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Bootcamp Agenda

Introductions

Sampling of EM
Features/Functionality

* Communicating with your users
* Reporting

Features of Letters
Widgets

Editorial Office
10-minute Break
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Workflow examples
Questions
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Communicating with your users!

TWO WAY

At

Providing Information Collecting Information
°*  Main Menu *  Questionnaires
*  Author main menu *  Author questionnaires
*  Custom Instructions *  Contributing author
. Registration Instructions questionnaires
*  Submission instructions *  Reviewer forms
e Login box . Registration questions

* Yl accept” checkbox



Wi

Providing Information

. Publication Main Menu

*  Avuthor Main Menu

. Custom Instructions
. Registration Instructions
. Submission Instructions

. Login Box
*  “l accept”’ Checkbox



Publication Main Page

° N ™ @Editorial
@tdltorlal Manager / Manager -
HOME » LOGIN » HELP » REGISTER » UPDATE MY INFORMATION » JOURNAL OVERVIEW Not logged in.
MAIN MENU » CONTACT US » SUBMITA MANUSCRIPT * INSTRUCTIONS FOR AUTHORS

Important Message: Site under development. Do not use for live manuscript submission.

Welcome to Editorial Manager ® for
THE JOURNAL TITLE

Insert Special Character
Please Enter the Following

Username: |
COVGI’ Password: |
Author Login J Reviewer Login |  Editor Login |  Publisher Login |
Image
Send Login Details  Register Now  Login Help
Software Copyright © 2017 Aries Systems Corporation. Privacy Policy
Here

Instructions Instructions About Contact
for Authors for Reviewers the Journal Editorial Office

First-time users: Please click on the word "Register” in the navigation bar at the top of the page and enter the requested information. Upon successful
registration, you will be sent an e-mail with instructions to verify your registration. NOTE: If you received an e-mail from us with an assigned user ID and
password, DO NOT REGISTER AGAIN. Simply use that information to login. Usernames and passwords may be changed after registration (see instructions
below).

Repeat users: Please click the "Login" button from the menu above and proceed as appropriate.

Authors: Please click the "Login” button from the menu above and login to the system as "Author." You may then submit your manuscript and track its
progress through the system.

Reviewers: Please click the "Login" button from the menu above and login to the system as "Reviewer." You may then view and/or download manuscripts
assigned to you for review or submit your comments to the editor and the authors.

To change your username and/or password: Once you are registered, you may change your contact information, username and/or password at any
time. Simply log in to the system and click on "Update My Information” in the navigation bar at the top of the page.




Publication Main Page

@cditorial
Manager®

Not logged in.

Training and Demo Site

,4/’ es

HOME ¢ LOGIN ¢ HELP * REGISTER ¢ UPDATE MY INFORMATION ¢ JOURNAL OVERVIEW
MAIN MENU ¢ CONTACT US * SUBMIT AMANUSCRIPT « INSTRUCTIONS FOR ALUTHORS

¥ 4

© Login

© Register

"1 find Editorial Manager
incredibly useful;
organized, intuitive, and
fast. It helps me to answer
author questions quickly,
keep my LTE manuscripts
organized, and export
data for the editors
efficiently. Excellent!”
Jessica Brabant

Editorisl Assistant

Journal of Vascular Surgery

© Author Instructions
© Reviewer Instructions

© FAQ's

Training and Demonstration

ries

More than 3.700+ publications from 150 scholarly societies, university presses and
commercial publishers use workflow solutions from Aries Systems Corporation. Such a
large and diversified base of customers ensures successful ongoing product feedback and
development.

Aries Systems Corporation, developer of Editorial Manager and Preprint Manager, has 20
years of experience developing successful publishing technology.

Aries has a track record of delivering exceptional customer service validated through
user surveys, testimonials and 99.99% system availability.

Mission:

Aries Systems transforms the way scholarly publishers bring high-value content to the world.
The company’'s innovative and forward-looking workflow solutions manage the complexities of
modern print and electronic publishing—from submission to editorial management and peer
review, to production tracking and publishing channel distribution. As the publishing
environment evolves, Aries Systems is committed to delivering solutions that help publishers
and scholars enhance the discovery and dissemination of human knowledge. Publish faster,
publish smarter, with Aries Systems.

o=

Contact

United States

Aries Systems Corporation
200 Sutton Street

North Andover, MA 01845
USA

Driving directions to Aries (PDF)

Telephone: (978) 975-7570
Fax: (978) 975-3811
E-mail: marketing@edmar.com

Adobe

The system creates files in
Portable Document Format (PDF),
which can be viewed using Adobe
Acrobat Reader and is provided
free from Adobe’s website.




Author Main Menu

Instructions:

* Provide links to
outside sources

* Use HTML to format
fext

* Provide links to
download forms

* Special instructions

Author Main Menu

HOME + LOG OUT » HELP » REGISTER » UPDATE MY INFORMATION + JOURNAL OVERVIEW

cEditoriaI

Manager™

Role:_’ Username: mary140

MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT * INSTRUCTIONS FOR AUTHORS

iImportant Message: Site under development. Do not use for live manuscript submission.

Production

~N

Author Main Menu

For additional help with your
submission, please click here for the
Author Tutorial.

The #1 reason that submissions are
returned to author is missing
information in the title page. Don't let
this happen to you! Please be sure to

include:
* Corresponding author contact
information -
Qontributing author information / Revisions
Completed

New Submissions

Submissions in Production (14)
Current Task Assignments (2)

Submit New Manuscript

Submissions Sent Back to Author (1)
Incomplete Submissions (7)

Submissions Waiting for Author's Approval (10)

Submissions Being Processed (4)

Submissions Needing Revision (8)
Revisions Sent Back to Author (0)
Incomplete Submissions Being Revised (2)
Revisions Waiting for Author's Approval (0)
Revisions Being Processed (1)

Declined Revisions (0)

Submissions with a Decision (17)
Completed Production Task Assignments (2)
Submissions with Production Completed (2)




Author Main Menu

Customize Author Main Menu Instructions

[ ]
Enter the custom instructions you would like Authors to see on the Author Main Menu page. Please check the text ® AU‘l‘hor mq N menu
carefully, as the instructions will be immediately visible to all Authors as soon as you click the 'Submit’ button.

instructions are

Cancel |  Submit |
(] (]
Page Instructions Conflgured In
Author Main Menu Insert Special Character Policy quqger —
For additional help with your submission, -
please click <a 1~1
href="http://www.editorialmanager.com Generql POIICIeS
/homepage/docs/author_ tutorial.doc">here</a> |=
for the Author Tutorial. <br><br> o YOU CCIn Use HTML
<font color=red> The #1 reason that
submissions are returned to author is M
missing information in the title page. Don't Tags 1-0 forqu TeXT Or
let this happen to you! Please be sure to - . .
include:<br> insert links.

Cancel |  Submit |



Custom Registration Instructions

Pre-registration Page

To register to use the Editorial
Manager system, please enter the
requested information. Upon
successful registration, you will be
sent an e-mail with instructions to
verify your registration.

- - Insert Special Character
Choose a Registration Method

Retrieve your details from the ORCID registry:

Use My ORCID Record

Or type in your details and continue to register without using ORCID:

Given/First Name* {

Family/Last Name* {

E-mail Address™® [ Continue >> |

WARNING - If you think you already have an existing registration of any type (Author,
Reviewer, or Editor) in this system, please DO NOT register again. This will cause
delays or prevent the processing of any review or manuscript you submit. If you are
unsure if you are already reagistered, click the 'Forgot Your Login Details?' button.

If you are registering again because you want to change your current information,
changes must be made to your existing information by clicking the 'Update My
Information' link on the menu bar. If you are unsure how to perform these functions,
please contact the editorial office.

Cancel |  Forgot Your Login Details? |

Guide
registrants
through the
registration
process using
custom
registration
instructions



Custom Registration Instructions - Configuration

Edit Registration Instructions

Edit the text you would like to appear on the Registration page and in the 'Select Personal Classifications' popup window. Click "View

Default Instructions" to see default instructions. Click "Revert to Default Instructions" to revert the registration instructions to the default.

HTML tags and special characters may be used.

If you have not edited the instructions, the default instructions are in the text areas below and will appear on the page.

Cancel |  Submit |
’ Line Wrap: | soft i Insert Special Character
| Registration Information | Instructions

To register to use the Editorial Manager
system, please enter the requested information.
Upon successful registration, you will be sent
an e-mail with instructions to verify vyour
registration.

Header Pre-Registration
Instructions (Top of
Pre-Registration Page)

View Default Instructions )
Revert to Default Instructions

WARNING - If you think you already have an -
existing registration of any type (Author,
Reviewer, or Editor) in this system, please
DO NOT register again. This will cause
delays or prevent the processing of any
review or manuscript you submit. If you are
unsure if you are already registered, click
the 'Forgot Your Login Details?' button.<br
/><br />If you are registering again because
you want to change your current information, -«
changes must be made to your existing

Footer Pre-Registration
Instructions (Bottom of
Pre-Registration Page)

m

Configure custom registration
instructions:

Policy Manager > Registration
and Login Policies >

Edit Registration Instructions



Custom Submission Instructions

Please Add, Edit, or Remove Authors

Enter the names of anyone who contributed to your manuscript by clicking 'Add Author'. The order of the authors may
be changed by updating the number in the 'Order' column then clicking 'Update Author Order'. The first author of the
manuscript may be indicated.

Current Author List <+ Add Another Author

E:;‘ (f mary mary [Corresponding Author] [First Author] [You]

4+ Add Another Author

Previous |  Next |

Funding Information

Please enter the funder name, grant number and the grant recipient. Authors listed in the dropdown menu
were added during the Add/Edit/Remove Authors submission step. Click the '+' icon to add another funder.
When you are finished, click the 'Next' button.

Current Funding Sources List 4+ Add a Funding Source

There are currently no Funding Sources in the list

<+ Add a Funding Source

Previous |  Next |

(T

Guide Authors
through the
submission process
using custom
submission
instructions

Custom instructions
are available for
every submission
step



Custom Submission Instructions - Configuration

Insert Special Character

m

* Configure custom

Manuscript Submission

Step New Submission Instructions Revised Submission Instructions
[ ] [ ) [ ] [ )
= [ ]
Select Article Type Choose the article type of your manuscript from ||Change the article type of your manuscript from SUb““SSIOn InSTrUCTlonSO
the pull-down menu. the pull-down menu if necessary.

Policy Manager >
Submission Policies >
Edit Manuscript
Submission

View Default Instructions

Revert to Default Instructions Revert to Default Instructions

Enter Article Title : . . . : . ; ; - ; : H
Enter the title of your manuscript. You cannot Revise the title of your manuscript if nS‘I‘ruc'I'IonS
submit a manuscript without a title. necessary. You cannot submit a manuscript

without a title.

e Different instructions
available for initial

View Default Instructions

[ o
Revert to Default Instructions Revert to Default Instructions SU b mi SSIOn d N d
R . |

revision



Login Box

Welcome to Editorial Manager ® for
THE JOURNAL TITLE

Cover
Image

Here

ﬂlease Enter the Following

Username: [

Insert Special Character \

Password: [

Author Login |  Reviewer Login |  Editor Login |  Publisher Login |

Or Login via: What is ORCID?

Send Login Details  Register Now  Login Help

FOOTER

\ Software Copyright € 2017 Aries Systems Corporation. Privacy Policy j

Instructions Instructions About Contact
for Authors for Reviewers the Journal Editorial Office

The login box can be

placed directly on the

publication main page

Define login box color

Insert footer

* This can include links

to outside sources or
to download files.
HTML can also be

used to format text



Login Box
1 * The login box can be
accessed from the main

HOME + LOGIN * HELP + REGISTER * UPDATE MY INFORMATION + JOURNAL OVERVIEW

| MAIN MENU * CONTACT US = SUBMIT A MANUSCRIPT: * INSTRUCTIONS FOR AUTHORS

navigation bar if it’s
not placed directly on

Please Enter the Following ansesk Specal Clasmeer fhe main pqge
Login e | * In addition to the
© Password: | footer this page can
header GISO COI‘]TCIin:

Author Login J Reviewer Login J Editor Login J Publisher Login J

I * Header - an

Or Login via: What is ORCID?

