that you provided with your Research Topic proposal will be
uploaded in the ‘Contributors’ tab and can be seen in the ‘To be contacted’ list.

& Research Topic Management | Symbiotic Relationships as Shapers of Biodiversity

DASHBOARD SUGGESTED CONTRIBUTORS 51 CONTRIBUTORS O ABSTRACTS 0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES

Contributors - K

51 All contributors 51 To be contacted 0 Pending 0 Confirmed 0 Declined 0 Unresponsive 0 Withdrawn 0 Co-author

- 48 Days
[ Te be contacted

- 48 Days
[ Tebecontacted

[ Tobe contacted

B Te be contacted

e All contributors: All contacts for the Research Topic, including potential contributors
uploaded to the platform and all corresponding authors of submitted abstracts.

e To be contacted: Potential contributors who have not yet received the formal call for
participation.

e Pending: Potential contributors who received the call for participation but have not yet
responded.

e Confirmed: Confirmed contributors who have either accepted the call for participation or
are listed as the corresponding author on a submitted abstract that has been accepted.

e Declined: Contacts who indicated they would not be able to contribute.

e Unresponsive: All contributors who have received a call for participation but not registered
their response within 8 weeks.

e Withdrawn: Contributors who confirmed their interest, but did not submit a manuscript
before the Research Topic closed

e Co-author: All co-authors of submitted abstracts that were accepted (not including the
corresponding author).



& frontiers

You can search for individual potential contributors by clicking on the search icon and entering
a name or email address in the search bar. Contributors can also be filtered by whether they
have submitted an abstract or manuscript. You can also filter for confirmed contributors who
have not yet submitted a manuscript by selecting ‘Missing MS’ and then ‘Yes’.

& Research Topic Management | Symbiotic Relationships as Shapers of Biodiversity

DASHBOARD SUGGESTED CONTRIBUTORS 51 CONTRIBUTORS 0 ABSTRACTS 0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES

Contributors  Defauliview

Q Abstracts: No filter v Manuscripts: No filter s Missing MSs: No filter v
51 All contributors 51 To be contacted 0 Pending 0 Confirmed 0 Declined 0 Unresponsive 0 Withdrawn 0 Co-author
NAME A CONTRIBUTION TITLE v EMAIL v STATUS v

Selecting a potential contributor and clicking ‘Actions’ will give you the option to compose a
personal message. You may also use this tool to send a pre-filled reminder message for
contributors. Please contact your Submissions team if you would like to edit potential
contributor details or statuses.

¥ Research Topic Management = Symbiotic Relationships as Shapers of Biodiversity

DASHBOARD SUGGESTED CONTRIBUTORS 51 CONTRIBUTORS 0 ABSTRACTS 0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES

Contributors o |

Q No fiter No filter Mis 15s: No filter

51 All contributo 51 To be contacted 0 Pending 0 Confirmed 0 Declined 0 Unresponsive 0 Withdrawn 0 Co-author

D NAME A ONTRIBUTION TITLE M STATUS : :
CHANGED ARl
48D,
‘ [7] Tobe cantacted s

A Call for participatio ] To be consacted 48 Days
B Remind call for participation
l (2} Remind abs [ Tobe contacted 46.00ys
B Remind arti
[] Tobe contacted pidesad
48 Days

[ To be contacted
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CLOSE

‘fau can remave single contributars from the recipients list by clicking the cross in the email g

From

To [the racipients list contains all Confiimed who do net have any manuscript)

Subject

Tissicn

Salutation

Personal message £ Predefined message

jour personal message.

N
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3.2 ADDING NEW POTENTIAL CONTRIBUTORS

A carefully selected group of researchers whose work directly relates to your Research Topic
should yield enough confirmed contributors to create a comprehensive collection. Please
consult your Submissions team if you wish to add more potential contributors.

There is no limit to the number of submissions and published manuscripts that a Research
Topic can include.

To add additional potential contributors, click on the ‘Add contributors’ button on the
‘Contributors’ tab. You can add researchers individually or, if you wish to bulk upload, ask the
Submissions team for assistance.

Add contributors

In order to add contributors you can either search for a user in our catabase using
the form here below or upload an excel file. You can download an Excel template
here.

Email Address*

Title*

Select ¥
First Mame*
Middle Mame

Last Mame*

Contribution Title

Upload list of contributors from Excel file
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3.3 SEARCHING FOR NEW POTENTIAL CONTRIBUTORS

You can search for new potential contributors from a worldwide database of researchers
directly from your ‘Contributors’ tab. To access this tool, click on ‘Search people to contact’.

hips as Shapers of Biodiversity

0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES
] et b m i e et
sripts: No filter v Missing MSs. No filter v
0 Declined 0 Unresponsive 0 Withdrawn 0 Co-author

EMAIL STATUS ,
CHANGED PARTICIPATION

48D
[ To be contacies a2 o rarminders 0

From here you can search for new potential contributors using up to 15 personalized key
terms. Each term can be weighted in terms of importance using the sliders (exclude from
search, less important, important, more important, required in results) to help you focus your
search. Once you have entered your key terms, click on ‘search’ to display the relevant
researchers.

# Research Topic Management  Symbiotic Relationships as Shapers of Biodivers) 7 715 Used Key terms

oasHEoAD OABTWACTS oMU 1O B

°
kS
o
Contributors o - °
ek ey rarrm ot vl Q|| Abstmets Ko b v | Prmmeryie: o e O v———} <
°
53 A contrbaten 53T be corlactnd 0 Punding 0 Canhrrmwd 0 Declirnd O Urewspornive ou °
NME A CONTRIBUTION TITLE v e v -
Reference Research Topic
. - . 5 Rtatonships a5 Snapers of Biodiersity

_ O 51 Commpoes smartsg
Select Page - Select M
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You can select individuals directly from this list or click on ‘MORE INFO' to display more details
on their publication history related to your Research Topic. You can scroll through detailed
information on all the suggested contributors by using the ‘PREV’ and ‘NEXT’ button in the
pop-up bar provided. When you are ready, you can click on the ‘contact’ button to send an
official ‘call for participation’ email directly to your selected individuals. There is a dedicated
box in this invitation for you to add a personal message. This tool is also accessible from your
‘Suggested Contributor’ tab (section 3.4).

