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Editor-in-Chief receives 
the document and 
chooses an Associated 
Editor for the revision 
process. 

Associated Editor receives 
a mail and proceeds to 
read the article and choose 
two reviewers. 

After downloading the 
documents and revising 
them, the reviewers 
make a recommendation, 
sending also corrections 
and advice.  

Associated Editor receives the Reviewers verdict, after confirming 
reception and reading the reports, the AE makes a recommendation 
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Associated Editor sends 
to the Editor-in-Chief a 
recommendation about 
the status of the paper. 
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Invitation to Associated Editor 

You will receive a mail that notifies that the Editor-in-Chief has selected you as an associated editor to supervise the peer-
review process of an article. There is the relevant information, most importantly the URL that links you to the submission 
platform.  
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Control Panel 

Click in "Send to Review" 
to start with the process of 
peer-reviewing 

archive.pdf 

 
It will pop - up a window that shows 
which article are you sending to the 
reviewer. Remember to choose the 
documents without personal 
information of the author in order 
to provide a blind review.  
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After choosing the documents that will be reviewed, the AE should add reviewers for the process 
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Selection of Reviewers 

Reviewer  1 

Reviewer  2 

Reviewer  3 

Reviewer 4 

Reviewer  5 

Reviewer  6 

 
In the following window appears the list 
of Reviewers already registered, to 
choose one click on Select Reviewer.  
 
Also it is possible to Create a New 
Reviewer, doing click in the label with that 
name.  
 



1. Send a mail to the reviewer (there is a 
default mail, that can be edited by the 
Associated Editor), asking to accept or decline.  
 
2. The response and Review Due Date can be 
changed. Our recommendation is 1 week of 
Response Date and Three Months of Review 
Date. 
 
3. Verify that the box that indicates that the 
article document is attached is activated. 
 
4. Choose the kind of review (always double 
blind)  
 
5. Click on Add Reviewer to continue. 
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Reviewer 1 

{reviewer_name}: 
 
I believe that you would serve as an excellent reviewer of the manuscript, {article_name}, which has been submitted to ECONOMÍA. The submission's 
abstract is inserted below, and I hope that you will consider undertaking this important task for us. 
 
Please log into the journal web site by {response_Due_Date} to indicate whether you will undertake the review or not, as well as to access the 
submission and to record your review and recommendation. 
 
The review itself is due {review_Due-Date}. 
 
Submission URL: {submission_Review_Url} 
 
Thank you for considering this request. 
 
{editorial_Contact_Signature} 
 
 
"{article_submission}“ 
  {Abstract} 
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Then, when the reviews are 
completed, we can see then 
available in the control panel of 
the Associated Editor.  
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The Associated Editor will revise each recommendation, read all commentaries and download 
the modified documents. After this evaluation and considering that the reviewers have 
complete the task, click in "Thank Reviewer".  

Associated Editor Control Panel 
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Finally, the associated 
editor makes a 
recommendation to the 
Editor-in-Chief. 
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Making a recommendation to the Journal Editor 
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Choose between the following options, ignoring 
the "Resubmit for Review".  
 
This recommendation will be elevated the 
Journal Editor-in-Chief.   
 
It is possible that a second round of review may 
happen, this will be duly communicated by the 
Journal Editor-in-Chief 
 

Making a recommendation to the Journal Editor 
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