Send Login Details  Register Now  Login Help dd ditioncl |OCCﬂ'i0n
FOOTER for text

Software Copyright € 2017 Aries Systems Corporation. Privacy Policy

* A thumbnail image

can be used for a
logo or other image



AUthI’ “I ACCG p'|'" Checkbox
Title Date Submission Began | Status Date | Current Status
B Action A AY AV AY AY Please read th: Plagiarism Agreement ind indicate your acceptance by checking the box below.

View Submission Boot Camp May 16, 2017 May 16, 2017 Needs Approval

Edit Submission B accept
Approve Submission

Remove Submission

Correspondence

Send E-mail

* “l Accept” checkbox can be used to have Authors indicate
that they have read and agreed to certain policies or
guidelines

* Warning text can also be configured if the Author does not
check the box

* The “l Accept” checkbox is for initial submission only

You forgot to click the box!




Author “l Accept” Checkbox

Area

Instructions

Instruction to display on the Author’'s Submissions
Waiting for Author’'s Approval Page

Insert Special Character

If no Actions appear for -
your submission, please wait

a few minutes for your PDF E
to be built. The Actions
appear automatically when

your PDF is available.

The 'Edit Submission' link
allows you to fix or alter -
your submission. Please use

View Default Revert to Default
Instructions Instructions

Column Header

Insert Special Character

Please read the <a
href="http://www.ariessys.com
/views-press/fags/category
/technical-requirements
/#faglO"target="new">Plagiaris
m Agreement</a> and indicate
your acceptance by checking
the box below.

Alert Text displayed if Author does not tick/select box
before clicking Approve Submission

Insert Special Character

You forgot to click the box!

* To enable and configure
instructions for the “l Accept”
checkbox:

Policy Manager > Submission
Policies > Configure Author
Accept checkbox.



Collecting Information

Asking the right questions!

Author Questionnaires

Contributing Author Questionnaires
Reviewer Forms

Registration Questions



Author Questionnaires

New Submission

v’ Select Article Type

v’ Enter Title

v Add/Edit/Remove Authors

Funding Information

Select Section/Category

Submit Abstract

Enter Keywords

Select Classifications
=  Additional Information

Enter Comments

Suggest Reviewers

Oppose Reviewers

Select Region of Origin

Attach Files

Please Enter the Following

Insert Special Character

Additional Information is Required for Submission.
Please respond to the questions/statements below.

Do you have any potential conflict-of-interest with any of the members of the editorial

board? Click here to view the current list.

Answer Character Count: 0

Required: o
Limit 200 characters

Questions can have radio buttons for responses?

9 please select a respon
True

False

Questions can be yes / no / text questions

Answer
Required: Please select a respon
9 yes
no
n/a

Please explain.

Answer Character Count: 0
Required: :

se

se

Limit 200
characters

* The submission step ‘Additional
Information’ allows a publication to
display a set of custom ‘questions’
that can be answered by the Author
during the ‘Submit Manuscript’
process

* Examples of responses:

* List
* Follow-up questions
°* Date
* Integer
* Notes
* Text
* Decimal

* Use HTML to format text and to

include links to outside sources



If you ARE a coauthor on this article, and have READ and AGREE to the following Copyright Transfer, Disclosure,

Contributing Author Questionnaire

and Authorship criteria, please click this link once: Yes_ I am affiliated.

Warning! You must
submit this page to
verify your
contribution to the
submission.

Print

Insert Special Character

Verify Contributing Authorship

If you are unable to complete your responses at this time, please click on the "Save for
Later" button to save your work. To return to this page later, click on the Verify deep
link in the email that you were sent regarding this submission, or save the following
URL and enter it in your browser's address bar.

http://em-qa.editorialmanager.com/diannetest131/l.asp?i=551&I=46T1DT58

Please respond to the questions/statements below and click on the "Submit to
Publication" button to complete your Co-Author verification for the submission.

If you do not submit your responses, your contribution will not be confirmed. If you
click on the "Save for Later” button, your contributing authorship will not be confirmed,
but you can return to this page later to complete your responses.

Custom questions and responses can also appear on the Transmittal Form?

(®) please select a response
() Yes
() No

Save for Later J Submit to Publication J

Contributing authors can
be asked to complete

questionnaires using the
“Co-Author Verification”

functionality



Author Questionnaires

Creating questionnaires - putting the pieces together.

1. Create a library of questions
2. Create a questionnaire and add custom questions
3. Assign the questionnaire to an Article Type
* Questionnaires can be asked at initial submission or revision




Author Questionnaires

[F] Questionnaire Policies

STEP 1. Create questions in

Greate Custom Questions (S Policy Manager— Questionnaire

Create Questionnaires

Edit Co-Author Questionnaire Instructions

Policies

Add Question |
Edit
Edit
Remove Edit
Remove Edit

Remove Edit

Actions

Create Custom Questions

Listed below are the customized questions/fields which may be displayed as part of a Questionnaire. Each question may also be configured to display in
additional locations (Transmittal Form, PDF Cover Page, Manuscript Details).

A question may be removed unless it has been used. If a question has been used but is now obsolete, it may be inactivated by clicking the Hide link. If the
link does not appear for a question, then it is still included on a questionnaire and must first be removed from the questionnaire before it can be hidden.

Questions preceded by a "§" symbol are multi-part questions; note that the follow-up questions listed may only be asked if the user chooses a certain
response to the original question.

Description

Custom questions and responses can also appear on the Transmittal Form?

Do you have any potential conflict-of-interest with any of the members of the editorial board? Click here to view the current list.
Questions can have radio buttons for responses?

§ Questions can be yes / no / text questions

Questions can be answered in a text box.




Author Questionnaires

=] Questionnaire Policies
Create Custom Questions
Create Questionnaires

Edit Co-Author Questionnaire Instructions

STEP 2. Add questions to
questionnaires in Policy

Manager — Questionnaire
Policies

Configure Questionnaire

Enter a name for the Questionnaire in the 'Questionnaire Name' field. Custom Questions may be added to the Questionnaire by clicking the
'Add Custom Questions' button, selecting Custom Questions, and adding them to the 'Question Display Order' section. Questions may be
reordered by entering a number in the 'Order’ field and clicking the 'Update Item Order' button. Click the 'Save' button to save the

Questionnaire and return to the Create Questionnaire page.

The %AUTHOR_QUESTIONNAIRE_SUBSET% merge field pulls in all of the selected Questions and Responses for all Authors on the submission
(including the Corresponding Author). To specify questions/responses for inclusion in this merge field, select the checkbox in the 'Include in
Merge Field' column for all questions you want to include. Note the %AUTHOR_QUESTIONNAIRE% merge field continues to pull in all questions

and responses for the questionnaire.

Questionnaire Name: [Author Questionnaire

[T Hide When you Hide a Questionnaire, it will not be available for use.

Question Display Order:

Order Question

Do you have any potential conflict-of-interest with any of
the members of the editorial board? Click here to view the
current list.

Questions can have radio buttons for responses?

§ Questions can be yes / no / text questions

T

Questions can be answered in a text box.

Update Item Order |

Add Custom Questions

(50 characters maximum)

Required

]

O &8 O

Cancel Save

Include
in
Merge
Field

Actions

Remove

Remove

Remove

Remove

* Questions can be
required or optional




Author Questionnaires

Set "Additional Information" Preferences: STEP 3. ASSign queSfionndire 1.0
Designate Submission Questionnaire: Author Questionnaire [ Author Questionnaire [ ] o o« o . . .
Designate Author Questionnaire: Sample Questionnaire i Sample Questionnaire i Ind IVI d Uq I ArTICIe Ty pes In Po I Icy

Original ssbmisson Sevicion Manager — Edit Article Types.

e Questions can be asked at
initial submission or revision

Co-Author Parameters

Register/Verify Other Authors
| Co-Authors verify on new submission E]

* Using Co-Author verification
functionality allows you to

Authenticated ORCID iD Request: | Hidden :

V] Display Author Questionnaire to Co-Authors qSk CO-AUThOI‘S queSTions




Reviewer Forms

Reviewer Recommendation and Comments for Manuscript Number cbk17 -005

Manuscript Rating

Questionnaires
Original Submission
Bob Becker (Reviewer 1)

Recommendation: | Minor Revision i Overall Manuscript Rating (1-100): I:]

Cancel Save & Submit Later Upload Reviewer Attachments Proof &Print Proceed

Please answer the following questions using a rating scale where 1 is low and 10 is high.

*Please rate you EMUG experience.
N/A 1 2 3 4

*Please rate the manuscripts interest to our readers.
N/A 1 2 5 4 5

*Would you consider the material presented time sensitive?

)
N/A 1 2 3

Review Questions

*Do you think our readers will be intere:

o=l

ed in this topic?

Insert Special Character

*Would you be willing to look at a rev

Yes [v]

Would you like to

Yes[i=]

Response required

e CME credit for this

w (up to 3 credits can be claimed)?

Please describe the impact this manuscript review had on your professional practice i.e. improving your skills, identifying gaps in your knowledge, obtaining new information relevant to your research and/or practice.

(Limit 20000 Characters)

Character Count: 0

In addition to the
standard “Comments to
Author” and “Comments
to Editor” boxes, you
can also include
Manuscript Rating and
Custom Review
Quuestions on the
Review Form



Reviewer Forms

=] Reviewer and Editor Form Policies Add Manuscript Rating Question

Manuscript Rating Question Configuration Insert Special Character

Edit Manuscript Rating Questions Add Manuscript Rating Question: ’

Overall Manuscript Rating Question Settings Maximum Manuscript Rating Question length is 256 characters.
Edit Manuscript Rating Instructions
Choose the Manuscript Rating scale for this question:

Reviewer Recommendation Policies ) 1-3

Edit Reviewer Recommendation Terms @15

Create/Edit Custom Review Questions

Create/Edit Review Forms 1-10

Match Review Forms to Article Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration Cancel |  Submit |

Set Reviewer Recommendation Deep Link Expiration

* Manuscript Rating Questions are configured in Policy Manager




Reviewer Forms

Review Form and Manuscript Rating Configuration

In the grid below, please specify the Review Form to use for each Article Type / Reviewer Role combination. Checking "Use Manuscript Rating Questions”
turns on Manuscript Rating Questions for Reviewers of the specified Article Types. Use the "Select” link to choose which Manuscript Rating Questions to use
for the associated Article Type and Reviewer Role.

Cancel |  Submit |

Display Manuscript Rating Question Responses to Author for all Reviewer Roles/Article Types |

Reviewer Role| | Reviewer J [ EB Reviewer J Test Reviewer
Article Type
New: | EMUG : New: | EMUG : - - - -
o _ R _ Reviewer Manuscript Rating Questions
V] Use Manuscript Rating Questions V] Use Manuscript Rating Questions . - .
S Select Select Original Study / Reviewer
[l Display Responses to Author ] Display Responses to Author

* Select the rating questions Corect oraer )

Check the boxes to include the questions in Manuscript Ratings for this Article Type/Reviewer Role.
Revised: | Default Review Form Revised: | Default Review Form Reviewers are presented with these questions when submitting their review. You may change the
order of the question display for Reviewers by renumbering the boxes in the Order column. You can
also specify whether answering the question is Optional or Required. If a question is Required, the
Reviewer will not be permitted to submit a recommendation without first answering the question.