Search Results & fiute e SYMBIOTIC RELAT O RS 4

i

vy b s [ i JS -
e o hiidt
Fetnons 8/ 22 Gl 15 T e by 48/ g 31§ Crnisne 345 | Yes ot oy
o ey s e (B o i psan 1
e e
T Gpwhbe Tonesiagy eeaben
suscr e o 3002 suser

MOKE RO >
a
Wagria Tack
Urited Semae

Pubhcunans 5771 fncden 301 Chatonn 732
Tan sty it e

—

Evolutionary transitions In bacterial symblosis.

Abstract
o breshcown of these imulisalisms represent importint evelulionary tramsitions. To examine these, -, eubseyotes, the ongins
o

mtualisen. £ach of these

+ Subsequently, we gersrate a framework for examning evolutionary transitons in bacterial

Freutrn e 8 AR T a3 et Preveetg svararsistuson o SRR paree: rvas o these events acrose,
symbeosis and test
Hom o > ey Mout 0 ) sty
» a Lotus hosts delimit
Grivaniy o Zurch bty o Wk insne Wastorguaa Uvived
Stk ey Und St
Fubdessas 132 H-tnd 35/ Castions 4025 Pushcatons (133 H-Andas 53/ Cistaca 13899 Puabtanane I Htnsn 1304
Tos g cumcatan o Tep matenes 3. bzwse e a3 it st
Toewsns o Abstract
etocig s S BN : T hfing on & conteaumm from MUt Lo parasitsm, I & classic examale, rhizobia fix atmesgher i, ., rizobia ifection for
- e s e hosts. The net effects of symbiost thus can range from mulislistc to parasiic, ., in a context-dependent ma
the extent of the mutualism - par cont the, .., legume-rhizobium symbicss and the degree to which host
investment can shape its Smits. | h, 33 opposed to control over inital nodulation. Our results show how
Givestment of symbiasis by Lotus can prevent shifts to pacasitism
- o~ L. - s

3.4 SUGGESTED CONTRIBUTORS (FROM YOUR SUBMISSIONS TEAM)

To expand the reach of your Research Topic further, the Submissions team can suggest
additional potential contributors who have published in the field. You will be notified if these
suggestions are available via email and a task card when accessing your Research Topic
management platform. To evaluate these suggestions, click on the task card or the ‘Suggested
Contributors’ tab.

& Research Topic Management | Symbiotic Relationships as Shapers of Biodiversity

DASHBOARD SUGGESTED CONTRIBUTORS 51 CONTRIBUTORS 0 ABSTRACTS 0 MANUSCRIPTS TOPIC SUMMARY GUIDELINES

Your Tasks (3)

#1 Review suggested contributors ~ 9

Topic Published
11Nov19

Research Topic Status

who may be interested in your Research Topic

E -ation record, 186 potential contributors have been identfied for
”

Contributors Abstracts Manuscripts
0% Submitted 0% Submitted
#2 Contact potential contributors v
#3 Your Research Topic is published v . All 51 - Al o [£] Expected 0

3 Submitted 0
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From your Suggested Contributor tab, click on ‘Evaluate Suggestions’. A pop-up window will
appear for each suggested contributor with details of their publication record relating to your
Research Topic. You can ‘Approve’ or ‘Discard’ individuals from the list. Approved suggestions
will be added directly to your ‘To be contacted’ list in your ‘Contributors’ tab. You can now
send them a formal call for participation as explained below in section 3.4.

& o mor o wwseens wen [ Q

& Research Topic Management  Symbiotic Relationships as Shapers of Biodiversi

DAINECARD G ABSTRACTS 3 MANLICRETE TORE ZMMARY

Suggested Contributors Do o
Q. 0Cwe Nother Change in algal symbient communities after bleaching, Aot Brice heat expasure, increases haat tolerance of resf corals.

186 AL Suggmsticrn 186 Paring evalumcn O Dscarced 0 soprovmd

Increase the reet

3.5 SENDING THE CALL FOR PARTICIPATION

Sending the call for participation is the critical first step to create awareness and engagement
for your topic. The call for participation is a message that contains important information
about your topic which is sent to your list of potential contributors.

It is important to create an engaging message and send it as early as possible to allow potential
contributors enough time to complete their submissions.

Week 0 Week 1 Week 2
Your Research Topic is Finalize the edits for your Send your call for
officially launched call for participation participation via your

Research Topic
You will receive a Management Platform
suggested call for

participation template
that you can edit to make
the message more

personal
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3.5.1 Creating your call for participation

You will be provided with a suggested call for participation message by your Submissions
Specialist. This template message includes important information about your topic that you
can edit and send to your author list.

Timeframe: Complete these edits within 3-5 days so that we can send the call for participation
as early as possible

We advise that your call for participation message includes the following information:

e Alink to the Research Topic homepage

e Ashort summary of the scope of your Research Topic

e Manuscript deadline

e Details of the Topic Editor team

e Information about the peer review

e EBook possibility after 10 published articles

e Open Access publishing fees, and fee solutions including institutional agreements and
the Frontiers fee support scheme

Note: Frontiers supports complete transparency around our Open Access article processing
charges, which are applied to all submissions including the contributions to your Research
Topic. Therefore, it is important to include some details on all resources available to our
authors in your call for participation message. If you receive author queries about fees and fee
support, please forward these queries to the Submissions Team who can handle them.

3.5.2 Sending your call for participation

Your Research Topic Management platform allows you to send your call for participation very
easily to all your potential authors. You can choose from the following options how you would
like the call for participation to be sent:

Option 1

You can request your
submission specialist to

send your prepared call

Option 2

Send it yourself via your
Research Topic
Management platform
(process outlined below)

Option 3

We can send a general
message from the host
journal instead. Please
note that this generates

for participation in your substantially less interest,

name via your My so we strongly urge you to

) send it yourself
Frontiers account
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Note: When you send the call for participation via the platform, a link will be added
automatically to the end of the message which will allow contributors to directly register their
participation.

?frontiers
Dear Dr Rajagopal,

| wanted to get in touch personally regarding a new project | would be honored
for you to contribute to. We are seeking to publish a collection of high-level
manuscripts from international experts like you covering the many different
aspects of this important topic. Original Research, Brief Research Reports,
Reviews, and Minireviews are all welcome.

