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Submission Systems 
 

  

• Classic submission (paper, or CD)  

  

• Electronic submission through e-mail (see the Cover 
Letter) 

 

• Online submission systems 
– Elsevier Editorial System (EES) 

– ScholarOne 

– Editorial Manager 

 
     

 



Submission Systems 
Requirements for online submission 

• A Title page file (designate as “file not for review” if 
journal is double-blind) 

 

• Main document file with abstract, main text and 
references (exclude the Title page if double-blind 
journal) 

 

• Figure files 

 

• Table files 
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ScholarOne 
To Submit a New Manuscript 



ScholarOne 
Type, Title & Abstract 

A purple “req” icon 
indicates all required 
fields 



ScholarOne 
Adding Your Co-Authors 

Search for your co-authors by 
email address, and add them. 
If they do not have an account, 
you can fill in the required field 
and create one for them. 



ScholarOne 
Suggesting Reviewers 

Enter the name and email address 
of each reviewer. You can then 
indicate to the Editors if you want 
them to be “preferred” or “non-
preferred”. 



ScholarOne 
Uploading Your Files 

• Designate your files according 
to the file designations that 
you will find in the drop-down 
menu. 

• Any files that you designate as 
“file not for review” will not be 
pulled into the final PDF 

• All files for review will be 
combined into one single PDF 
proof for your submission. 



ScholarOne 
The Final Checklist 

Click on the blue pencil icon to 
edit any stages with a red cross. 



ScholarOne 
The Final Checklist (Cont’d) 

• You will need to view your PDF proof before 
you can submit your manuscript 

• PDF proof is how the Editors and Reviewers 
will see your submission. 

• If double-blind peer review, you must ensure 
your manuscript does not contain any 
identifying information in the PDF proof. 



ScholarOne 
The Final Checklist (Cont’d) 

Once you have viewed your PDF proof, you can 
submit your manuscript 



ScholarOne 
Submission Confirmation 

When you see the Submission Confirmation 
screen, your manuscript has been submitted to 
the journal for peer review 



ScholarOne 
Continuing A Submission 

Click on the Unsubmitted 
Manuscripts link to see your started 
manuscripts. Click on “Continue 
Submission” to proceed with your 
submission. 



ScholarOne 
Submitting A Revision 

• Click on the purple star icon to see 
any manuscripts to be revised. 

• You can see how many days are 
left to submit the revision. 



ScholarOne 
Submitting A Revision (Cont’d) 

Enter your response to 
the reviewer(s)’ 
comments into the text 
box 



ScholarOne 
Submitting A Revision (Cont’d) 

Delete your original files, and upload 
the new revised files at the File 
Upload stage 
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Editorial Manager (Troubleshooting) 
Unable to Build PDF 

It means that you have not supplied 
all the required information and/or 
files yet 



Editorial Manager (Troubleshooting) 
Submission Missing from Main Menu 

 

• Corresponding author changed 

 

 

• If you change the corresponding author while you are 
creating or editing a submission, the submission will be 
sent to the Corresponding Author’s main menu for 
approval and will disappear from your main menu 



Editorial Manager (Troubleshooting) 
Submission not Received by Editor 

 

• Messages been received by the editor 
– Submissions Being Processed  

– Revisions Being Processed 

 

 

• Messages not been received by the editor 
– Incomplete Submissions  

– Submissions Waiting for Author’s Approval  

– Incomplete Submissions Being Revised 

– Revisions Waiting for Author’s Approval 

– Declined Revisions 
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http://ees.elsevier.com/thelancet/
http://ees.elsevier.com/thelancet/


Thank you 