Manuscript Rating Question Answering the Question is:
° ° j i i { s v i { i H 1
0 A) [The subject addressed in this article is worthy of investigationhere @) required Optional
* Assign them to a Review - |
O B) [The information presented was new. © Required Optional
Form [l C) [The conclusions were supported by the data. © Required Optional
. Review Forms are 1 D) |Please rate you EMUG experience. @ Required © optional
2 E) Please rate the manuscripts interest to our readers. © Required © optional
qssig ned by Reviewer 3 F) Would you consider the material presented time sensitive? © Required © optional

|

Role and Article Type

Apply these Questions to All Reviewer Role / Article Types |




Reviewer Forms

. . : [Yesiho/Tat [=]
Add Custom Review Question Response Type =s/No/Text
Enter the question, default response text (if required), and any instructions to be displayed as part of the Review Form used at Trigger Value for Additional 9 ves

the Submit Recommendation step of the review process. The Hide checkbox allows inactivation of an obsolete question. Once Information Request: 7 No

hidden, a Review Question is no longer available for inclusion in new Review Forms.

Reviewer responses must be configured to use a specific Response Type: Text and Notes responses can contain any mix of Additional Information Request [
characters and numbers. A Date response must be entered in a mm/dd/yyyy format. Integer and Decimal responses can Text:

contain only a number or decimal point. A List response requires the Reviewer to select from the list of responses. If List is
chosen for the response type, additional options will appear which allow configuration of the list choices and type (dropdown,

radio, checkboxes or scrolling selector). The Yes/No and Yes/No/NA response types will create a dropdown list with the Additional Information ’0
options of Yes, No and Yes, No, Not Applicable, respectively. The Yes/No/Text response type will display a text box to gather Minimum Field Length: A )
additional information if the user chooses an option which requires further clarification. (Must be less than or equal to the Maximum Field Length

Additional Information ’
ot Ficld Eengibc (A value from 1 to 20000)

Cancel |  Submit |

) Cancel |  Submit |
Question: Insert Special Character C— S—

Instructions for Reviewer Response: Insert Special Character -

Date
Integer
[[] Hide: When you Hide a Custom Review Question, the question is deactivated DeCImal
(not available for use with new Review Forms).
Notes

[] Available for Decision Letter Merging: When you select this checkbox, both the question and answer can be merged
into the decision letter using the %REVIEW_QUESTIONS_AND_RESPONSES% or List H
%RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% merge fields. Editors will be able to de-select individual
responses from any Reviewer before the Author is notified. The question and answer will also be inserted into Reviewer
Invitation/Assignment Letters by the %REVIEWER_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% merge field, Yes/No
for those reviews explicitly selected by the Editor for inclusion L]

Yes/No/NA
Yes/No/Text




Reviewer Forms

Select Custom Review Questions for Review Form

Custom Review Questions available for use on the Review Form are displayed
below. Select the questions you wish to add, and click the ‘Add to Form * button to
add them to the Review Form. Questions displayed in gray text have already been
added to the Form and cannot be selected again.

Custom Review Questions:

Select Description
[ Please rate the value of the research

Do you think our readers will be interested in this topic?
Would you be willing to look at a revision?

Would you like to receive CME credit for this review (up to 3 credits can
be claimed)?

Add To Form |

Cancel |

* Select the questions you want on your Review Form




° Indicate whether the
question is required

* Should the response
be viewable by other

reviewers or the

author?

Edit Review Form

Review Form Name: [EMUG

Hide - When you Hide a Reviewer Form, the form will be deactivated
(not available for use with any Article Types).

Reviewer Instructions:
Insert Special Character

Display Reviewer Instructions in popup

Instructions for reviewers can be displayed directly on the review form.

Custom Review Questions

Select Questions |

Visible to
Required for Other Visible to
Submission Reviewers Author

] ] Remove

Display Comments to Author text box

© Merge into Editor Comments in Decision Chain

Keep separate from Editor Comments in Decision Chain

Default Text for Comments to Author:

] ] Remove
] ] Remove

Insert Special Character [fredits can be claimed)?

Display Comments to Editor text box
Default Text for Comments to Editor:

Insert Special Character

The following sections may be displayed to the Reviewer on the Reviewer Recommendation Page. Please select the order in which you would like them to appear. Note
that Manuscript Rating Questions are configured elsewhere and do not appear for revisions. This setting determines where they will display on the Review Form only

when applicable.

Order

Update Order |

Review Form Section

Reviewer Instructions
Manuscript Rating Questions
Custom Review Questions

Comments to Authors and Editors




Reviewer Forms

Review Form and Manuscript Rating Configuration
In the grid below, please specify the Review Form to use for each Article Type / Reviewer Role combination. Checking "Use Manuscript Rating Questions”

turns on Manuscript Rating Questions for Reviewers of the specified Article Types. Use the "Select” link to choose which Manuscript Rating Questions to use
for the associated Article Type and Reviewer Role.

Cancel |  Submit |

Display Manuscript Rating Question Responses to Author for all Reviewer Roles/Article Types |

Ve N

l Reviewer Role |Reviewer EB Reviewer Test Reviewer J
Article Type
New: | EMUG (] New: | EMUG [l New: | Default Review Form [ v |
Use Manuscript Rating Questions Use Manuscript Rating Questions Use Manuscript Rating Questions
- Select Select Select
Original Study
Display Responses to Author Display Responses to Author Display Responses to Author
Revised: | EMUG [l Revised: | EMUG [l Revised: | EMUG [l
New: | Default Review Form || New: | Default Review Form || New: | Default Review Form ||
Use Manuscript Rating Questions Use Manuscript Rating Questions Use Manuscript Rating Questions
I Select Select Select
Editorial
O Display Responses to Author O Display Responses to Author O Display Responses to Author
Revised: | Default Review Form [w | Revised: | Default Review Form [w | Revised: | Default Review Form [w |




Registration Questions

Please confirm the following very important information:

Confirm Registration Given/First Name: Sammy
Family/Last Name: Green
Username: green3
E-mail Address: Green3@trash.com

Country: UNITED STATES

You have the right to opt out of being contacted regarding any promotional
communications. Please check the box to indicate that you want to opt put of recei
any promotional material.

] po you want to receive promotional material.

If the information is correct and you wish to complete your registration, click the 'Cont]
button below.

<< Previous Page | Continue >> |

The system can be configured so that users are directed to read and accept user agreement terms
and conditions before submitting or reviewing manuscripts for the publication. Publications can also
solicit offers for marketing or promotional materials, which users could agree or decline to receive.



Registration Questions

Edit Custom Registration Question

Enter the question below to be displayed when new users register, and/or when an existing user logs into the system. If there are special instructions,
they can be entered below, and are displayed above the question on user-facing pages. All questions are ‘answered’ by checking a checkbox. You can
specify whether new registrants are required to enter a response(Required), and if existing users are required to answer a response when they log in
(Forced). You can also indicate whether users are exempt from answering Forced questions if they log in with particular user roles. Once a Required or
Forced question has been answered (user checks the checkbox), the response cannot be changed. If a question is Optional, the response can be modified
by the user or the journal office at any time.

You may then specify if the question and response should be displayed on the Transmittal Form. Help Text on the Transmittal Form is optional.

Cancel |  Submit |

Question: Insert Special Character

Do you want to receive promotional material.

Instructions: Insert Special Character

You have the right to opt out of being contacted regarding any
promotional communications. Please check the box to indicate that you
want to opt put of receiving any promotional material.

Hide:
Response is: Optional
9 Required
¥| Forced

answering Forced questions 7l .
when logging in as a: ¥ Editor

V] publisher

Users are exempt from [ reviewer |

Registration questions
are configured in
Policy Manager
Questions can be
required or optional
Questions can be
“forced.” Users logging
in that have not
previously answered a
question will be
required to check the
box.

Users can be exempted
from answering by role



Registration Questions

Please confirm the following very important information:

onfirm Registration Given/First Name: June
Family/Last Name: Summer
Username: summer

E-mail Address: Jjuly@trahs.com
Country; UNITED STATES

You have the right to opt out of being contacted regarding any promotional
communications. Please check the box to indicate that you want to opt put of receiving
any promotional material.

‘ [ * po you want to receive promotional material.

If the information is correct and you wish to complete your registration, click the 'Continue’
button below.

<< Previous Page |




Features of Letters




Features of Letters

Creating and Configuring Letters
* Letter Options

* Letter Content Options

* Rich Text (HTML) in Letters

* Associating letters to Action Manager
events

Attach Files to Letters

* Attachments for Decision Letters
Merge Fields and Deep Links
Managing External Correspondence

Editing and Resending Letters



Creating and Configuring Letters

Editors with permission can create and modify letters:

System Administration > Policy Manager > Email and Letter Policies > Edit Letters



Letter Families

* 23 Letter Families:
* Used to organize letters
* Determine how a letter can be
used

* Examples of Families:
* Editor Reminders
* Reviewer Invitations
* Ad Hoc Letters
* Decision
* General
* Production



Letter Families

* Each Letter Family has different configuration options

Recipients — Individual Reviewer, All Reviewers,
Corresponding Editor, Author, etc.

CC or BCC Recipients, Text box to enter email, Co-Authors

Sender — Publication email, Corresponding Editor,
Handling Editor, etc.

Attachments - Available for all letter families except
Batch emails



Merge Fields and Deep Links

* System Merge Fields and Custom Merge Fields

* Pull in information about the submission and /or Authors,
Reviewers and Editors

* Create your own custom merge fields
* Deep Linking Merge Fields
* Merge as a link in letters
* Brings recipient to locations in the system

* Allows recipients to accept or decline invitations directly from
email



Letter Templates (Edit Letters)

Sort by Letter Purpose or Letter Family

Edit Letters

This site is a master site for the Shared Letters feature. To share letters across all publications in a Shared Letters
group, first add Subscriber Sites in AdminManager. Then, select the Share Letter checkbox for each letter template that
you want to be available to subscriber sites, then click the 'Save Changes and Update Subscriber Sites' button.
(more...)

View Subscriber Sites

Back to PolicyManager

Add New Letter |  Save Changes |  Edit Image Files for Letters |

Letter Format

Letter Family
Letter Purpose Group by: Rich Text
AY AY ActionManager Roles and Events Text (HTML) [All Formats

Ad hoc from Ad Hoc From @ Edit Edit Remove |
Editor - DMJ Editor . i Hide

ad hoc from Ad Hoc From @ Edit @ Edit Remove |
editor template Editor Hide

Afd hoc from Ad Hoc From @ Edit @ Edit Remove |
edigtor to other Editor i i Hide
author

asce rest line Ad Hoc From @ Edit @ Edit Remove |
breaks Editor . i Hide
Author - Other Co-Author Author - Notify Other Authors @ Edit @ Edit Remove |
Author Communications i i Hide
Verification

%MS_NUMBER%




Remove /Hide Letters

Ad hoc from Ad Hoc From @ Edit & Edit Remove |
Editor - DMJ Editor ' ' Hide
ad hoc from Ad Hoc From @ Edit @ Edit Remove |
editor template Editor - - Hide

Letters can be hidden,
removed or restored.

Hidden letters are

displayed in gray at

the bottom of the list of
Hidden Letters Ie’r’re IrS.

Letter Format

Letter Purpose | Letter Family
Group by: Rich Text
AY AY ActionManager Roles and Events Text (HTML)

@ Edit @ Edit Remove |
' ' Restore
@ Edit ® Edit Remove |

Restore




Rich Text (HTML) Letters

Add New Letter |  Save Changes |  Edit Image Files for Letters |

Letter Format

Letter Family

Letter Purpose Group by: Rich Text
AY AY ActionManager Roles and Events (HTML) | All Formats

Ad hoc from Ad Hoc From @ Edit @ Edit | Remove |
Editor - DM] Editor i i Hide
ad hoc from Ad Hoc From @ Edit ® Edit § Remove |
editor template Editor Hide
Afd hoc from Ad Hoc From @ Edit @ Edit | Remove |
edigtor to other  Editor : : Hide
author
asce rest line Ad Hoc From @ Edit @ Edit | Remove |
breaks Editor ' ' Hide
Author - Other Co-Author Author - Notify Other Authors @ Edit @ Edit | Remove |
Author Communications i i Hide
Verification

%MS_NUMBER%




Creating Letter Templates

Edit Letters

To create a new letter, click 'Add New Letter'. To edit an existing letter click the 'Edit’ link next to the letter
title. (more...)