If you are interested in contributing a paper to this Research Topic, please
click here to participate

Step 1: Log into your My Frontiers account and go to your Research Topic Management
platform

® Research Topic Management  Ecology. Evolution, and Behavior of Viviparous Fishes

ORSHBOARD 55 CONTRIBUTORS DABSTRACTS & MANLISCRIPTS TORIC SLIAMAEY SLEDITUNIS

Your Tasks (2) Research Topic Status
°
Togse Published
by sardinng tharm & sl for participation 14 b 20
S potentel COrtrDI0rs v NOT eT reCeaed TR SO Dl or pagers Cornaitng
tham theough the platioern will Ihaip you 1o Franmr fulbmadesed.
m Contributors Abstracts Manuscripts
0% Contacted OX Submatted 0K Submatted
#2 Your Research Topic is published v
o an 59 Al 0 [7) Expested
: [ Submitted
% Fending 0 o

4

Step 2: Navigate to the ‘Contributors’ tab of the Research Topic Management platform where
you will find all potential contributors listed under the ‘To be contacted’ list.
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Step 3: Select your chosen potential contributors and click the ‘Call for participation’ button to
prepare your message.

DASMBOMD | SUGGISTEOCONTRIGUTORS  IDCONTRGUTORS OAGSTAACTS  OMAMUSGRIFTS  TOPICSUMMARY  GUIDELINES wsToRY TR ACTIONS
Contributors  Defauitview -
Q tracts: No fiter Manuserpts No fiter Miscing MSs: No fiter surce: Mo fiter [ —
10 All contriby 0 Te be contacted 10 Pending 0 Confirmed 0 Declined 0 Unrespensive 0 Withdrawn 0 Co-auther
NAME ~ PERSONAL DEADLINE CCONTRIBUTION TITLE ST
Lo ] - scienceoveracuppa@gmail cam ¢

* Zoiy L Casarovs

\yman Sabry El-8az aseba0l@isuisvile sdutest

fahmikhalifa@yahoo.comitest

ahmi Khalifa

dariel Persirs Luz daniel luz@fontiersin org test

fasilis 7. Marmarelis marmarelisgnotmail com test

broga@miam edu test

If you want to send a specific message to a particular contributor, select the tick-boxes next to
the individual(s) name(s) and click the ‘Call for participation’ button. You can also select the
whole list by ticking the box next to the ‘Name’ heading

Step 4: Copy and paste your call for participation into the ‘Personal message’ box, add your
subject line, choose your salutation.

From

To

Subject

Salutation

Dear Dr Last Name

Personal message € Predefined message
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Step 5: Click the ‘send’ button to send your call for participation to the selected contributors.

When you send the call for participation via the platform a link will be added automatically to
the end of the message which will allow contributors to directly register their interest in
participating — Dependent on their response, they will move into the ‘Confirmed’, ‘Declined’ or
‘Unresponsive’ contributors’ tabs.

Note: If there are contributors still in the ‘to be contacted’ list after 2 weeks, we will consult
you and send the call for participation in your name.

3.6 PROMOTING YOUR RESEARCH TOPIC

There are several ways in which you can stimulate discussion around your Research Topic.
Increasing the visibility will also encourage more contributors to submit their research to your
collection. Promote and share your Research Topic:

e On social media:

Each Frontiers journal has a Twitter account which you can tag

# JOURNAL  ABOUT  ARTICLES  RESEARCHTOPICS FORAUTHORS ¥  EDITORIAL BOARD o @ A ARTICLE ALERTS |

e At workshops and conferences (please get in touch with your Submissions team to enquire
about promotional material)

e Viayour institutional email signature

e Onyourinstitutional homepage and university press center

e Onyour external research community mailing lists

3.7 IMONITORING AND REMINDING CONTRIBUTORS

Once the call for participation has been sent, potential contributors will automatically be
moved from a ‘To be contacted’ status to a ‘Pending’ status. From there they will be moved to
‘Confirmed’ or ‘Declined’ once they click on the accept/decline links in the call for
participation.
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Pending contributors will be sent scheduled reminders to respond to the call for participation
by the automated platform. You can see the date of the next scheduled reminder in the
management platform. If they do not register their response within 4 weeks of receiving the
call for participation they will be automatically moved to an ‘Unresponsive’ status. Please
inform the Submissions team if you have received a confirmation via email outside of the
management platform.

When a contributor confirms their participation, they can indicate how many manuscripts they
are planning to submit.

‘Confirmed’ contributors who have not submitted their manuscript(s) will be sent check-in
messages reminding them of the submission deadline. These messages give them the
opportunity to ask questions and to inform the topic editor and Submissions team of any
delays.

If any ‘confirmed’ contributors miss the manuscript deadline, they will automatically be
informed of the extended deadline. The extended deadline will now be visible on the Research
Topic homepage.

We provide reminder templates specific to the status of each potential contributor. To send a
reminder, navigate to the ‘Contributors’ tab and click on the ‘Reminders’ button. Like the call
for participation, reminders can be personalized by adding a note at the top.

B Research Topic Management  Symbiotic Relationships as Shapers of Biodiversity m

Contributors =

B 2

r‘ e 480w
o
= 5 Doy
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4 SUBMISSIONS TO YOUR RESEARCH TOPIC

4.1 VIEWING, ACCEPTING AND REJECTING ABSTRACTS

Abstracts can be submitted by people on your contributor list or from the general research
community via your Research Topic homepage. They do not undergo peer review, nor are they
published online and are for internal use by the topic editor team and Submissions team.

Confirmed contributors will be sent a call for abstracts, provided that the abstract deadline has
not already passed when they join the authors list for the Topic. Abstracts submitted by the
scheduled deadline will give you and your co-topic editors advanced information on the
prospective submissions so that you can provide guidance and feedback to the authors.
Contributors can also submit an abstract after the abstract deadline.

Submitting an abstract is not a prerequisite for submitting a full manuscript, however they are
strongly encouraged. Abstracts are an excellent tool for motivating and gauging the interest of
contributors and previewing the scope of their submission.

Each topic editor is informed of a new abstract submission. Please coordinate your responses
as a team and either accept or reject the abstract via the ‘Abstracts’ tab in the Research Topic
management platform. A list of submitted abstracts and their status will be displayed. If you
would like to gather more information before making a decision, click on ‘Contact submitting
author’ and send them an email. The author's reply will go to your email address and you can
continue your conversation off-platform. When you are satisfied you have all the information
you need, return to your ‘Abstracts’ tab and either accept or reject.

