Journal Website & Admin Backend Questionnaire
1. Journal Identity
1. What is the journal name, abbreviation, logo, and tagline? 
· East and Southern Africa Journal of Radiology
2. What is the journal’s aim and scope? 
· To be developed 
3. Which subject areas should the journal cover? 
· Diagnostic radiology
· Interventional radiology
· Radiological Physics
· Radiological anatomy
· Radiological techniques
· Current trends in Radiology
· Radiology Best Practices
· Nuclear Medicine
· Radiology conference proceedings
4. Is the journal open access? 
· Yes
2. Public WebPages
1. Which pages are required? 
· About us (Page with the following)
1. Editorial Board 
2. Author Guidelines 
3. Submit Manuscript 
4. Current Issue 
5. Archives 
6. Article Categories 
7. Contact 
2. Should the homepage show editor’s picks, latest articles, announcements, or featured categories? 
· Latest articles
· Announcements
· Featured articles
3. Should published articles be searchable by title, author, keyword, category, date, or issue? 
· Title
· Author
· Keyword
· Year, date and issue
3. Article Categories
1. What article types will be accepted? 
· Research √√
· Review √√
· Case report √√
· Commentary √√
· Editorial √ 
· Letter √
· Short communication √
2. Should each article type have its own submission rules? 
· Yes
3. Should admins be able to add, remove, or rename article categories?
· Yes
4. Author Guidelines Control
1. Should admins be able to edit author guidelines from the backend? 
· Yes
2. Should guidelines include: 
· Word limits √√
· Abstract format √√
· Reference style √√
· Tables/figures limits √√
· File formats √√
· Ethics requirements √√
· Conflict of interest policy √√
· Funding statement √√
· Authorship rules √√
3. Should authors be required to accept guidelines before submission? 
· Yes
4. Should guideline changes be saved with version history? 
· Yes 
5. Author Registration & Profiles
1. Must authors create accounts before submitting? 
· No 
2. What author details are required? 
· Full name √√
· Email √√
· Institution √√
· Country √√
· ORCID √
· Phone number √√
· Academic title √√
3. Should co-author emails be mandatory? 
· Yes
4. Should co-authors receive submission notifications? 
· Yes
6. Manuscript Submission Form
1. What fields should authors complete? 
· Article title √√
· Abstract √√
· Keywords √√
· Article type √√
· Corresponding author √√
· Co-authors √√
· Cover letter 
· Conflict of interest √√
· Funding statement √√
· Ethics approval √√
· Consent statement √√
2. What files should be uploaded? 
· Manuscript DOCX √√
· Figures √√
· Tables √√ 
· Supplementary files √√
· Ethics approval letter √√
3. What file formats and size limits should be accepted? 
· To be discussed
4. Should incomplete submissions be saved as drafts? 
· To be discussed
7. Editorial Workflow
1. What submission statuses are needed? – visible only to the researcher
· Submitted √√
· Under admin check √√
· Sent for review √√
· Revision requested √√
· Accepted √√
· Rejected √√
· Published √√
2. Who can change submission status? 
· Chief editor
3. Should editors assign reviewers? 
· If possible
4. Should authors receive automatic email updates? 
· If possible
5. Should the system keep a full audit trail of all actions? 
· Yes 
8. Admin Roles & Permissions
1. What backend roles are required? 
· Editor-in-chief √√
· Managing editor √√
· Section editor √√
· Reviewer 
· Author 
2. What should each role be allowed to do? 
· To be discussed
3. Can admins create new users and assign roles? 
· To be discussed
4. Should some admins only manage specific article categories? 
· Too early for this
9. Review Process
1. Will the journal use peer review? 
· Yes 
2. Single-blind, double-blind, or open review? 
· Double blind
3. Should reviewers submit structured review forms? 
· Yes 
4. What reviewer decision options are needed? 
· Accept √√
· Minor revision √√
· Major revision √√
· Reject √√
5. Should review deadlines and reminders be automated? 
· Yes
10. Publishing Controls
1. What information should appear on published article pages? 
· Title √√
· Authors √√
· Affiliations √√
· Abstract √√
· Keywords √√
· Full text √√
· PDF - link
· DOI √√
· Citation √√
· Publication date √√
2. Should admins publish articles immediately or schedule publication? 
· Schedule either annually or biannually for a start
3. Should articles belong to issues/volumes? 
· Yes 
4. Should articles be downloadable as PDF? 
· Yes 
5. Should admins be able to unpublish or correct articles? 
· To be discussed – may be publish amendments???
11. Search, Archive & Indexing
1. Should articles be grouped by year, volume, issue, and category? 
· Yes 
2. Should articles have citation export formats? 
· Yes 
3. Should the site generate metadata for Google Scholar? 
· Yes 
4. Will the journal use DOI registration? 
· Yes 
5. Should article pages include SEO fields? 
· What is this?
12. Notifications
1. Which emails should be automatic? 
· Submission received √√
· Status changed √√
· Reviewer invitation √√
· Revision request √√
· Acceptance √√
· Rejection √√
· Publication notice √√
2. Should admins edit email templates? 
· If needed
3. Should emails be sent from a journal address? 
· Yes 
13. Payments, Fees & Services
1. Does the journal charge submission or publication fees? 
· Yes, for sustainability. Start with low figure to get traction. Fees mainly for reviewing and editorial/admin charges
2. Should invoices or payment tracking be included? 
· Yes
3. Are there paid author services such as editing, translation, or certificates? 
· To be discussed
4. Should waivers or discounts be supported? 
· To be discussed
14. Reports & Dashboard
1. What should admins see on the dashboard? 
· New submissions √√
· Pending reviews √√
· Accepted articles √√
· Rejected articles √√
· Published articles √√
2. What reports are needed? 
· Submissions by month √√
· Acceptance rate √√
· Reviewer performance √√
· Article views/downloads √√
3. Should reports be exportable to Excel or PDF? 
· Yes
15. Security & Compliance
1. Who can access unpublished manuscripts? 
· Chief editor
2. How long should rejected or withdrawn manuscripts be stored? 
· 1 month
3. Should authors be able to delete or withdraw submissions? 
· Within 1 month
4. Timelines from submission to publication – maximum
· 2 -6 months