Back to PolicyManager

Add New Letter | | Save Changes |  Edit Image Files for Letters |

Add 'General’ Letter

Please type (or paste) a text-formatted letter into the Letter Body box below. This default letter should not include HTML tags. To incorporate HTML tags, click
'Save' on this page to save the text-formatted letter and then select the '"HTML format' radio button from the 'Edit Letters' page and click the Edit link. HTML
tags may then be added.

Letter Purpose: {Position of the letter in the library of letters

Subject: What the recipient seeq

Letter Family: | Reviewer Invitation [=]

Cancel | Continue |




Creating Letter Templates

Cancel | ' Save |

Type any desired text into the 'Letter Body' area. Click 'Open
in New Window' if you need extra space to enter your letter.
To send the e-mail, click the 'Preview and Send' button,
proofread the letter and click the 'Send' button on that page.
Note: Any text bounded by % signs is a 'merge field' which
will be populated with the appropriate information when the
letter is sent.

Custom
Instructions

View Default Instructions Revert to Default Instructions

Letter Purpose: |Pos'rtion of the letter in the library of letters

Subject: ‘What the recipient sees
Letter Family: I Reviewer Invitation E]
Sender's

: @ i
E-mail Address <trashi@ariessc.com=>

) Use Corresponding Editor's E-mail address
() Use Corresponding Production Editor's E-mail address

Additional Recipients

= Recipients of a cc: copy will be revealed to and able to see the sender, the primary recipient(s)
and any cc: recipients

= Recipients of a bcec: copy will not be revealed to any other recipients, but will be revealed to the
sender and able to see the sender, the primary recipient(s) and any cc: recipients

Automatically cc: bcc:
] Corresponding Editor

[] [[] Corresponding Production Editor

Send copies to the following addresses:
(Multiple addresses may be entered, separated by a semicolon)

ee: [dgullo@ariessys.com
T bee: [

Allow attachments

[¥] Allow sender to add Rich Text (HTML) formatting
Selecting this option will allow a sender who is customizing the letter to switch the letter
format from text to Rich Text (HTML) and add rich text formatting. Note: if the sender
switches the format, the letter will be sent in Rich Text (HTML) format.




Creating Letter Templates

Dear ITITLE% 3LAST NAME%, -

kou have been invited to review a manuscript for 3JOURNALFULLTITLEZ. 4’ﬂﬂﬂﬂ,ﬂ_—~———*”“”“'ﬂ~'—~

I would be grateful if you would review a paper entitled "3ARTICLE TITLE3" for this
journal.

This is the abstract:
$ABSTRACTS 3
<« [ ]

If you would like to review this paper, please click this link: S$ACCEPT REVIEW INVITATION%

If you do not wish to review this paper, please click this link:
$DECLINE REVIEW INVITATION%

If the above links do not work, please go to 3JOURNAL URL%. Your User Name is 3USERNAMES
and your password: 3%PASSWORD%.

The manuscript reference is iMS NUMBER%.

If possible, I would appreciate receiving your review by $REVIEW DUE DATE%

| . * Use merge fields to
pull information into
your letter

| »* Use deep links to

provide easy access
to EM




System Merge Fields

Letter Body: Insert Custom Merge Field | Insert System Merge Field

Dear 3TITLEY 3ILAST NAMES, -

Ll

Insert System Merge Fields n
You have been invited to review a

I would be grateful if you would : You can drag and drop merge fields from here to the letter

journal. Subject or Body. (more...)

This is the abstract: ’Q [ Expand All | Collapse All

$ABSTRACTS

T 14 Tik= © ) -y =l %ABSTRACT% B
ou wou 1Ke O rewview ils -

. N ! Abstract of the manuscript N

%ACCEPT_EDITOR_INVITATION%
If you do not wish to review this

3DECLINE REVIEW INVITATION% * %ACCEPT_INVITATION%
If the above links do not work, p. = %ACCEPT_REVIEW_INVITATION%
and your password: $PASSWORDS. Inserts a hyperlink in a letter that automatically triggers the

'‘Agree to Review' function in the system. The Reviewer will be

The manuscript reference is 3IM5_Ni

Cancel |  Save |




Creating Letter Templates

Letter body template Recipient letter

Dear $TITLE% $LAST NAMES, w Dear Dr. Becker
_ . '

[You have been invited to review a manuscript for $JOURNALFULLTI

JREE.

I would be grateful if you would review a paper entitled "3ARTICLE TITLE%" for this You have been invited to review a manuscript for Dianne Test 13.1,

journal.
I would be grateful if you would review a paper entitled "EMUG 2017 Boot Camp" for this journal.

This is the abstract:
$ABSTRACTS

m

This is the abstract:

Testing Reviewer Letters nsc108872 3-10-17 R1 add a pic.
If you would like to review this paper, please click this link: $ACCEPT REVIEW INVITATION%

If you would like to review this paper, please click this link: http://em-ga.editorialmanager.com/diannetest131/l.asp?i=540&I=EMPOTT8A *

If you do not wish to review this paper, please click this link:

SOECLINS TEVIEN INVEIIRIZCKS If you do not wish to review this paper, please click this link: http://em-ga.editorialmanager.com/diannetest131/l.asp?i=541&I=62JNYUYK *

If the above links do not work, please go to 3¥JOURNAL URL%. Your User Name is 3USERNAME$

and your password: $PASSWORDS. If the above links do not work, please go to http://em-ga.editorialmanager.com/diannetest131/. Your User Name is bob and your password: bob.
The manuscript reference is ¥MS NUMBERS. The manuscript reference is cbk17 -002R1.
If possible, I would appreciate receiving your review by $REVIEW DUE DATE% If possible, | would appreciate receiving your review by 31 May 2017 With kind regards

Ed Editor




Dear Dr. Becker,

You have been invited to review a manuscript for Dianne Test 13.1.
I would be grateful if you would review a paper entitled "EMUG 2017 Boot Camp" for this journal.

This is the abstract:
Testing Reviewer Letters nsc108872 3-10-17 R1 add a pic.

If you would like to review this paper, please click this link: http://em-ga.editorialmanager.com/diannetest131/l.asp?i=540&I=EMPOTT8A *

If you do not wish to review this paper, please click this link: http://em-ga.editorialmanager.com/diannetest131/l.asp?i=541&I=62JNYUYK *

If the above links do not work, please go to http://em-ga.editorialmanager.com/diannetest131/. Your User Name is bob and your password: bob.

The manuscript reference is cbk17 -002R1.

If possible, | would appreciate receiving your review by 31 May 2017 With kind regards

Clicking on a deep
link logs the user into
EM and brings them
to a specific page
by-passing the need
to enter a user name
and password

Ed Editor
Ag ree to Review Thank you for agreeing to review Manuscript Number cbk17 -002R1.
Confirmation To view the manuscript, please click the 'Pending Assignments’ link below.

Log out of Editorial Manager
Pending Assignments

Main Menu




Ad Hoc Letters

& Action A

View Submission

Duplicate Submission Check (30%)
Details ¥

History

Classifications

Unassign Editor

File Inventory

Edit Submission

Invite Reviewers

Solicit Commentary

Notify Editor

View Reviews and Comments
Set Final Disposition

Initiate Production

Similar Articles in MEDLINE
Send E-mail

Linked Submissions




Creating Ad Hoc Letter Templates

Letter Purpose: [EMUG 2017

Subject: [EMUG 2017

Letter Family: | Ad Hoc From Editor (]

Editor Roles None Selected L

That Can Send | ALL EDITOR ROLES Select All

This Letter
Editor Clear All
Editorial Assistant v

Sender's

. ) -mai i i
E-mail Address ° Use E-mail address of user triggering the Correspondence

' <trashi@ariessc.com=
) "The Journal" <trashi@ariessc.com=>

Recipient: .
P! [C] trashi@ariessc.com

[ User Selects Recipient using M icon ]

] Corresponding Editor
] Corresponding Production Editor
Display text box so sender can insert an e-mail address

O Display the following e-mail address for the recipient:
(Multiple addresses may be entered, separated by a semicolon)

|

I First Assigned Editor

] Handling Editor

"] Editor who made the first Editor assignment

[”] All Reviewers of the current revision of the submission

] Display all Reviewers of the current revision so sender can select recipient(s)

] Corresponding Author

Letters in the “Ad Hoc
from Editor” and “Ad
Hoc from Publisher”
letter families have the
additional recipient
option of “User Selects
Recipient using & icon”



Creating Ad Hoc Letter Templates

Additional Recipients

= Recipients of a cc: copy will be revealed to and able to see the sender, the primary recipient(s)
and any cc: recipients

= Recipients of a bce: copy will not be revealed to any other recipients, but will be revealed to the
sender and able to see the sender, the primary recipient(s) and any cc: recipients

Automatically cc: bcc
v All Co-Authors
Corresponding Editor
Corresponding Production Editor

Send copies to the following addresses:
(Multiple addresses may be entered, separated by a semicolon)

cC

bcce:

Allow choice The following options will allow the sender to choose whether to send carbon copies
on 'Send (cc:) or blind carbon copies (bcc:) to the designated group of people. Selecting these
Letter' page options does not automatically cc: or bce: the indicated recipients

cc: bec:

v Display checkbox for co-Authors
Display checkbox for Reviewers assigned to current Revision
Display checkbox for Editors assigned to current Revision

Display e-mail entry box on ‘Send Letter’ page
cc:(Allow sender to manually enter cc: recipients)

bce:(Allow sender to manually enter bce: recipients)

¥/ Allow attachments

* QOther recipient options:
* Cc
* Bcc
* Pre-defined recipient
* Checkboxes
* Allow Attachments



Sending Ad Hoc Emails

‘|!|I!!!!!Ill!!IIIIIIIIIIIIIII

View Submission
Duplicate Submission Check (8%)

Details ¥

Manuscript

i Article Section/ | Article
Number Type Category | Title
AY AY AY AY

cbk17 -002R1

Original Study EMUG 2017 Boot Camp

History

Classifications

Unassign Editor

File Inventory

Edit Submission

Invite Reviewers

Solicit Commentary

Notify Editor

View Reviews and Comments
Set Final Disposition
Initiate Production

Similar Articles in MEDLINE
Send E-mail

Linked Submissions

Authors, Reviewers and Editors and Publishers with

permission can send ad hoc emails by clicking on
the “Send E-Mail” action link

a N

=] Sending E-mail

[”] send Batch E-Mail
Send Ad Hoc E-mail

Permissions are set

kin Role Manqger/




Sending Ad Hoc Emails

Details Page

Name:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

Name:

Review Status:

Date Review Due:

Elapsed Days:

Date Reviewer Invited:

- MEd editor W [Proxy]

Editor

10 Mar 2017

69

Reviewers

‘ @Bob Becker (Reviewer) V [Proxy]

Reviewer Invited

18 May 2017

05/31/2017 [ (mm/dd/yyyy)

0

Tog

* Clicking on the email icon displays all of the letters that have this feature

enabled

* |f there is only one letter configured with this recipient option, the editor is

taken directly to the customize letter interface



Rich Text (HTML) Letters

* HTML can be used for:
* Inserting formatting (bold text, colored text, etc.)

Aries

publish Foster Publis

* Inserting images

%MS_NUMBER%
%ARTICLE_TITLE%
%JOURNALFULLTITLE%

* Deep Links display as text links in HTML. For example:
* %PENDING_ASSIGNMENTS_DEEP_LINK% vs. Pending Assignments

To download the paper now, please click this link: View Submission *
Pending Assignments




Associating Letters to Action Manager Events

Administrative Functions

System Administrator Functions

@Editorial Manager” / Q,i,ggigggg!

Role:Managing Editor Username: mary131
ROLEMANAGER * ACTIONMANAGER * POLICYMANAGER + ADMINMANAGER + ADMINISTRATION HELP

ActionManager

ActionManager allows you to specify who receives letters when a document's status changes, based on all the events that
are tracked by Editorial Manager®. All the roles that have been defined in RoleManager are listed below.