When assessing abstracts consider the following:

e Provide your constructive feedback to the author(s) in the free text box.

e Does the subject fit within the scope of your Research Topic, specialty section and journal?
e Is the level of English sufficient?

e Arethere any objective errors or ethical concerns?

e Would there be any overlapping submissions in terms of content?
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If an abstract is accepted, the corresponding author and co-authors will be listed with the
status ‘Confirmed’ and ‘Co-author’ on the ‘Contributors’ page, respectively.

& Research Topic Management | Kin Selection and Kin Cooperation in Plants m

DasHBOARD 16 CoNTRIUTOSS 2ABSTRACTS 1 MANUSCRIPT

Pending Decision Bapsct

hedersces.

‘Social sitects on floral colour

Evidence for kin recognition in the clonal plant species
Glechoma hederacea.

4.2 SPONTANEOUS SUBMISSIONS

Although most submissions will result from the call for participation, researchers and scholars
looking to submit to Frontiers may find that their manuscript fits within your topic. In such
cases, we encourage authors to first contact the topic editors and to submit an abstract, but
some might submit the full manuscript directly through the Research Topic website. You can
then decide whether you would like to include these papers in your Topic. Spontaneous
submissions often turn out to be valuable contributions; however, should you have concerns
regarding a submitted manuscript, please contact the Review Operations team immediately.
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4.3 SUBMITTING A MANUSCRIPT TO YOUR OWN RESEARCH TOPIC

We, of course, welcome contributions from topic editors. Please note, to avoid any potential
or perceived conflict of interest, and to maintain firm perception of a Research Topic as an
inclusive, objective and globally balanced research collection, topic editors should not:

¢ edit their fellow co-topic editors’ manuscript submissions. In these instances, an
associate editor from Editorial Board will be assigned to handle the manuscript. You can
select your preferred associate editor during the submission process. Please contact the
Submissions team for special cases, for example niche fields of research.

e appear as authors/co-authors on more than 30% of the total manuscripts published in
the Research Topic. If you foresee that your Topic may be an exceptional case on this
point, please contact your Submissions Team directly to discuss, as to exceed this
threshold will require prior approval with the specialty chief editor.

Note for exception: Topic editors may evaluate each other’s abstracts (if any), as these are only
for record-keeping purposes.

We appreciate in advance your understanding that the position to which you are appointed is
one of privileged trust: in enabling you to oversee your complete Research Topic (including full
review details of articles you are not directly editing, via read-only access), we require that you
treat all peer review details as confidential until the article is published.

In cases where one of your co-topic editors has submitted a manuscript to your collection, you
will have oversight of the identities of the handling editor and reviewers of their manuscript,
and in order to avoid any conflicts of interest, you must respect the single-blind nature of the
peer review by not disclosing any details to the author(s). Any ethical breach of this
requirement could result in the article being refused publication or withdrawn. Your co-topic
editor authoring the manuscript will, of course, have full disclosure of the Editor and reviewer
names once the article is published.
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5 SUBMITTED MANUSCRIPTS AND REVIEW PROCESS

Different article types can be submitted to your Research Topic and the options available vary
across Journal fields. Please refer to the Specialty Section homepage for more information
about the available article types. Please note that all submissions to the Research Topic must
also be within scope of the Section and Journal mission statements. Links to these are available
via your Research Topic homepage. Exceptionally, manuscripts which are deemed out of scope
of the section but still relevant to your Research Topic can be redirected to a more appropriate
section and remain linked to your article collection. Should the manuscript be considered in a
section that does not host the Research Topic, it may be edited by an Editorial board member
of the selected section.

If a manuscript does not fall within the scope of the Research Topic, please contact the Review
Operations team (see section 9). We will either redirect it to another and more relevant
section or desk-reject it.

All manuscripts are subject to peer review and, if accepted, will appear both as part of the
online collection on the Research Topic homepage and later within a downloadable eBook, if
applicable (see details in section 6). At Frontiers, articles are published immediately upon
acceptance on a rolling basis, independent of the peer review status of other submissions
within the same Research Topic.

The articles in your Topic will be freely available online and submitted to the digital archives
under which the related Frontiers journal is indexed (see our full list of Partners and
Collaborations here. Indexing will be journal dependent

The Frontiers Review Process consists of seven stages. Your input is required primarily for
stages three through to six.

Manuscript Review Final
Submitted Finalized Validation
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Topic editors act as handling editors for manuscripts submitted to their Topic and are
responsible for:

e Theinitial assessment of the manuscript

e Inviting reviewers and ensuring the thoroughness of the reviews

e Checking the review reports and initiating the interactive phase of the review process
e Mediating the discussion to ensure a timely and fair review

e Making a final decision for acceptance or recommendation for rejection

The Frontiers Collaborative Review process has been designed to optimize the quality of
published articles by fostering objectivity, rigor, and iterative collaboration. Handling editors
and reviewers are acknowledged publicly on all published articles, and your final decision on a
manuscript should consider all the reviewers’ feedback. It is important that you are familiar
with the Frontiers policies and practices outlined below. An overview of the peer review
process can be found here.

In our experience, finding suitable reviewers is the most time-consuming step in the review
process. We therefore encourage you to start making a list of potential experts early on, once
you know what types of contributions will be coming in.

5.1 Initial validation

To support you in ensuring the quality of the manuscripts, all submissions, including
submissions to your Research Topic undergo standard initial quality checks by the Research
Integrity team. All submissions are pre-screened for:

e Textual overlap with and similarity to published material
e Potential image or data manipulation

e Language quality

e Adherence to editorial policies

e Adherence to ethical standards

e Potential conflicts of interest

Following completion of these initial checks, the manuscripts are automatically assigned to one
of the topic editors.

If issues are identified in manuscripts you are handling, the Research Integrity team will notify
you and the authors as part of our standard procedure. No action is required from you unless
specifically requested.

For more information on the Frontiers Research Integrity policies and the activities of our
Research Integrity team visit https://www.frontiersin.org/about/author-guidelines and watch
our webinar on YouTube or BiliBili.
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5.2 EDITORIAL ASSIGNMENT:
ACCESSING MANUSCRIPTS AND ENTERING THE REVIEW FORUM

When submitting a manuscript to your Topic, authors are requested to select the topic editor
who they believe to be the most appropriate for editing their manuscript. This ‘preferred’
editor will be automatically assigned to handle the review process.

