
Launch:
Senior manager will assign you to a new journal and forward you details of your journal co-ordinator
You will then need to get the Launch details up – \\SEGBLOGR0126\Shares_01\Shares\webprod\ProdDocs\Launches\General information
If the JE doesn’t contact you email them launch details doc with set up sheet - \\SEGBLOGR0126\Shares_01\Shares\webprod\ProdDocs\Launches\General information\Information for Production editors
They will then email you back – then organise a meeting with them to set a launch date – and the date set is dependent on the information you receive for example if the journal requires copy editing that’s an additional 7 days, if they require internal sign off checks that requires additional days – you find and print off the correct template. \\SEGBLOGR0126\Shares_01\Shares\webprod\ProdDocs\Launches\Launch schedule 
Get this signed off
[bookmark: _GoBack]Then you email SPi – vendors using an email template – \\SEGBLOGR0126\Shares_01\Shares\webprod\ProdDocs\Launches\General information\Information for Production editors 
files to be given a week before, just for spot checks and you give yourself leeway just in case something goes wrong. – Send them the Set up sheet, logos, launch plan, any other information you think is necessary 
Then create a folder in email – journal launches and all correspondence can go under that folder – and remain on top of everything and keep contact with SPi and your JE updating everyone.
Pointers: let your senior know when your launch date is which is usually Wednesday or Thursday, this is to ensure no one other has a launch because the system sometimes cant handle it
Embargo all articles that are in workflow – so they do not accidently publish – SET THEM with specific times that your journal editor has requested or you can do it manually,
Ensure you leave 10-15 mins gap between each and until it says published and not awaiting publication before you publish the next article in the sequence




