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Introduction 
 

⚫ This manual is the author manual for the IEEJ Paper Management System (ScholarOne 

Manuscripts version), which will be in operation from April 2025. Details regarding the peer review 

process for IEEJ Transactions are specified in the Author’s Guidelines for the Transactions of the 

Institute of Electrical Engineers of Japan (hereinafter referred to as "Author’s Guidelines"). Please 

read the Author’s Guidelines carefully before using this system. 

Author’s Guidelines: https://www.iee.jp/en/pub/guideline/ 

 

⚫ To use this system, you need a dedicated account. You can create one by selecting "Create an 

Account" on the system login page. 

 

⚫ The platform of this system, ScholarOne Manuscripts, is provided by Silverchair (USA). 

Consequently, the internal system time is managed in Eastern Standard Time (EST), while the 

system interface displays times in Japan Standard Time (JST), as IEEJ is based in Japan. Due to this 

time difference, there may be discrepancies between the system’s internal processing time and 

the time displayed on the interface, which could cause shifts in reminder email delivery dates and 

other time-sensitive notifications. Please be aware of this when using the system. 

 

 

 

 

 

Additionally, the "Received Date" and "Revised Date" indicated on published papers will be based 

on Japan Standard Time (JST). 

 

⚫ Emails from the IEEJ Paper Management System will be sent from the following address: 

onbehalfof@manuscriptcentral.com 

Please configure your email settings to ensure messages from this address are not blocked. 

 

⚫ To efficiently manage server storage, the system automatically archives PDFs of manuscripts that 

have received a decision or have not been submitted past the deadline. Once archived, manuscript 

PDFs will no longer be accessible in the system. Therefore, authors must retain copies of their 

manuscript files. 

 

⚫ This manual was created using a demo site, so some interface elements may differ from the actual 

system.  

All dates displayed on the system interface (e.g., submission date, review deadline, resubmission deadline) 

 : Japan Standard Time (JST) 

All dates in emails: Eastern Standard Time (EST) 

Revised manuscript submission deadline, reminders, and archiving timestamps: Eastern Standard Time (EST) 

 

https://www.iee.jp/en/pub/guideline/
mailto:onbehalfof@manuscriptcentral.com
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Initial Submission 
 

1. Log in to the system and click on "Author" in the menu on the "Home’screen. 

 

 

 

 

2. From the Author Dashboard, select "Start New Submission" and click on "Begin Submission." 
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3. The submission screen will appear. In step 1, please first select the Transactions for your submission. 

Once the Transactions is selected, fields to enter or select the Title, Abstract, Manuscripts Type, and 

Special Issue name will appear automatically. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

When you select a Transactions, a 

screen will be displayed where you 

can enter or select the “Title,” 

“Abstract,” Manuscript Type,” and 

“Special Section.” 
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4. Please enter or select the Title, Abstract, Manuscript Type, and Special Issue. 

 

 

 

 

 

 

 

 

 

 

 

  

Clicking “?” will display 

a brief input guide. 

For a Japanese manuscript, enter the 

title in Japanese; for an English 

manuscript, enter the title in English. 

Please enter the English abstract as written in the 

submitted manuscript. According to the Author”s 

Guidelines, abstracts for Paper and Technical Note 

should be between 150 and 200 words, while those 

for Letter should be around 100 words. 

The “Regular Paper” and the available special 

issue names at that time will be displayed. If 

submitting to a special issue, please select the 

relevant special issue name; otherwise, select 

“Regular Paper.” 
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5. In step 2, please follow the instructions at the top of the screen to upload the manuscript file (PDF) 

for your submission. 

 

 

 

 

 

 

 

 

 

  

Please select the submitted manuscript (PDF) 

saved on your PC or other device, then click the 

“Upload Selected Files” button at the bottom 

right. 

You can upload a “Previously 

Published Manuscript” or the 

“Previous Submission Paper 

ID, Reasons for the 

Rejection or Inquiries, and 

Your Response Paper.” For 

“FILE DESIGNATION,” 

please select “Main 

Document” in all cases. 

Once the file is uploaded, it 

will appear in the “Files” 

section like this. By clicking 

the file name, you can view 

the contents of the uploaded 

file. 
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6. In step 3, please follow the instructions at the top of the screen to enter the "keywords" mentioned 

in the manuscript, and then select the "category" for the submitted manuscript. 

 

 

 

 

 

  

Please select the relevant 

field for the submitted 

manuscript and register it. 

The fields covered by the 

Transactions will be 

displayed as you scroll. 

After selecting a field, click 

the “Add from List” button 

to register it (multiple fields 

cannot be registered at 

once). 
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7. In step 4, please register the corresponding author. Notifications from the system will be sent to the 

email address registered here. 
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8. In step 5, you can register potential reviewers if you believe there are individuals who would be 

suitable to review your manuscript. However, please note that reviewer suggestions are for reference 

only, and there is no guarantee that the suggested individuals will be invited to review the manuscript. 

The reviewers will be selected by the Program Committee. 