Should you be assigned to handle a manuscript, you will receive an email with a direct link to
the review forum, once the manuscript has passed our initial quality checks and is deemed fit
for review. The first time you enter the forum, you will be prompted to answer a list of
guestions regarding potential conflicts of interest. If appropriate, you may also re-assign
manuscripts you are handling to your co-topic editors by selecting the corresponding option in
the right-hand side of the review forum (please discuss with the other topic editor before
taking such action).

/ 1. Initial \/ 2. Editorial 3. Independent 4. Interactive Review 5. Review Finalized 6. Final Validation 7. Final Decision

Walidation Assignment .

Review
C I L 2 9
. ® - e » PR . - . . -t e s - m
. ot g > Download latest manuscript
=
b ID' Supplementary materials

Original Research, Front. Cell Dev. Biol. - Evolutionary Developmental Biology
Received on: 15 Dec 2019, Edited by: @ View submitted files history

Manuscript ID:
Research Topic: Evo-Devo of Color Pattern Formation

Keywords: Vertical bars, Pigment development, Gene Expression, Chromatophores, Cichtidae B sssien another Topic
Editor

O No ACTION Is REQUIRED FROM YOU (G Accept manuscriot

(initiate final validation)

Q Recommend to reject

2 Reviewer(s) are pending to submit their independent review report. manuscript
History Manage Editor Reviewer 1 Reviewer 2
Reviewers Active Perding Pending
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5.2.1 How to have an overview of all my assignments?

To view the manuscripts that have been submitted to your topic, navigate to the ‘Manuscripts’
tab on your Research Topic Management page. On the left of the page, a list of all submitted
manuscripts and their status will be displayed. Clicking on a manuscript will display the
manuscript details, including the abstract, handling editor and reviewers (if appointed). To
access your editing assignments, navigate to a manuscript for which you are listed as guest
associate editor and click on the ‘Enter Review Forum’ button.

@ Research Topic Management | Evo-Devo of Color Pattern Formation m
8 1 2 4 o [ o ]
2 st = e - Foww  Frwiden dewd G
2 I
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Developmental and cellular basis of vertical bar color
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5.3 INITIAL ASSESSMENT

Once you have accepted the assignment, please read through the manuscript and determine
whether it should be sent for review or recommended for rejection to the specialty chief
editor. Whilst doing so, please consider the following:

e Does it contain fundamental objective errors that cannot be rectified?
e Does the research adhere to ethical standards and research quality in the field?

Please refer to our VALID criteria when assessing manuscript submissions (see our acceptance
and rejection criteria for guidance).

5.3.1 Your initial options

Assess Assess Contact
the manuscript within 5 the manuscript our Review Operations
days and start the Review within 5 days and team and ask for more
Process by inviting recommend it for time
reviewers rejection to to assess the manuscript
the chief editor (See section 9)

If you did not recommend the manuscript for rejection within 5 days and did not contact our
Review Operations team to ask for more time to assess the manuscript, our automated review
invitations will be sent out to the most suitable review editors from our reviewer board.

Note that if three invitations are sent within three days, the automatic invitations are
postponed by a further three days.


https://www.frontiersin.org/about/review-system#:~:text=Frontiers%20does%20not%20reject%20manuscripts,take%20charge%20of%20content%20decisions.
https://www.frontiersin.org/about/review-system#:~:text=Frontiers%20does%20not%20reject%20manuscripts,take%20charge%20of%20content%20decisions.
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If you consider a manuscript to be out of scope, please do not recommend the manuscript for
rejection. Instead, let the Review Operations team know by recommending the manuscript for
transfer by clicking ‘Recommend Transfer’.

V‘vl_lcf"i?al 2. Editorial 3. Independent Review 4. Interactive Review 5. Review Finalized 6. Final Validation 7. Final Decision
falidation .
Assignment
'E Download latest manuscript
- @ View submitted files history

Original Research, Front. Bioeng. Biotechnol. - Biomaterials
Received on: 05 Feb 2019, Edited by:
Manuscript [D: Accept manuscript
Keywords: Resistive biosensor, Conductive microfibers, Lysozyme immobilization, Antibody adhesion, Pathogen Detection (Initiate final validation)
E Recommend to reject
manuscript

,'C"j DELAYED

Send a reminder to the pending Reviewer(s). E" Recommend Transfer

Remind the reviewer(s) who are overdue to respond to their review invitation. If
they are significantly delayed, their invitations can be revoked and additional
reviewer(s) invited.

2 Reviewer(s) are delayed in their response to the review invitation.

The required number of assigned Reviewers is not yet reached.

You will be able to provide a reason for suggesting the transfer (mandatory) as well as suggest
an alternative journal and/or section (optional).

© nro! ~

You can recommend transfer of this manuscript if it is out of the scope of this Journal or Specialty section. You may suggest an alternative Journal or Specialty
section that has a closer fit to the manuscript’s subject area. Please provide a reason for this transfer recommendation. This will be validated by the editorial
office, and the authors will be contacted.

Destination Journal

Search and Select... Q
Article type

Research Topic

Reason *

Please provide a reason to recommend this transfer (min 20 characters)...

Once a suggestion is provided, no further action is to be required from your side. The Review
Operations team will follow up with the authors to complete the needed transfer.
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5.4 AIRA — ARTIFICIAL INTELLIGENCE REVIEW ASSISTANT

Frontiers peer review incorporates powerful Al technology to safeguard both manuscript and
peer-review quality more efficiently. AIRA assists editors, reviewers, and internal teams by
analyzing, interpreting, and communicating the quality of submitted manuscripts.