Deocument Status

Author Letters

Reviewer Letters

EB Reviewer Letters

Test Reviewer Letters

Managing Editor Letters _

Editor Letters




Associating Letters to Action Manager Events

Reviewer Invited

Original Submission: Reviewer Invitation

Reviewer Invitation on

Revision - Re-Invite: .
Revision

Reviewer Invitation on

Revision - First Invite: .
Revision

Select Letters

Reviewer Assigned (Not Invited)

Reviewer Agree

Original Submission: NONE
Revision - Re-Invite: NONE
Reyici

Select Letters

You may select a different default letterfrom the Reviewer Invitation letter family for
each of the following cases:

Original Submission:

| NONE v

Revision - Re-Invite (Reviewer has reviewed a previous version):

| NONE v

Revision - First Invite (Reviewer has not reviewed a previous version):

Reviewer Invitation

Reviewer Invitation on Revision




Associating Letters to Action Manager Events

Transfer Letter Transfer Letter  Managing Editor - Submission Transferred to Publication @ Edit @ Edit
ucp Ad Hoc From o Edit Edit Remove |
Editor ) )

Hide

Welcome General Author - New User Registers ) Edit Edit Remove I
| | ' ' Hide

You are about to proceed to ActionManager to configure letters for the "Author' Role. This
will abandon any unsaved changes you may have made (for example, to selected Letter

Formats). Are you sure you wish to proceed? Press Cancel to return and Save any
changes.

Cancel | Proceed to ActionManager |




Editing and Resending Letters

Any letter can be resent using the “Resend” button in the
Correspondence History

Role Manager permission allows editors to edit and resend letters
* Edit recipient, CC/BCC recipients, letter body and subject line
* Add/remove attachments
* Decision letters can not be edited

Co-Author confirmation letters should be sent from the Author Status
link on the Details Page



Editing and Resending Letters

View Editorial Correspondence History

Edit Letter when Resending

CORRESPONDENCE HISTORY

Add Editorial Correspondence |

30 May 2017 Journal Office Notice All Reviews Complete mary mary Required Reviews Completed 0 Tom Brady
[Proxied by mary mary]

30 May 2017 I Reviewer Thank You I Tom Brady Under Review 0 Tom Brady
[Proxied by mary mary]

View Letter

Close | I Edit and Resend |I Resend |

Date: 30 May 2017
To: "Tom Brady" trash34@ariessc.com
From: "" trashi@ariessc.com

Subject: Thank you for the review of cbk17 -009

Ref.: Ms. No. cbk17 -009
Key Criteria
Dianne Test 13.1




Editing and Resending Letters

Edit and Resend Letter

Please note that merge fields cannot be populated during the resend process. Deep links will
be regenerated and all previously merged fields will retain the merged text (as shown
below), but newly added fields will not be merged into the letter.

Cancel | Send |

From: trashi@ariessc.com

To: "Tom Brady" trash34@ariessc.com (Original Recipievlt) Update User’s Address I

Additional recipients can be added (separated by semicolons) but please note that in the
letter sent to manually added recipients, deep links and username/password information
will be replaced by asterisks.

| G

Letter Subject: ’Thank you for the review of cbk17 -009

If copies of the original letter were sent to additional recipients, they are listed below. You
may add or remove recipients as desired. Multiple e-mail addresses can be included,
separated by semicolons (;).

| <4

bcc: [
Letter Body: Insert Special Character Open in New Window ‘|
Ref.: Ms. No. cbkbkl7 -008

Key Criteria
Dianne Test 13.1




Attaching Files to Letters

Letters and automatic attachments for decision letters

Customize Letter - Journal Office Query to Author

Type any desired text into the 'Letter Body' area. Click 'Open in New Window' if you need extra space to enter your letter. To send the e-mail, click the 'Preview and Send'
button, proofread the letter and click the 'Send' button on that page. Note: Any text bounded by % signs is a 'merge field' which will be populated with the appropriate
information when the letter is sent.

Cancel | Preview and Send |

From: "mary mary" <dgullo@ariessys.com=>
To: Corresponding Author;
Letter Subject: our submission

&Attachments: Add/Change Attachments |




Attaching Files to Letters

Cancel | Proceed |

Select Files

To add a file from your computer, use the Choose Files button to browse your computer, or drag and drop the files onto the folder image below.

Caution: Please be aware that many e-mail services limit the number or size of attachments that can be received and may not deliver the message if
attachments exceed the limit.

Browse your computer: Or drag and drop files here:

 Choose Files ) n
L

Files Uploaded for Attachment

e mame — — o st vodified Ao |

Permission Verification.doc 20 KB 31 May 2017 Download

A

Remove

=] Add Files from Submission Inventory

Select the checkbox next to the file(s) you would like to attach.

Submission Files

System PDFs

A System PDF is the copy of the submission when the "View Submission” link is clicked. Depending on configuration, the Reviewer version and
hor version may not contain the same items.

PDF Version size  |Last Modified

[ Jriginal Editor/Author Version 207.4 KB 30 May 2017

[ Jriginal Reviewer Version 206.3 KB 30 May 2017

Submissign Files

[ Manuscript.doc Manuscript Manuscript 22 KB 27 Aug 2013

Top

»

You can attach
files from your
computer or
you can attach
system files



Attaching Files to Letters

Customize Letter - Journal Office Query to Author

Type any desired text into the 'Letter Body' area. Click 'Open in New Window' if you need extra space to enter your letter. To send the e-mail, click the 'Preview and Send'
button, proofread the letter and click the 'Send' button on that page. Note: Any text bounded by % signs is a 'merge field' which will be populated with the appropriate
information when the letter is sent.

Cancel | Preview and Send |

From: "mary mary" <dgullo@ariessys.com=>
To: Corresponding Author;
Letter Subject: ’your submission

& Attachments: Permission Verification.doc
Manuscript.doc
Add/Change Attachments |




Attachment Configuration

PolicyManager Main Menu

Expand All Collapse All

Registration and Login Policies
Status Policies

Submission Policies
Questionnaire Policies
Additional Data Policies

Editor Assignment Policies
Reviewer and Editor Form Policies
E-mail and Letter Policies
General Policies

Discussion Forums

Linked Submissions Policies
Conference Submission Policies
Transmittal Policies

= @ProduXion Manager

DConfigure Attachment Security

WEdit Instructions for Attachments
@set Attachments Deep Link Policy




Attachment Sanitization

Sanitization

Files uploaded by Editors and Reviewers as part of their work on the submission ("Attachments™) may be made available to the Author and
other Reviewers. Check the box below and click the ‘Submit’ button to "sanitize” these files by removing identifying information from the
‘File Properties” and Track Changes’ features of Microsoft Office files, and the ‘Properties’ of PDF files. PDF annotations (with the exception
of dynamic stamps) are also sanitized. Note: any personal identifying information included in the actual text of the file must be removed
manually.

If sanitization is enabled, Authors will only have access to the sanitized version of the Attachments. Editors will have access to both the
original and sanitized files. Reviewers will have access to the original files unless the checkbox ‘Allow other Reviewers access only to
Attachments with personal information removed' is selected.

Important Notes: Any Attachments which are not in Microsoft Office or PDF format will not have identifying information removed. Microsoft
Office files include Word, Excel, and PowerPoint.

If the checkboxes are unchecked, Authors and/or Reviewers will only have access to the original (unsanitized) files, even if sanitized files
have been created.

¥ Remove Personal Information from Editor/Reviewer Attachments in Microsoft Office or PDF format.

# Allow other Reviewers access only to Attachments with personal information removed.




Attachment Availability

Availability

Select the applicable option(s) below to designate all uploaded Editor/Reviewer Attachments as available to the Author and/or Reviewers by
default. The availability of individual files can also be set manually at various access points throughout the system

A Reviewer always has access to files he or she uploaded, but if a file is marked as "Available to Reviewers" it will also be available to
other Reviewers of the same submission.

Designate Editor-uploaded files as available by default to

Designate Reviewer-uploaded files as available by default to

Author Reviewers
v

v




Attaching Files to Decision Letters

* Authors can be sent
Author Access
attachments
When the final decision is made and the Notification letter is sent to the Author, files the Editors and Reviewers have uploaded that are
marked as available to the Author may be included. To append these files to the Notification letter as e-mail attachments, select the option U Ioaded b
below. Deep links to access the files via the EM interface may also be used in the body of the letter. Both options may be used together, if p y
desired

reviewers or

¢! Include available Editor/Reviewer Attachments with the Author Notification letter as e-mail attachments Ed |TO rs

The following files can be made available to the Author. If the 'Allow Author Access' checkbox is selected, the file will

be available to the Author. If the 'Allow Author Access' checkbox is NOT selected, the file will not be available to the
Author.

Attachments:

Upload
Action Uploaded By |Description Date

Revision 1

Download Steven Gain Attachment for : 566
s . W 4 06/ v
Downlocad Sanitized Copy (Editor) Author ReviewerPDF.pdf KB 05(06¢2016

Upload Attachments J

Cancel J Submit Decision without Notifying AuthorJ

Preview LetterJ Save) Save and CloseJ Send Now J




Managing External Correspondence

* Editors with permission can add Editorial or Production correspondence
received outside of EM onto the History page of any submission

¥/ Add/Edit External Correspondence

¥/ Add Attachments to External Correspondence




Managing External Correspondence

* Editors with permission can add external correspondence
to the history page

* Permissions are enabled in Role Manager > General
Searching and Viewing

Add/Edit External Correspondence

V| Add Attachments to External Correspondence

CORRESPONDENCE HISTORY

Add Editorial Correspondence |

30 May 2017 Journal Office Notice All Reviews Complete mary mary Required Reviews Completed 0 Tom Brady
[Proxied by mary mary]

30 May 2017 Reviewer Thank You Tom Brady Under Review 0 Tom Brady
[Proxied by mary mary]

30 May 2017 Journal Office Notice Completed Review mary mary Under Review 0 Tom Brady
[Proxied by mary mary]

30 May 2017 Reviewer Invitation Tom Brady Under Review 0 mary mary
[Proxied by mary mary]

30 May 2017 Reviewer Thank You Bob Becker Under Review 0 Bob Becker
[Proxied by mary mary]

30 May 2017 Journal Office Notice Completed Review mary mary Under Review 0 Bob Becker




Managing External Correspondence

Add External Editorial Correspondence

Items marked with an asterisk are required. The 'Correspondence Date' and 'Description’ fields will be listed on the History page.Paste or type any desired text into the
'Letter Body' area, but note that any formatting will be lost. Click 'Open in New Window' if you need extra space to edit the correspondence.

Note: Please check the text for any sensitive information that should be removed or obscured (such as passwords or names of reviewers), as the system cannot
automatically anonymize correspondence you add manually.

