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Navigating ScholarOne

This is an overview of how to navigate ScholarOne (S1) as an editor. If you need assistance
navigating S1 as an author or a reviewer, please contact Headquarters staff at
manuscripts@sciencesocieties.org.

Generally speaking, the S1 Site is split into four different kinds of pages. We will explain the
four page types below, as well as the header, which is available on all pages.

The Header

The header section provides main navigation for the site, support, and access to your individual
account information. Important features include a drop down menu to update your account
information (found by clicking your name), a link to information and forms relevant to your
journal, a link to S1’s support site, and a button to log out of S1.

The gray bar below the journal art includes a link to the home page and any dashboards you
have access to. If you have access to multiple editor dashboards, you will find them under the
“Manage” drop down menu.
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The Home Page

The Home Page is the first page you see when you login to S1. On the left-hand side, you will
see the Help section. This includes links to S1 support, the journal submission template, and the
journal’s home page. In the main section, you will see links to Headquarters staff support and
any new site-wide announcements and information.
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+ Submission Template For questions about publishing in Vadose Zone Joumal, please contact Managing Editor Kaitlin Miller.
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+ Site Support £ For questions about the status of your manuscript, or for assistance with the peer review process, please send an email to

manuscripts@sciencesocieties.org and reference your manuscript 1D number.

COWVID-19 Message to our Authors, Editors and Reviewers

We assure you that in this time of uncertainty, the ASA, CSSA and 555A journals are happy to provide flexibility and extensions to your
deadlines to meet your individual needs. Please keep our journal editors and managers appraised of any delays with your werk and to
discuss accommodations to keep your article moving forward

Associate your ScholarOne account with your ORCID iD today
ORCID iD is a unigue and persistent identifier that distinguishes you from every other researcher — by connecting you with your research
activities. We encourage you to register today for your ORCID iD and then associate it with your ScholarOne account. Find out how
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Dashboards

Dashboards show the status of manuscripts that have been assigned to you. They can be
accessed using the links in the site’s header as described above. As dashboards will vary based
on the role, please see the individual editor, technical editor, and associate editor dashboard
pages for more information.

Editor Lists Quick Search - Show Advanced Search
You may click on the manuscript list title to view a full listing of You may conduct a wildcard search by adding an asterisk [*) to
manuscripts in each status, or click on the number next to the the end of the search string. For example, to view a list of all of
ist to jump directly to the first manuscript in the list. the manuscripts whose titles begin with the words

"neuroscience” or "neurclogy” simply type "neurc®” in the Title
field and click "Search.”
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Manuscript List Pages

These pages include lists of manuscripts and can be found either by clicking into a specific
category within a dashboard or by doing either a Quick or Advanced search from within a
dashboard. Each row includes information about a paper within that category or search result,
as well as either a button or drop down menu to take further action or see more information.
You may send emails to any of the people listed on a paper by clicking their names. Once you
click the “take action” button or choose a tab from the dropdown list, you will be taken to the
paper’s Manuscript Details page and the relevant tab.
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Manuscript Pages

Manuscript pages are where all action and information for individual papers is stored or taken.
It is split into three main sections: the top gray details section, the tabs on the side and top of
the page, and the body section, which will vary depending on which tab you have chosen.

The details section of the paper includes important information for the manuscript and is
available from any tab.

Information listed in the details section varies from journal to journal, but typically includes:

The manuscript id

The paper title

The paper type

The paper status

A list of editors and admins with links to email them

Custom questions, such as whether the paper was a transfer or resubmission

Links to the HTML file and PDF, supplemental files, original files, the abstract, the cover
letter, and a link to external search functions

Tabs are listed on the top or left-hand side of the details section.



Tabs on the left-hand side are used for manuscript information and records for the paper, and
include the Manuscript Information tab, the Audit Trail tab, and the Manuscript Files tab.
Depending on your permissions, not all informational tabs may be available.

Tabs on the top are used for actions that can be taken on the paper. Examples of action tabs
include recommendations or decisions, inviting or assigning reviews, or assigning editors. For
more information on these tabs, please see the individual pages for those actions.

The body of the manuscript details page is listed below the gray details section and will vary
depending on which tab you are on. For more information, please see instructions for those
specific tabs or actions.
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