If you do not have any potential reviewers to suggest, please proceed with the fields left blank. 

 

 

 

 

 

 

 

  

When you click the “Add Reviewer” button, a 

screen will appear where you can enter the 

name and email address of individuals who are 

deemed suitable to review the paper. Please 

note that registering this information will not 

automatically create an account in the system. 
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9. In Step 6, please enter relevant information such as the recommendation letter for the technical 

meeting or the presentation number for an international conference, as well as any confirmation items 

related to the submission. In the “Cover Letter” section, only include information necessary for the 

review process; greetings and other such details are not required. After filling out the “Cover Letter” 

section, please respond to the confirmation items related to the submission. 

 

 

 

 

 

 

  

Please enter the presentation number or other 

relevant details for the international conference 

paper in this text field. 

If there are documents, such 

as the recommendation 

letter for the technical 

meeting, that need to be 

submitted with your 

submission, please click 

“Select File,” choose the 

document (PDF) saved on 

your PC or other device, 

and click the “Attach File” 

button to upload it." 

By checking “Yes” and 

completing the submission, 

you will be deemed to have 

agreed to and confirmed 

each item. 



11 

 

10. In step 7, please review the information you have entered. After confirming that everything is 

correct, click the "Submit" button to complete the submission. 

 

 

 

  

The PDF proof is the version of the PDF that 

reviewers review during the review process.  

As shown on the next page, a cover page is 

automatically generated, followed by the file 

uploaded in Step 2.  

Once you view the PDF proof from “View 

PDF Proof,” the “Submit” button will be 

enabled. 

[Omitted] 
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[The screen that appears when you click the "View PDF Proof" button] 

 

 

 

[The "View Proof" section that appears after closing the PDF proof display] 

 

 

 

 

 

  

The title of the submitted 

manuscript will appear. 

The file uploaded in 

Step 2 will appear. The Transactions, author names, 

keywords, and category will 

appear. 

After you check the PDF proof, a 

checkmark will appear before the “View 

PDF Proof” button. 

The "Submit" button will be enabled. 

When clicked, the "Submit" screen will 

pop up as shown below. 

Clicking the "Yes" button will 

complete the submission. 
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Correction and Reupload of Initial Submission 
 

1. If there are any issues with your submission, you will receive an email titled "[IEEJ] Request for 

Manuscript Correction." The required corrections will be outlined in this email, so please review it. If it 

is the most recent communication, you can also view it in the "5 Most Recent E-mails" section of the 

"Author Dashboard" within the system. 

 

 

2. Once you are ready to submit again, log in to the system, click the "Author" menu on the "Home" 

screen, and select "Unsubmitted Manuscripts in Draft" from the "Author Dashboard. " From the list, 

click "Continue" for the manuscript that requires correction. 

 

 

3. After clicking "Continue," select the correction steps from the "Manuscript Submission" menu on 

the left side of the submission screen. After making the necessary corrections, review the manuscript 

again using "View PDF Proof" in step 7, and then click the "Submit" button. 

Please note that if the manuscript is not submitted again within 30 days, the submission will be deleted. 

If more than 30 days have passed, you will need to submit a new manuscript. 

 

 

 

 

 

  

Please click the steps to 

modify the registration 

details. 
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Resubmission (Evaluation B or C) 
 

1. In the case of an evaluation of B or C, the Editorial Affairs Committee Chairperson will send an 

"inquiry" to the author. The details of the inquiry will be sent by email, so please carefully review the 

email titled "[IEEJ] Review Result from IEEJ" when you receive it. 

The inquiry details can also be checked within the system. Select "Author" from the "Home" screen, 

and access "Manuscripts with Decisions" from the "Author Dashboard." 

The "resubmission deadline" for submitting the revised manuscript can also be found in " Manuscripts 

with Decisions," but as mentioned in the "Introduction," please note that there is a time zone 

difference. Use noon of the displayed date as the reference. 

Please be aware that if the resubmission deadline passes, the "create a revision" link will automatically 

disappear, and resubmission will no longer be possible. 

 

 

 

 

 

 

 

  

Clicking "View decision letter " will allow 

you to check the inquiry email. 

The resubmission deadline is displayed. 

Please ensure to resubmit by noon 

(JST) on this date. 
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2. Prepare your reply to the inquiry, and once the revised manuscript, modified in accordance with the 

inquiry, is ready, submit it through the system. From the "Author Dashboard," access "Manuscripts with 

Decisions," display the relevant manuscript, and click "create a revision" in the "ACTION" column. 

 

 

3. When you click "create a revision," a pop-up will appear as shown below. Please click the "Create 

Revision" button. 

 

 

 

 

 

 

 

*After clicking " create a revision," if you temporarily suspend the resubmission process, the manuscript will 

move to "Revised Manuscripts in Draft" in the "Author Dashboard." You can resume the resubmission 

process by clicking "Continue."  
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4. The resubmission screen will be generated. Please follow the instructions at the top of the screen to 

register your reply to the inquiry and the revised manuscript, as well as make any necessary corrections 

to the system’s registration details. 