Its algorithms quickly and accurately evaluate submitted manuscripts against a set of quality
measures, including, but not limited to:

e Ethics guidelines

e The presence of human images
e Textoverlap

e Language quality

e Scope verification

e Duplicate submissions

e Controversial topics

e Commercial Conflicts

e Data Availability verification

If you identify an issue in the manuscript regarding the quality checks, you can communicate
this to the authors and ensure that the concerns will be addressed during review. For major
concerns, please contact the Review Operations team (see section 9)

. D Manage Ediror
History sAn|=R=As= e i
This report was st updated on; 12 Aug J020-05:00 GMT
M 2IPT
MAHUSCRIF For mreare nfoermation 200wt this page, please Clack here
Repeat submission Frontiers manuscript matches EE==
(Duplicates)
] HIRA
Text overlap Detection done by iThenticate E=
AIRA
e e T ir i o e o ek A,
checng v enboaie o get - P T St A 5 SECREERRE LEE
® o T e
Language quality Fromtiers language rating | e |
Editoris) Oftfice Team

Tree langruage quality of This manuscript o suitable for peer Feveew.
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5.5 INVITING REVIEWERS

If no issues are identified in the initial assessment of the manuscript, you will be asked to invite
reviewers within 5 days of accepting to handle the manuscript. When Inviting reviewers take
into consideration the following:

e They should hold a PhD with post-doctoral experience OR have several years of
professional or academic experience

e Diverin age, gender, and geographic location

e Their affiliation should be recognized

Frontiers offers you different resources to find suitable experts to review manuscripts.

Invite Review Invite external reviewers Invite external reviewers
Editors from our suggested by our artificial from
Reviewer Board intelligence your network

5.5.1 Review editors from our Editorial Board

e Select the ‘Manage Reviewers’ tab
e Select Editorial Board
e Select Filters to search through the review editors by name, institution, keyword etc.

Hiistar Ma._nage Editor
’ Reviewers Active
sSummary Suggested Reviewers Editorial Board Advanced Search
= FILTERS
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5.5.2 Suggested external reviewers

e Select the ‘Manage Reviewers’ tab
e Select ‘Suggested Reviewer’ sub-tab

e Please check the ‘Keyterms’ and adapt them as you wish to ensure the suggested
reviewers have the appropriate experience
e Select ‘Filters’ to search through the Reviewers by name, institution, keyword etc.

- Manage Editor
History Reviewers Active
summary sSuggested Reviewers Editorial Board Advanced Search
= FILTERS == KEYTERMS

5.5.3 External reviewers from your personal network;

e Select the ‘Manage Reviewers’ tab
e Select ‘Invite an external reviewer’
e Fill out the relevant information

Looking for someone you know ?
You can s=arch our datsbase of 80 milion
researchers in the advanced s=arch tab or invibe an

ETErnal FEVEEWET.
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5.6 INDEPENDENT REVIEW

During the Independent Review phase, the reviewers assess the manuscript according to a
review questionnaire. Once reviewers are assigned, they are expected to fill out this review
guestionnaire within 7 days. The review questionnaires vary depending on the article type and
have been designed to facilitate the work of the reviewers as well as to focus on objective
issues and the validity of the manuscript.

Reviewers can, of course, request an extension. Note that reviewers can grant themselves a
one-off extension of 5 days without contacting the Review Operations team. Should they
require a longer extension please let the Review Operations team know so that they can
update the system accordingly.

At this stage, reviewers conduct their review independently and do not have access to any
comments made by the other parties. The status of each review report is shown in the
‘Manage Reviewers’ tab, where it is also possible to send reminders to delayed reviewers. A
reviewer’s submitted report is stored in their dedicated tab.

Upon completion of their review report, the reviewer will submit a recommendation to the
editor to assist in guiding your decision.

Recommendations to the editor:

e Minor revisions - Manuscript can be accepted
e Revision is required

e Substantial revision is required

e Recommend rejection

If the reviewer indicates that the manuscript can be accepted, they can endorse the article in
the Independent Review stage and finalize their review. If you would like the authors to
respond directly to the reviewer, you can reactivate the reviewer’s tab, once the article enters
the Interactive Review or Review Finalized stage. This will require the reviewer to then
reconfirm their decision on the manuscript.

If you receive the required number of reviewers endorsing the manuscript in the Independent
Stage, the article will directly move to the Review Finalized stage for your final decision.

You will be notified once an independent review report has been submitted. Reviewers are
expected to provide rigorous and in-depth reports. Your next step is to assess their quality,
ensure they are comprehensive and thorough and carry out an appropriate action. To assess
the review reports, we recommend that you ask yourself the following questions:

v' Is the reviewer’s feedback objective and constructive?
v' Is the reviewer’s feedback appropriate, sufficiently rigorous, comprehensive and in scope?
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v Is the reviewer’s identifying fundamental flaws that cannot be addressed via revisions?

Based on the potential scenario, here are your options

The reviewer recommends revisions to the authors

You think
the manuscript has

potential for publication:

Activate the Interactive
Review Forum and select

the necessary level of

revisions: Minor,

Moderate, or Substantial

You wish
to recommend rejection:
Post your reasoning in the
Editor tab and activate
the Interactive Review
Forum with
Major concerns

Invite more reviewers
to take a more
informed decision

The reviewer withdrew recommending rejection

You wish
to recommend rejection:
Post your reasoning in the
Editor tab and activate
the Interactive Review
Forum with
Major concerns

Invite more reviewers
to take a more
informed decision

You consider the review report too brief/not sufficiently rigorous/inappropriate/out of scope
and you cannot make an informed decision

Contact the reviewer

via the Review Forum

to ask for additional
feedback

Consider revoking
the reviewer and invite a
further reviewer

Inform
the Editorial Office
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5.6.1 Activating the Interactive Review Forum

If you are satisfied that at least two review reports are complete and adhere to the criteria
above, you may grant authors access to the review reports by clicking ‘Activate the interactive
review’. Please select the appropriate level of revisions (minor, moderate or substantial) and
enter a personal message, that will accompany the automatically generated message detailing
the necessary action.

It is possible to activate the Interactive Review forum with only one Review Report submitted,
however, you will need a minimum of two Reviewer endorsements in order to accept the
manuscript for publication. These review reports will allow you to make an informed decision
on the manuscript.

If the completed review report endorses the manuscript as it is, a second review report will be
required to move forward.

Note: In the interest of maintaining a timely review process, please note that if a Reviewer
requests revisions and does not immediately endorse the paper, the Interactive Review Forum
will be automatically activated three days after the required number of review reports have
been submitted.

You can always provide further feedback to the Authors, or invite additional Reviewers where
necessary, once the manuscript is in the Interactive Review."