Cancel | Submit |

,75 (mm/dd/ ) Hour Minute AM/PM
* a f
Correspondence Date 05/31/2017 YYYY Time ,_08 ,—35 WE] U.S. Eastern Time

* Description: ’Boot Camp 2017 Query
From: |Sal|y Green
To: ’Managing Editor
Letter Subject: |Boot Camp 2017
& Attachments: Add/Change Attachments | -
Letter Contents: Open in New Window J

e = [ X CX3 B

Cut and paste email or type notes from phone call into the letter body|




Managing External Correspondence

CORRESPONDENCE HISTORY

Add Editorial Correspondence |

31 May 2017 I Boot Camp 2017 Query (Ext=msl) Remove Edii mary mary

30 May 2017 Journal Office Notice All Reviews Complete mary mary Required Reviews Completed 0 Tom Brady
[Proxied by mary mary]




Reporting

Basic Reporting Features within Editorial Manager




Reporting Features in Editorial Manager

* Searching

* Reminders

* Canned Reports

* Custom Reports

* General Data Export

* Enterprise Analytics Reports (EAR)



Searching




Searching Submissions™*

* Two different permissions
* Search all submissions within your publication
* Search submissions assigned to you

ries Training and Demo Site

ER » UPDATE MY INFORMATION = JOURMNAL OVERWY
- JEMUT A MANUSCRIPT « INSTRUCTIONS FOR AUTHOSS

Search submissions selection criteria

v

((  Crterion _____________________ Is/ismot lSelector ___Valwe | )

wspondng Author Last Naree
s 2

Help with Searc Pe




Searching Submissions™*

Once you run the search you have the ability to:
* Download the search results
* Save the search to be run again at a later time

* Save the search to be shared

Search Submissions - Search Results

Editorial Status is equal to 'Under Review'

Download Search Results |

Switch to Production View

Save Search )

Search Again )

1 of 2 (19 total submissions)

t Arti
Title
AWV
Views Submission WEBDEM-D-17- 13.1 Webinar - Alternate Re
View Reference Checking Results 00025 functionality
Similarity Check/iThenticate Results (61%)
Duplicate Submission Check (80%
Bibliometric Intelligence Results (
Details V¥
Initiate Discussion
History
Technical Information
File Inventory
Edit Submission
Solicit Commentary
Classifications
Unassign Editor
Notify Editor
Invite Reviewers
Set Final Disposition
Initiate Production
Similar Articles in MEDLINE
Send E-mail
Linked Submissions
View Submission
View Reference Checking Results
Similarity Check/iThenticate Results (64%)
Duplicate Submission Check (54%:)
Bibliometric Intelligence Results (27/56%)
Details V¥
Initiate Discussion
History
Technical Information
File Inventory
Edit Submission
Solicit Commentary
Classifications
Unassign Editor
Notify Editor
Invite Reviewers
Set Final Disposition
Initiate Production
Similar Articles in MEDLINE
Send E-mail
Linked Submissions

Under
Review

iewer Promotion Original Study Apr 26, 2017 Apr 25, 2017

7/56%)

Under
Review

EBDEM-D-17- Testing Alternate Reviewer Promotion Original Study Apr 25, 2017 Apr 25, 2017
00!

mary mary
022 v

View Submission

View Reference Checking Results

WEBDEM-D-17- mary mary 12.1 Webinar - Alternate Reviewer Promotion
00012 v

Original Study

Under
Review

Apr 20, 2017 Apr 18, 2017

Display

10

v

results per page.

Ellen
Editor V¥

Ellen
Editor V¥

Ellen
Editor V¥

ned
ors
Ellen
Editor,
PHD
132

Ellen
Editor,
PHD
=

Ellen
Editor,

Section/Category
AV




Searching Submissions™*

How to configure:

* Administrative Functions > RoleManager > Choose the role you wish to have this
functionality

= Administrative and Reporting Functions

r . . « . .

. ® Unrestricted Access

Use Editorial Details Layout | Default Edeorial v

(O Restricted Access

—h E Search All Manuscnpts Produce Reports
Schedule Reports

Create Automated Reviewer Reminders

|_h[: Share Saved Searches [ Send Reviewer Reminders
[¥] Send Editor Reminders

[¥] Create Automated Author Revision Reminders

| Search Only Assigned Manuscripts

[_] Create Automated Author Transfer Reminders

[¥] Send Author Reminders

[J Restrict Reminder Reports to Assigned Submissions




Custom Flags — Searching™*

* Editors with permission may also use People Flag Name or Submission Flag Name as o
search criterion in a variety of Search pages:
* ‘Search Submissions’

‘Search People’
* ‘Search for Authors’
* ‘Search for Reviewers’ when searching a user’s own publication
* ‘Search Editor’ (when enabled)
* ‘Editor Selection Summary’ (for the ‘Suggest Editor’ method of Editor
assignment /invitation)
* ‘Editor Selection Summary — Search for Editors Results/Switch to New Editor’ (for
‘Suggest Editor’ method of Editor assignment /invitation)



CUSTOm FIQ gs — @Editorial Manager” ./ @E%'f}gz‘?'
[ J
Searching

MAIN MENU » CONTACT US ¢ SUBMIT A MANUSCRIPT e INSTRUCTIONS FOR AUTHORS LUCHE Managing Editor v SRVESGENTHINESY

Important Message: Site under development. Do not use for live manuscript submission.

Search submissions selection criteria
¥ Display search results in PowerGrid
Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria
Search Definition: | Choose Saved Search ¥

Remove Search DeﬂmtionJ Edit Selected Search Definition J Share Selected Search Definition J Run Selected Search DeﬂmtionJ

Help with Searching Insert Special Character Value Options Advanced Criteria

Is/Is not _|Selector ____|Val )
v [is v | Equal To \ Missing Copyright Transfer Inf v [ v

M:smg Copyright Transfer Information

pt needs ical work. Initiate collaboration on this with Author.
| Time-Sensitive Findings Reported—-Shorten Review Turnaround

@Editorial Manager”

HOME + LOGOUT  HELP + REGISTER + UPDATE MY INFORMATION + JOURNAL OVERVIEW M Clear Search
MAIN MENU + CONTACT US « SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS Role: [[ETINIZIURA Username: mary

Important Message: Site under development. Do not use for live manuscript submission.

Search Submissions - Search Results

Submission Flag Name is equal to Technical Check passed" d classifications; you can copy and paste Values from there.

. If the date is not entered in this format, you will be required to re-enter the date in the specified format.
lalue box to execute a search. We recommend entering as much criteria as you know. The more refined the

— b4
8539 2
o ( ions) It: - - - . .
Page: 1 of 1 (2 total submissions) 10 v results e theses to ensure the evaluations are carried out in the right order. If you do not use parentheses, or combine

v S S
Article Title | Short Title Current | Status In Reviewers | Review Status “amn 9 hl_D is evaluated first.
Status Date. Sub! Ed Category mixed case value.
ing the "Unspecified" Selector.

DEMOJES131-D- Original 31014 Test Decision in Mar 24, Mar 24, 2017 mary mary Edward Editor  Edward Editor
17-00091 Study Process 017 Elaine Editor

View Submission

Duplicate Submission Check
(0%)
Details ¥ Editorial Menu

Initiate Discussion

History

File Inventory

Edit Submission
Solicit Commentary
Classifications

View Reviews and Comments
Rescind Decision
Unassign Editor
Notify Editor

Invite Reviewers
Set Final Disposition
Project MUSE

Send E-mail

Linked Submissions

View Submission DEMOJES131-D- Original Level 1 - Part 2 20.400: Under Mar 27, Mar 27, 2017 Arthur Author Edward Editor Edward Editor
17-00002 Study Training (#1) Chickpeas Review 2017
i s 10.200:
Duplicate Submission Check REiretan

(&) 10.400:
Detalls Lima Beans
Initiate Discussion

History

Technical Information

File Inventory

Edit Submission

Solicit Commentary

Classifications

Unassign Editor

Notify Editor

Invite Reviewers

Set Final Disposition
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Reminders

* Author Reminder

e Reviewer
Reminders

 Editor Reminders

* Summary



Author Reminder Reports

Five Different Author Reminder Reports
* Co-Author Reminder

* Author Revision Status Reminder

* Author Revision Reminder

* Automated Author Revision Reminder

 Automated Author Transfer Reminder



Automated Author Revision Reminder®*

* Create automated reminders for Author Revision- Emails sent once
every 24 hours

Automated Author Revision Reminder Reports

Create a new Automated Reminder by selecting criteria below and clicking the 'Save as Automated Reminder' button. Once saved, the Automated Author Revision reminder e-mails will be sent once every 24 hours to each recipient.

Reminder Type: Outstanding Revisions: Send an automated reminder e-mail to Authors who were asked to revise their submission exactly |10 days ago. If Authors have already submitted their revision or have declined to revise, they will not receive a reminder.
Reminder Before Revision Due Date: Send an automated reminder e-mail for revisions that are exactly |7 days before their due date. Reminders will be sent to Authors who have agreed to submit a revised manuscript but have not yet submitted their revision.
® Reminder Past Revision Due Date: Send an automated reminder e-mail for revisions that are exactly |7 days past the due date. To send reminders for revisions that are due on the day the reminder report is run, enter 0 days. Reminders will be sent to Authors

who were asked to revise their submission, but have not submitted their revision or decline to revise.

First Assigned Editor: (All Editors) v
Editor Who Made First Decision: (All Editors) v
Reminder Name: Insert Special Character

Author Revision Reminder- EMUG 2017

Maximum 200 characters

Reminder Letter: Author Revision First Reminder v

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl' key on your keyboard, while using the mouse to select the desired items in the selection box. On a Mac, the 'Command' key is used while using the
mouse to click the desired items.

Article Type: Quick Submission Select All
Original Study
Editorial
Review Y Clear All
Section/Category: Invited Editor Section Select All

Clinincal Section
Epidemiology Section
Conference Y Clear All

Save as Automated Reminder |




Reviewer Reports™*

* Three Different Reviewer Reminder Reports
* Reviewer Invited — No Response
* Reviewer Reminder

* Automated Reviewer Reminder



Automated Reviewer Reminder Report™*

* Create automated reminders for reviewers. Emails sent once every
24 hours

Automated Reviewer Reminder Reports

Create a new Automated Reminder by selecting criteria below and clicking the 'Save as Automated Reminder' button. Once saved, the automated reviewer reminder e-mails will be sent once every 24 hours to each recipient.

Reminder Type: No Resp Send Reminder: Send an automated reminder e-mail to Reviewers with outstanding invitations that were sent exactly |5 days ago. Reminders will be sent to Reviewers who have neither accepted nor declined the review invitation, and have not been un-

invited or terminated.

Reminder Before Due Date: Send an automated reminder e-mail for reviews that are exactly 10 days before their due date. Reminders will be sent to Reviewers who have agreed to the review invitation but have not yet submitted their review.

* Reminder Past Due Date: Send an automated reminder e-mail for reviews that are exactly |7 days past the due date. To send reminders for reviews that are due on the day the reminder report is run, enter 0 days. Reminders will be sent to Reviewers who have agreed

to the review invitation but have not yet submitted their review.

Reviewer Role: (All Revieers) v
Handling Editor: (All Editors) v
Reminder Name: Insert Special Character

EMUG 2017

Maximum 200 characters

Reminder Letter: Reviewer - First Late Reminder v

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl' key on your keyboard, while using the mouse to select the desired items in the selection box. On a Mac, the 'Command' key is used while using the

mouse to click the desired items.

Article Type: Quick Submission Select All
Original Study
Editorial
Review v Clear All
Section/Category: Invited Editor Section Select All

Clinincal Section
Epidemiology Section
Conference Y Clear All

Save as Automated Reminder |




Canned Reports




Options for Canned Reports

Status Reports

Accepted Manuscripts w/o a Publication Date
Current Status Report

Publishing Pipeline Report

Published Table of Contents Report

Editor’s To-Do List Report

Current Role Designations Report

Invited Author Reports

Proposal Pipeline Report

Manuscript Rating Reports

Manuscript Ratings Report
Manuscript Ratings by Issue Report

Manuscript Ratings Summary Report

Summary and Annual Reports

Classification Index Report
Document Classification List Report
Reviewer Performance Report
Editor Performance Report

Journal Accountability Report

Manuscript Country /Region of Origin Summary
Report

Manuscript Country /Region of Origin Detail Report
Reviewer Country of Origin Report

ISO Standard Country Comparison Report



Journal Accountability Report™*

Submission /Total Revision Statics

Journal Accountability Report

Summary of activity for the journal office between Jan 01, 2016 and Dec 31, 2016.
This report was run May 17, 2017 10:00:58.

Submission/Revision Statistics  Journal Turnaround Time  Reviewer Statistics  Decision Summary  Correspondence History

Submission Statistics

New Manuscripts Received (by First Receipt Date)

15

Bona Fide manuscripts submitted by Authors during the specified time period. This number may include submissions that have been removed by the journal office and manuscripts that have been submitted, but have not yet been assigned to an Editor.

New Manuscripts Received (by current Initial Date Submitted)
Manuscripts submitted by Authors during the specified time period. This number may change if a submission is returned to the Author and resubmitted by the Author at a later date. In this case, the resubmission date is stored as the Initial Date Submitted, overwriting the original 15
Initial Date Submitted. This number may include submissions that have been removed by the journal office and manuscripts that have been submitted, but have not yet been assigned to an Editor.