In step 1, please follow the instructions at the top of the screen to register your reply to the inquiry. 

 

 

 

 

 

  

An email notifying the inquiry 

details will be displayed, but the 

inquiry details in the PDF will 

not appear. 
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5. In step 2, you will register the Title and Abstract. The Title and Abstract from your previous 

submission will be displayed, so only make changes if necessary. If there are no changes, click the "Save 

& Continue" button. 

Please note that in the "Type" (Transactions for submission), the Transactions selected during the initial 

submission will be pre-selected. Do not change this Transactions under any circumstances. 

 

 

 

 

 

 

 

  

The Title and Abstract from 

the previous submission are 

displayed. Please overwrite 

and modify them as needed. 
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6. In step 3, you will upload the revised manuscript. The file from your previous submission is already 

uploaded in the "Files" section, so click "Remove All Files" to remove it, and then upload the PDF of the 

revised manuscript. 

*Please note that you do not need to upload any previously submitted manuscript, such as a previously 

published paper, that was uploaded during the initial submission. Only upload the revised manuscript. 

 

 

 

 

 

 

 

 

 

  

The file from the previous 

submission has been 

uploaded. Please click 

"Remove All Files”“ to 

remove it, and then upload 

the revised manuscript 

using ““File Upload.”“ 
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7. In step 4, you will register the Keywords and Category (field of the submitted manuscript). The 

Keywords and Category from your previous submission will be displayed, so only make changes if 

necessary.  

If there are no changes, click the "Save & Continue" button. 

 

 

 

 

 

 

  

The Keywords and 

Category from the previous 

submission are displayed. 

Please modify them if any 

changes are necessary. 
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8. In step 5, you will register the corresponding author. The author registered during the previous 

submission will be displayed, so only make changes if necessary. If there are no changes, click the "Save 

& Continue" button. 

 

 

 

 

 

 

  

The corresponding author 

from the previous 

submission is displayed. 

Please make any 

necessary changes if 

applicable. 



21 

 

9. In step 6, you will review the information you have entered. After confirming that everything is 

correct, click "View PDF Proof" to check the revised manuscript, and then click the "Submit" button. 

 

 

 

 

 

 

 

  

[Omitted] 

For resubmissions, the Manuscript ID 

will include “R1” added to the original 

submission number. For the second 

resubmission, “R2” will be added, and 

for the third resubmission, “R3” will be 

added. 

Once you review the PDF proof, 

the “Submit” button will be 

enabled. Please click it to 

complete the resubmission. Click the “View PDF Proof” 

button to review the revised 

manuscript that will be 

reviewed by the reviewer. 
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Correction and Reupload of Resubmission 
 

1. If there are any issues with your resubmission, you will receive an email titled "[IEEJ] Request for 

Manuscript Correction." The required corrections will be outlined in this email, so please review it. 

If it is the most recent communication, you can also check it in the "5 Most Recent E-mails" section of 

the "Author Dashboard" within the system. 

 

 

2. Once you are ready to resubmit again, log in to the system, click the "Author" menu from the "Home" 

screen, and select "Revised Manuscripts in Draft" from the "Author Dashboard." From the list, click 

"Continue" for the manuscript that requires correction. 

Please note that the deadline for resubmission is displayed. You will no longer be able to resubmit after 

this deadline, so please be aware of it. 

 

 

 

3. After clicking "Continue," select the correction steps from the "Manuscript Submission" menu on 

the left side of the submission screen. After making the necessary corrections, review the manuscript 

again using "View PDF Proof" in step 6, and then click the "Submit" button. 

 

 

 

 

  
Please click the steps to 

modify the registration 

details. 
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Review Status Check / Co-authored Manuscripts Check 
 

The status of manuscripts waiting for confirmation of IEEJ Office or under review can be checked from 

the "Submitted Manuscripts" section of the "Author Dashboard." Only the current status will be 

displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The review results for manuscripts that have completed the review process can be checked from the 

"Manuscripts with Decisions" section of the "Author Dashboard." 
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The status of manuscripts in which you are registered as a co-author can be checked from the 

"Manuscripts I Have Co-authored" section of the "Author Dashboard." 
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Withdrawal of Submission 
 

To withdraw a submission, please send an email to the Editorial and Publishing Section, IEEJ 

(toko@iee.or.jp) from the email address used to submit the manuscript, clearly stating the following 

details: 

1. Manuscript ID 

2. Manuscript Title 

3. Manuscript Authors 

4. Reason for withdrawal 

*Please note that the withdrawal request will only be accepted if it is sent from the email address used to 

submit the manuscript. 

*You cannot withdraw the submission yourself through the system. 

 

 

 

 

Submission of Final Manuscript 
 

The final manuscript should be submitted through the separately set-up “IEEJ Author Proofreading 

System." Once you are ready to submit, the corresponding author of the accepted manuscript will 

receive an email from the "IEEJ Author Proofreading System." Please follow the instructions in the 

email to complete the submission. 