5.6.2 Recommending rejection specifically during the independent review

If you would like to recommend rejection during the independent review, follow these steps:

1. If you have not already done so, provide feedback to the authors in the Editor tab
regarding your decision to recommend rejection

2. Click on ‘Recommend to reject manuscript’ in the review forum in the right-hand
column.

3. The authors will be informed of the recommendation and any active reviewers will be
made inactive on the assignment. The authors will then have 7 days to submit a
rebuttal and/or upload a revised manuscript. During this time, any outstanding
reviewer invitations will also be revoked, however they can be re-invited if a rebuttal is
successful

4. If the authors respond, please take one of the following actions:

e Re-invite the previous reviewers or new reviewers if you are convinced by the
author’s rebuttal and think the manuscript can remain in review.
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¢ Confirm your recommendation for rejection by clicking on ‘Recommend to reject
manuscript’. Note that your previous recommendation for rejection comments will
be preserved in the Editor tab.
5. If, after 7 days, the authors do not respond, the recommendation for rejection will be
sent directly to the specialty chief editor and no action is required from you.

5.6.3 Invite more reviewers

If you wish to invite more reviewers, please refer to the section 5.5 (‘Inviting Reviewers’) of
these guidelines.

5.6.4 Contacting the reviewers or the Review Operations team

There are two channels that you can use to communicate with participants of the review
process:

e During the independent review: please send a message to either the authors or a reviewer
via the review forum with the Review Operations team in copy (see section 9)

e At the point of making the review reports available — you can leave comments for the
authors in the Editor tab. The reviewers will also be able to see these comments;
accordingly, please refrain from posting any identifying or sensitive information in this tab.
Please note that the Review Operations team will not be notified about comments posted
by the handling editor. If you would like to get in touch with the Review Operations team,
please proceed to do so via email.

5.6.5 Revoke areviewer

You can directly revoke a reviewer by clicking on the red cross next to their name, in the
‘manage reviewers’ tab. You may add a personal note explaining why this action had to be
taken. Please note that if the minimum number of active reviewers is not met and you wish to
continue with the review process, you will be required to secure a replacement reviewer.
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5.7 INTERACTIVE REVIEW

Once you have activated the interactive review forum, you, the authors, and the reviewers will
be able to see all the comments in each Reviewer’s and Editor’s tabs. At this stage, authors are
prompted to respond to reviewers’ comments in the Review Forum and to upload a revised
version of their manuscript.

If the authors require an extension for their resubmission, they may grant themselves a seven-
day extension via the review forum; they can do this up to three times over the course of the
review process. If they require an additional extension, they will be informed that they need to
contact yourself as the Editor, or the Editorial Office for the approval and granting of the new
extension.

Please note that our system automatically notifies participants when a new comment or
revised manuscript is submitted.

You can add comments in the interactive review forum at any time.

e (Click on the ‘Add Comment’ icon below the relevant comment that has been posted in the
reviewer’s tab
e Enter comments in the Editor tab

Once you have entered your comments, please ensure that you click ‘Submit all Comments’.

During the interactive review stage, we ask you to ensure that the dialogue between the
reviewers and the authors is constructive, professional, and timely. To ensure this, please pay
attention to the following:

Are the reviewers providing an expert opinion and critical evaluation?

v" Have there been multiple rounds of revisions, beyond what is necessary or feasible?
v" Should a dispute arise at this stage, you will need to act as a mediator or invite new
reviewers for additional opinions.

During the interactive review stage reviewers can either:

e Endorse —if they are satisfied with the changes made and have no further requests and
you will be notified of this via email.

e Recommend rejection —if they disagree with the manuscript’s contents or consider that it
cannot be further improved.
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e Withdraw —if they are no longer available, the manuscript develops beyond their expertise
or personal circumstances prevent them from continuing with the review. If a reviewer
withdraws or recommends rejection, they become inactive, and you will be notified.

The reasons for a reviewer’s recommendation or withdrawal are accessible in the review
forum in their tab and will be visible at the top of the report in red font. These reasons are only
visible to you and the chief editors — the authors or reviewers will not have access to these.
This is also the case if a reviewer withdraws or recommends rejection without submitting a
report. If appropriate, you may forward these comments to the authors, with due care for
preserving the anonymity of the reviewer. These reviewers will remain anonymous regardless
of the final decision for the manuscript.

Please note that even if you have two reviewer’s endorsements, you will not be able to
provisionally accept the manuscript for publication if any other appointed reviewer is still due
to act.

If a reviewer withdraws or recommends rejection, you may consider one of the following
actions:

e Invite additional reviewers if you either do not agree with the recommendation or require
further input
e Recommend rejection based on the reviewer’s comments.

5.8 REVIEW FINALIZED

Once all reviewers have finalized their review (through two endorsements), you will be asked
to take the final decision on the manuscript.

You should read the final version of the manuscript, and consider all reviewer comments and
author responses, whilst applying your own judgement and expertise. Please consider the
following points:

v' Are the reviews appropriate and of high quality?

v" Has the final manuscript been submitted?

v" Does the manuscript propose a suitable research question and hypothesis, supported by
relevant theory?

Do the authors apply a correct and transparent methodology?

Are the study, design and materials clearly laid out?

Is the language and presentation clear and adequate?

Are figures and tables in line with scientific norms and standards?

Do the authors follow Frontiers’ Author Guidelines on editorial and ethical policies?

Is the manuscript grounded in existing literature through sufficient referencing and does it
offer an appropriate coverage of the relevant literature?
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All reviewers have endorsed the manuscript, here are your options

Ready for publication:
Provisionally accept

the manuscript

Insufficient assessments:
Post feedback in
the Editors tab, or Invite
more Reviewers to take
a more informed decision

Premature endorsement:
Reactivate reviewer’s
review

Remaining concerns:
Request further revisions
by posting in the Editor
tab any unaddressed

withdrawn reviewers or
your own additional

issues raised by

comments

Remaining concerns:
If the authors are
unwilling or unable to
address the remaining
concerns, recommend
rejection of the
manuscript

5.8.1

Provisionally accept the manuscript

If you find the manuscript suitable for publication, please proceed with acceptance. You can do
so by clicking ‘Accept manuscript’ icon on the right-hand side in the forum.

Please note that if you accept the manuscript your name will appear on the article as the
handling editor. You thereby publicly certify the paper as a valid scholarly contribution. Do not
accept a manuscript if there are concerns raised that have not been addressed —you are
responsible for safeguarding the publication record in your role as editor.

Accept manuscript

(Initiate final validation)
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5.8.2 Re-activate a reviewer’s review

If a reviewer endorses publication prematurely and you believe there are outstanding issues,
you may reactivate their review by clicking on the ‘Re-activate review’ icon next to the
reviewer’s name.