Submissions Removed by the Journal Office 0
Editorial staff may remove submissions from the system before an Editor is assigned. Manuscripts included in this category are also included in New Manuscripts Received above.

Submissions Transferred 0
Manuscripts that were transferred to another publication before an Editor was invited or assigned. Manuscripts included in this category are also included in New Manuscripts Received above.

Manuscripts Submitted but Technical Check Not Yet Complete 6
The manuscript was submitted during the time frame, but the technical check is not yet complete

Manuscripts Submitted but not yet Assigned to an Editor
Once a manuscript is submitted, the Editor can edit the submission and send it back to the Author for approval. This category includes any submissions being worked on, before any Editors have been assigned. Manuscripts included in this category are also included in New 11
Manuscripts Received and Manuscripts Submitted but Technical Check Not Yet Complete above.

Manuscripts Returned to the Author and Removed by the Author
Once a manuscript is submitted, the Editor can edit the submission and send it back to the Author. The Author can edit the submission, or approve the submission, or remove the submission. This category includes any submissions that the Author has removed (deleted), which 0
means they cannot be resubmitted. Manuscripts included in this category are also included in New Manuscripts Received above.

Revisions Requested 1
Journal rendered a Revise decision during the specified time period.

Revised Manuscripts Received 2
Author submitted a revision during the specified time period. This figure is independent of the date the original manuscript was submitted, or when the revision was requested.

Revisions Received but Technical Check Not Yet Complete 0

The revision was received during the time period, but the technical check is not yet complete.

Total Revisions Received

This section includes revisions that were received by the journal office during the specified time period. This is not a subset of Revisions Requested in the Submission Statistics. The revision may have been requested at any time, but the counts below reflect revised submissions by the Author during the time period.

[ Rev 1 Rev 2
|Revisi bmitted by Author 1 1
[Revisions Declined by Author 0 0
[Average Turnaround Time for Author (days) 0 0




Journal Accountability Repor
Total Revisions and Turnaround Time

.I.**

Total Revisions Received

This section includes revisions that were received by the journal office during the specified time period. This is not a subset of Revisions Requested in the Submission Statistics. The revision may have been requested at any time, but the counts below reflect revised submissions by the Author

during the time period.

Rev 1 Rev 2
Revisions Submitted by Author 1 1
Revisions Declined by Author 0 0
Average Turnaround Time for Author (days) 0 0
Journal Turnaround Time
This section includes submissions received by the journal office during the specified time period, The statistics are an indication of how long key activities are taking in the process.
Submission to Technical Check Complete 1425
Average number of days between the date the manuscript was received and technical check was completed. '
Technical Check Complete to Editor Assignment 50.5
Average number of days between the date the technical check was completed and the first Editor was assigned '
Submission to Editor Assignment 50.8
Average number of days between the date the manuscript was received and the first Editor was assigned. '
Submission to Reviewer Invitation 50.8
Average number of days between the date the manuscript was received and the first Reviewer was invited. '
Submission to First Decision 0

Average number of days between the date the manuscript was received and the first decision,




Journal Accountability Report™*

Reviewer Invitation Statistics

Reviewer Invitation Statistics
This section provides the breakdown of Total Reviewers Invited to Review during the time period, and the status of each invitation as of the report date.

Total Reviewers Invited
Total number of Reviewers invited during the specified time period, Includes Reviewers who may have been subsequently terminated or un-invited,

Agreed to Review
Number of Reviewers invited during the time period who agreed to review and are still working on their reviews,

Reviewers who Completed Reviews
Number of Reviewers invited during the time period who agreed to review and have completed their review,

Declined to Review
Number of Reviewers invited during the time period who declined to review,

Have not Responded to Review Invitation
Number of Reviewers invited during the time period who have neither agreed nor declined to review.

Uninvited Reviewers
Number of Reviewers invited during the time period who were subsequently un-invited by the Editor,

Terminated Reviewers
Number of Reviewers invited during the time period whose roles were subsequently terminated by an Editor who chose to make a decision without waiting for the review to be completed.




Journal Accountability Report™*

Reviewer Performance Averages

Reviewer Performance Averages
This section includes some key statistics about the peer review process. Unless otherwise specified, all calculations are based on reviews completed during the time period,

Days to Respond to Invitation

For all the Early Reviews specified above, the average number of days those reviews were submitted on or before the due date,

Average number of days between date Reviewer was invited and date Reviewer agreed or declined to review, Note the Reviewer may have been invited at any time; this calculation includes reviews that were agreed to or declined during the specified time 0
period,

Days to Complete Review (from Date Invited) '
Average days between date Reviewer was invited to review and the date the review was completed,

Days to Complete Review (from Date Agreed to Review) 0
Average days between date Reviewer agreed to the review invitation and the date the review was completed,

Number of Reviews per Reviewer 1
Average number of reviews completed by each Reviewer during the time period, '

Number of Late Reviews 0
Total number of reviews completed after the due date,

Average Days Late 0
For all the Late Reviews specified above, the average number of days those reviews were submitted after the due date,

Number of Early Reviews 6
Total number of reviews completed on or before the due date.

A Days Earl

verage Days Early 152




Journal Accountability Report™*

Reviewer Recommendation and Decision Summary

Reviewer Recommendation Summary
This section shows the total number of Recommendation Terms submitted during the specified time period, The column of percentages is simply an indicator of the frequency with which each Term is used.

Reviewer Recommendation Term Reviews Completed Frequency of Recommendation
Accept 1 16.7%
Minor Revision 4 66.7%
Reject 1 16.7%
Total Reviews Completed 6 100%

Decision Summary

A separate table is displayed for each Revision Number, Total Decisions is the number of decisions made by the Editor with final decision-making authority for each submission during the specified time period. The Average Time to Decision is the number of days between the date the
manuscript was received by the journal office, and the date the final decision was made, For a Revision, the Average Time to Decision is the average number of days between the date the Revision was submitted to the journal office and the date the final decision was made,

Accepted On Submission  [Total Submissions
During Submission By Editor 0
After Submission to Publication 0

Original Submission

Editor Decision Term Total Decisions Frequency of Decision Average Time to Decision

Revise 1 100% 0

Total Editor Decisions 1 100% 0




Journal Accountability Report™*
Summary of Correspondence History

IS y of Correspondence History
Summarizes all letters sent during the specified time period.

Letter Purpose Letters Sent

IAJR drop box test

IAuthor - Other Author Verification

IAuthor Instructions and Due Date

Iuthor Invitation for Proposal

Iuthor Notice of Manuscript Number

IAuthor PDF Build Error

Author Reminder - 5 days before due date
Iuthor Revision First Reminder

IAuthor Revision Subsequent Remind

IAuthor Sends Attachment to Editor

uthor Submits New Child Manuscript Confirmation
Author Submits New Manuscript Confirmation
Editor Agrees to Handle Assignment

Editor Decision - Revise

Editor Invitation

Editor Notice Reviewer Agrees to Review

Editor Remindi

Editor Summary Reminder 2

Incomplete Submission Deleted - Notification
Incomplete Submission Deleted - Warning
Journal Office Notice All Reviews Complete
Dournal Office Notice Completed Review

Dournal Office Notice Editor Decision Notification
Dournal Office Notice New Child Submission
Dournal Office Notice New Submission 176
Dournal Office Notice New User

ournal Office Notice of Proxy Registration
Merge Duplicate User Notice

PDF Built and Requires Approval

PDF Built by Editor

Proxy Registration Notice to Registrant
Publisher Notification of Accepted Manuscript
Reviewer Assignment Letter

Reviewer Instructions and Due Date
Reviewer Invitation

Reviewer Notification of Revise Decision
Reviewer Thank You

Reviewer Uninvited Notice

Send Username and Password

o - -
Denro | e |5 o [ o [ro o = [ e o e o

N
—-
@

o o fon e e s

EALEAEEN N P I D EVE bl o B P O el =

Welcome




Reviewer Performance Report™*

Reviewer Performance Report

Content: Summary of Reviewer activity for all submissions received by the journal office during the selected time period. Detailed performance statistics are provided for each Reviewer, along with a link to more detailed information about each Reviever.

Please choose a time period. You may further refine your criteria by choosing the options below.

o) Choose Fixed Date Range: All Dates v

01/01/1999

Enter Customized Date Range (mm/dd/yyyy):

12312017 [

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl' key on your keyboard, while using the mouse to select the desired items in the selection box. On a Mac, hold

0 dovin the 'Command' key while using the mouse to select the desired
items.
Reviewer Role: | Test Reviewer Select All
Clear All
Article Type: Quick Submission Select All
Original Study
Edtorial Clear All
Review e
Section/Category: | Invitad Editor Section Select All
Clinincal Section
Epidemiology Section Clear All
Conferance v

List Board Members first
Include Reviewer and Manuscript Ratings in result set
Create Extraction file for download
Include Reviewer's Classifications in download file
Include Reviewer's Keywords in download file
Include Inactivated Users

Display All Reviewers in the system (even if they were not invited to review
any submissions received by the journal in the specified time period)

Cancel Submit




Reviewer Performance Repor

.I.**

Reviewer
Nan)e

Tammy Wynette
Nick Street
Steph Smith, PhD
Bender Rodriguez, juris
rob rob, MD
stevi reviewer
Roland Reviever
Renee Reviewer
Remy Reviewer
Wendy moore, ff
Tim Jones, Ph.D
Jack Jia, NA
Jennifer Ingle, Ph.D.
Kate Horgan, MD
Nichole Ferree, etc.
Mike Dilatale, BS
Mike Di Natale, n/a
Bjornstjerne Bjornson, PHD
Oliver Bennett
Other Author, Ph.D.

Constantin F. Aliferis

Role

Reviewer
Reviewer
Test Reviewer
Test Reviewer
Test Reviewer
Reviewer
Reviewer
Test Reviewer
Reviewer
Test Reviewer
Test Reviewer
Test Reviewer
Test Reviewer
Reviewer
Test Reviewer
Test Reviewer
Reviewer
Test Reviewer
Reviewer
Test Reviewer

Reviewer

Board
Member
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No

No

Reviews
In
Progress

_-eo o o o o o o o o

—-

o o o o o

Total
Invitations

[ -

w

Reviewer Performance Report

Summary of all Reviewer activity for all submissions and revisions received by the publication office.

Page: 1 of 1 (21 total Reviewers)

Outstanding
Invitations

o o o o o o o o o o o o o o o

o o o o o

Agreed

Display | 100 ¥ results per page.

Un-invited Terminated Avg Days Avg Days Submitted

Before Before to to on Submitted Avg Days
Declined Agreeing Agreeing Respond Complete Time Late Late
0 0 0 0 0 1 0 -14
0 1 0 0 0 0 0 0
0 0 0 0 224 1 1 210
0 0 1 0 0 1 0 -10
0 3 1 0 0 3 0 -141
0 1 0 0 0 2 0 -14
0 5 1 0 17 3 0 -2
1 5 3 0 38 8 2 20
1 4 3 0 47 6 0 -18
0 0 1 0 0 4 0 -12
0 3 0 0 0 4 0 -17
1 2 0 0 0 2 0 -14
0 4 1 29 2 5 1 9
0 1 0 0 0 0 0 0
0 3 0 0 0 3 0 -14
0 1 0 0 0 1 0 -14
0 0 0 0 0 1 0 -14
0 2 3 0 1 2 0 -10
0 0 0 0 0 7 0 =17
0 0 0 0 0 4 0 -14
0 1 0 0 0 0 0 0

Un-invited
After
Agreeing

L =T~ SR~ SR S
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w

Terminated
After
Agreeing
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o o o
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Reminders Sent
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General Data Export




General Data Export

* Allows you to extract raw data from the EM
database

* Select an individual database table to output

* Useful tables- Admin Audit Trail, Letter
Inventory, Document Table



General Data Export
Letter Inventory

Table: Letter Inventory

Complete inventory of all letters in the system,
setup by the journal in PolicyManager. The journal
then defines which letters are sent to each User
Role in ActionManager.

