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Dear editor,

This is a step-by-step instruction for using BOP (Bern Open 
Publishing) as an editor. It will guide you in editing and 
formating an issue for the Manazir Journal. If you are having any
questions, feel free to contact us under manazir@unige.ch.

We are happy to have you on board!



1. Go to our website: 
www.manazir.art

2. Click on 
Manazir Journal



Click in the upper-
right corner on either
Register or Login, if
you already made
an account or has
been made for you.



This is how your
personal site looks.



As editor, you must guide and accompany the submitted articles 
through the four stages of publishing. The four stages are:

1. Submission

2. Review

3. Copyediting

4. Production

You are in charge of navigating the articles between the four
stages. This instruction will guide you through all of this.



You find all the submitted
articles in «My Queue» 
or if you have not been
assigned to them, under
«Unassigned»



Choose one submission, 
click on «View Submission» 
and then on 
«Send to Review»



You progressed from
the Submission stage
to the Review stage. 
Click on Add Reviewer



Choose your reviewer
for the submitted
article. You can use
filters or the search
tab, if you don’t find 
your preferred reviewer
or you can directly
create an user account
for him or her. 



Here you can write the email, 
which will be automatically
sent to the selected reviewer.

Enter the Response and 
Review Due Dates, choose
Double-blind and click on 
Add Reviewer.



If the reviewer is finished, 
you can see his or her 
recommendation here.
You can read the
reviewer’s comment and 
write him or her a thank
email by clicking on 
Read Review.



Now you need to
decide between those
four options: Request 
Revisions, Resubmit
for Review, Send to
Copyediting and 
Decline Submission.

If you decided in 
favor of the article, 
choose Send to
Copyediting



You progressed from
the Review stage to
the Copyediting
stage. Here you can
download the
article, change it,
conduct a discussion
with the author and
finally upload the
copyedited version
of the article.



In the Upload/Select 
Files window, you can
upload the copyedited
version of the article and 
finally also choose which
version of the article you
want to continue with. Be 
careful not to choose the
author’s original version.



If you uploaded and 
selected the final 
version of the article, 
click on 
Send to Production.



Congratulations! 
You successfully navigated an
article to the Production
stage. From here, we will take
the last steps for publishing. If
you still have questions or
problems, contact us directly
under manazir@unige.ch.