We encourage you to ensure that the reviewers have read the revised version and are happy
with it before they endorse the publication of the manuscript.

5.8.3 Post comments in the Editor tab

If there are pending comments in the manuscript that were not addressed, you can request
the final changes in the Editor tab before accepting the final version of the manuscript.

Manage Editor Reviewer 1 Reviewer 2

Histor -
y Reviewers Active Endorsed Endorsed

Associate Editor:

Received date: 03 Jan 2020

Editorial assignment start date: 08 Jan 2020
Independent review start date: 16 Jan 2020
Interactive review activated date: 31 Jan 2020
Review finalized date: 04 Feb 2020

You can post new comments and reply to the authors’ comments here. On completion, ensure you click on Submit all
comments to alert the authors of your entries. Note that the reviewers can also read these comments.

Submit all comments OR Close Discussion & Accept Manuscript

[ (¥) New thread J

Enter your thread title

Enter your comment
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5.9 FINAL VALIDATION

The final validation stage includes final quality checks by the Operations teams, to ensure that
the manuscript is ready to enter production and starts immediately upon selection of the
‘Accept manuscript’ option. The Review Operations team will contact you in the following days
to confirm that production has been initiated, or if there are any outstanding concerns.
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6 EDITORIAL AND EBOOK

When the final manuscripts in your Research Topic have completed peer review, we will invite
you to write an Editorial, summarizing the collection. The Editorial is an excellent way to
introduce your Topic, summarize its contributing articles, and convey to the reader the aims
and objectives of the research presented/published. Editorials have a maximum word count of
1,000 for Topics (with 5-10 articles published in the Research Topic) and can include up to 1
figure. They should be written by the topic editors only. The word limit can be increased for
each additional article in the Topic, up to a maximum of 5,000 words for 50 articles or more
(see our Author Guidelines for more details). When citing the contributions to your Research
Topic in the Editorial, please do not list them in the reference list. Instead, hyperlink the in-text
citation to the article directly.

Editorials are peer reviewed, receive a DOI, are citable, published in PDF and HTML format,
and submitted for indexing in digital archives such as PubMed Central, depending on the
hosting journal. Topic editors are not required to pay a fee to publish an Editorial.

You can submit your Editorial directly via your Research Topic Management page. To do so,
navigate to the 'Manuscripts' tab and click 'Submit Editorial' in the top right. Once redirected
to the submission system, please make sure you choose the hosting specialty for your Topic
and choose 'Editorial' as Article Type. It is not necessary to associate your article with the
Research Topic through the submission system, this will be done automatically after
submission.

As a finishing touch, if your Research Topic has at least 10 published articles (including your
editorial), a freely available eBook will be automatically produced, with its own ISSN (link). This
will be made available on your Research Topic website and on the journal website and is a
fantastic way to further promote/disseminate the findings from your Research Topic.


https://www.frontiersin.org/books/all_books
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7 ARTICLE PUBLISHING FEES

While the fees help us offset the cost of all Frontiers internal staff who support the journal
strategy and editorial boards as well as developing and maintaining the technology required to
sustain the journals and the journal website, typesetting of articles, and many other associated
costs, we of course do not want them to become an obstacle to publication. If a contributor
does not have the funds to pay the publication fee, they may get in touch with our Fee Support
team (more information can be found under Publishing Fees).

To strengthen our connection with the research communities we serve and to centralize
communications, Frontiers is also working with libraries, funding agencies, and research
consortiums to find ways to support researchers and scholars directly. These options allow
authors to be supported in covering the APCs of their accepted articles. For a list of the
institutions with which we currently have an institutional agreement, click here (you can
recommend Frontiers to your library by clicking here).


https://www.frontiersin.org/about/publishing-fees
https://www.frontiersin.org/recommend-to-librarian
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8 DATA PROTECTION

These terms will apply, in addition to our general Terms and Conditions and Privacy Policy, to
any transfers of personal data between yourself and Frontiers during our cooperation on
Research Topics. If you have any questions, please contact our data protection team at
data.protection@frontiersin.org.

Where personal data is shared and transferred between us, each of us agrees:

These terms apply to personal data as transferred by one of us to the other. They do not
apply to any personal data held or collected by the recipient separately from our
relationship.

We will each comply with all applicable data protection laws concerning the transfer of
that personal data outside our respective jurisdictions.

We each commit to use personal data as received from the other only for the purposes for
which it is shared. Those purposes are the launch, promotion, and management of
Frontiers article collection initiatives, appointment of editors and reviewers, and purposes
reasonably similar or ancillary to those main purposes.

We become a controller of personal data received from you, subject to the agreed
restriction on its use; you become Frontiers’ processor of personal data you may receive
from us.

We have in place appropriate organizational and technical measures to ensure that
personal data we hold is processed in accordance with applicable data protection laws.
You confirm that you will store and handle personal data received by you from us in a
confidential and secure manner.


https://www.frontiersin.org/legal/terms-and-conditions
mailto:data.protection@frontiersin.org
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9 JOURNAL CONTACT E-MAILS

Please use the contact guide below to direct all queries to the appropriate team:
Before launch

While your Research Topic is still in development, please keep in touch with your journal team.
The contact email for each journal can be found under Journal Contact E-mails, Journal and
Research Topics.

JOURNAL CONTACT E-MAILS

Manuscripts in Review Journal and Research Topics
Frontiers In aerospaceengineering.editonal office@frontiersin.org asrospaceengineering@frontiersin.org
Aerospace
Engineering
Frontiers In Aging  aging.editorial office@frontiersin.org aging@frontiersin.org

After launch

Once your Topic has been launched, you will be put in contact with your journal-specific
Submissions team as mentioned in section 1.5. They will remain your point of contact for the
rest of the project.

Regarding potential conflict of interests, the review process, or platform queries, please
contact your journal-specific Review Operations team. The contact emails for each journal’s
Operations team can be found under Journal Contact E-mails, Manuscripts in Review

JOURNAL CONTACT E-MAILS

Manuscripts in Review Journal and Research Topics
Frontiers In aerospaceengineernng editonal office@frontiersin.org aerospaceengineering@frontiersin.org
Aerospace
Engineering
Frontiers In Aging  aging editorial office@frontiersin org aging@frontiersin org

Technical support

For any technical or software issues, please contact our support team at
support@frontiersin.org.
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