Description:

|Fie|ds: |Letter Purpose |Details
|Letter File Name |Detai|s
|Letter Subject |Detai|s
|Unique Letter ID |Details
|From Editor |Detai|s
|Letter Format |Details
|Rich Text (HTML) Letter Template |Details
|Text Letter |Detai|s
|Letter Custom Instructions IDetaiIs
|Display CC List TextBox |Details
|Display CC Editors Checkbox |Details
IDisplay CC Reviewers Checkbox |Details
|Display CC Co-Authors Checkbox |Detai|s

|Letter Family 1D IDetails




General Data Export
Admin Audit Trail

Proxy
Operator | Operator | IP GMT
1D D Address Timestamp

11/112/2015
16749 1 89.204.137.14 065333
11/12/2015
16750 1 89.204.137.14 06:53:34

ASP
Page
Name

ArticleTypeManager.cs

ArticleTypeManager.cs

Last
SQL Other modified
Command Text DateTime

Command: dbo.usp_UpdateArticleType @id: 36 @regionOfOriginPrefD: 0 @regionOfOriginRevSubPrefiD: 0 @articleType:

Special Article @rank: 8 @hidden: False @invited: False @articleTypeFamilylD: 1 @limitClassifications: 3

@limitMinimumClassifications: @limitKeywords: 5 @daysToReview: 14 @minNumberReviewsRequired: 2

@reviewerDaysToRespond: 7 @daysToReviewRevision: 7 @daysToReviseFirstRevision: 14 @daysToReviseSubseqRevision: 7

@classPrefsNew: 0 @classPrefsRevised: 0 @keywordPrefsNew: 0 @keywordPrefsRevised: 0 @secKeywordPrefsNew: 2

@secKeywordPrefsRevised: 2 @commentPrefsNew: 0 @commentPrefsRevised: 0 @requestedEditorPrefsNew: 0

@requestedEditorPrefsRevised: 0 @abstractPrefsNew: 0 @abstractPrefsRevised: 0 @sectionPrefsNew: 0

@sectionPrefsRevised: 0 @useMSRatings: False @allowFileUploads: True @additionallnfoPrefsNewSub: 1

@additionallnfoPrefsRevSub: 1 @shortTitlePrefsNew: 0 @shortTitlePrefsRevised: 0 @fullTitleLimitWordsOrChars: False

@fullTitleLimit: 6 @shortTitleLimitWordsOrChars: False @shortTitleLimit: 3 @abstractLimitWordsOrChars: False
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Custom Reports




Custom Reports

* Enables users to extract data from the
EM database easily

* Allows you to create your own report
templates that can be saved and run
whenever needed

* Can be exported for file manipulation
outside of EM



Custom Reports View

Author Information

Authors & Personal Identifiers

Authors & Submissions (Note: this gives multiple records per submission; one per revision)
Editors & Submissions

Manuscript and Keywords

Manuscript Status History (View gives one result per paper)

Manuscripts & Classifications

Merge Duplicate User Audit Trail

People & Address (Note: People with Alternate Addresses will appear twice in the results)
People & Classifications

People & Keywords

People & Personal Identifiers

Production Task Questionnaire View

Review Questions and Responses

Reviewers & Submissions

Schedule Group Production Tasks (Production Tracking users only)

Schedule Groups Table of Contents and Headers (Production Tracking users only)
Schedule Groups (Production Tracking users only)

Submission Flag History View

Submission Production Tasks (Production Tracking users only)

Submission Production (Production Tracking users only)

Submissions & All Authors Questionnaires

Submissions & Author Questionnaires

Submissions & Funding Information View

Transferred Reviews View



Custom Reports Example

Manuscripts by Final Decision - select view

Create Custom Report

Choose a view.

Table: [ Manuscript Status History View E

Cancel Submit

Get more help about Editorial Manager database Views and their contents.

Back to Reports
Back to Main Menu




Custom Reports Example
Manuscripts by Final Decision - select fields

Custom Report - Manuscript Status History View

Select the fields to include in the report

Cancel Submit

Check All Clear Al
[C] Article Title
| Short Title
¥ Article Type
[C] Initial Date Submitted
| Revision
| First Receipt Date
] pol
[] Technical Check Completion Date
| Editorial Status
[C] Editorial Status Date
[C] Edit Submission Status Term
| Edit Submission Status Date
[Tl First Name of the Editor who made First Decision
[C] Last Name of the Editor who made First Decision
| First Name of the Editor who made Final Decision
[] Last Name of the Editor who made Final Decision
[¥] Final Disposition Term
| Date Final Disposition Set
[l Days to Final Disposition

[¥] Manuscript Number




Custom Reports Example
Manuscripts by Final Decision - select search criteria

Custom Report - Manuscript Status History View

Choose the criteria for selecting Manuscript Status History View Records

Insert Special Character Help with Searching
Criterion Selector Value

| Initial Date Submitied [+] | GREATER THAN OR EQUAL TO [+] [01/01/2015| T [eno )

| Article Title [+] | conTaNs ]| T [enD

| Article Title [v|[ conTains [« T |END

| Article Title [=][ conTAINS [+] 75 [enp

[ Article Title [+] [ cONTAINS =] i

[ First ORDER BY | Article Type [v]in [ ASCENDING [«] order

[] Then ORDER BY | Article Type [v]in[ ASCENDING [+] order.

9@ Show results onscreen
[C] Create extraction data file for download
[C] Show summary only

~ Download extraction data file only

Cancel Search




Manuscripts by Final Decision — search results displayed

Custom Reports Example

Download the Data File

Download the data file in Unicode format - UTF-8

Page: 1 of 1 (107 total records searched)

Display | 500 : results per page.

Article Type
Manuscript
Research Article
Research Article
Research Article
Manuscript
Manuscript
Research Article
Research Article
Research Article
Research Article
Research Article
Invited paper
Research Article
Research Article
Research Article

Final Disposition Term Manuscript Number Final Decision Term

Reject
Accept
Accept
Accept
Accept
Accept

Accept
Reject

Accept
Accept
Accept

Accept
Accept

JPRS38

BLTRIAL-D-02-00016
BLTRIAL-D-02-00020
BLTRIAL-D-02-00024
JPRS82

JPRS92

BLTRIAL-D-02-00030
BLTRIAL-D-03-00003
BLTRIAL-D-03-00015
BLTRIAL-D-03-00018
BLTRIAL-D-03-00037
BLTRIAL-D-04-00025
BLTRIAL-D-04-00007
BLTRIAL-D-04-00055
BLTRIAL-D-05-00019

Reject

Accept final
Accept final
Accept final
Accept final
Accept final
Accept final
Accept final
Reject

Accept final
Accept final
Accept final
Accept final
Reject

Accept final
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Enterprise Analytics Reporting- EAR

* An instructional video on EAR can be found on the Aries Resources webpage

* http://www.ariessys.com/views-and-press/resources/video-library /ear-video/

.
14 HOME JOURNALS LIST SOLUTIONS v VIDEOS EVENTS VIEWS & PRESS v ABOUT v Q

Enterprise Analytics Reporting

VIEWS & PRESS

esource:

Enferprise Analytics Reporting
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Re-Opening Reviews

* An Editor may wish to send back a review to a Reviewer (re-open) for
additional information, potential editing of the review, or editing an attachment

Cancel Re-open Reviev/J Save and Close |

DEMODC131-D-17-00006
"Test Submission for EMUG"
Original Submission
= Candice Porfidio (Reviewer 2
2 Action A ( )
Reviewer Recommendation Term: Minor Revision
View Submission Overall Reviewer Manuscript Rating: 75
Details ¥ Rate Review: Please enter a number from 1-100
H'IIStO' ’/ Are you willing to review the revision of this manuscript? Yes
File Inventory
Classifications st Rating Questiony——— e g
A55|gn Ed|t0r The fubject éddressed in this article is worthy of investigation. [1-3] 3
. . The information presented was new. [1-5] 4
Invite Reviewers The conclusions were supported by the data. [1-10] 8
So . .
View Reviews and Comments .
ditor s Decision and Comments
. s th i ial s W " f S
Send E'ma|l Is there a financial or other conflict of interest between your work and that of the authors?
YES __ NO x__

Please give a frank account of the strengths and weaknesses of the article:

Comments to Author:

More Reviewer Details

Cancel Re-open Review | Save and Close J




Re-Opening Reviews

* After the editor confirms that he /she does want to re-open the review, they are brought
to a page where they can customize a letter to be sent to the reviewer notifying them that
that the review is being re-opened

Re-open Review and Customize Letters

You have chosen to re-open the review for the Reviewer listed below. (more...)

Reviewer
e e 00 o sen Lettr
Candice Porfidio (Reviewer) Reviewer Assignment for Re-opened Review ¥ @

Cancel | Confirm Selection and Send Letter |




Re-Opening Reviews - Configuration

* Go to System Administrator Functions > RoleManager > Edit the desired role > Scroll to
Reviewer Invitations

=] Reviewer Invitations

¥| Invite Reviewers

¥ Un-Invite Reviewers

¥| Assign Reviewers
Search Reviewers in Other Journals
Override Reviewer Due Date
Propose Reviewers
Remove Proposed Reviewers

Select Alternate Reviewers

Link/Un-link Alternate Reviewers

Remove Alternate Reviewers

Reguest Upregistered Reviewers
¥/ Re-open Review

Edit Reviewer Comments and Ratings after Review is Submitted

v
v
v
v
¥ Promote Alternate Reviewers
v
v
v




Additional People Details

* In the People Record — Additional People Details can be configured by the
publication to collect more information about the user

User Information

User Name *

Password

Re-type Password

Default Login Role

Default Login Menu

Available as a Reviewer?
Board Member?

Forbidden as a Reviewer?

Reviewer Role *
Publisher Role *
Editorial Role *

Editor Description

The username you choose must be unique within the system.

If the one you choose is already in use, you will be asked for
another.
aporfidio

¥ [eesesses Password Rules
The default login role is the user role that will be used if you

strike the enter key when logging in and you have not made a

specific selection.

: Author ¥

Editorial Menu ¥

Yes (® No

Yes No ®
Yes No ®
Reviewer ¥

None v

None v

Activity Details |

Additional People Details |

N

Maiden Name

Gender

Additional People Details - Alex Porfidio

Cancel | Save and CloseJ

Smith

Female

Cancel | Save and CloseJ




* The publication can also configure the Additional People Detail

Additional People Details

fields to appear on the Transmittal Form

E—
Title

First Name

Middle Name

Last Name

Degree

Primary Phone Number

Fax Number

E-mail Address

Position

Department

Institution

Address Line

Address Line

Address Line

Address Line

City

State

Zip

Country

Notes to Production

bW N e

Schedule Group Description
Submission Target Online Publication Date
Production Notes

Please confirm you have appr
Please confirm you have appro

val from all Co-authors to submit this manuscript? Ye
val from all Co-authors to submit this manuscript?

Alex

Porfidio

cporfidio@trash.com

UNITED STATES

0

If you have submitted this manuscript to another publication please give details below

of your manuscript

Please enter the date you submitted the paper

Smith
Female

A journal can insert any specific instructions for the person filling out the Transmittal Form, or for someone receiving the printed Transmittal Form. Such instructions can be inserted here. Additional instructions can be inserted at the top of this form.

Insert Special Character




Additional People Details — Configuration

* Go to System Administrator Functions > PolicyManager > Additional Data Policies

= Additional Data Policies

Add/Edit Additional People Detail Fields
Add/Edit Additional Manuscript Detail Fieﬁ

Edit Additional Invitation Details

Add/Edit Additional People Detail Fields

Listed below are the Additional People Detail Fields added for your journal. The values for these fields are entered manually on the Additional People Details page or the Transmittal Form.

Add |
Order Description Actions

1 Maiden Name Remove
2 Gender Remove Edit

Update Item Order |

Back to PolicyManager




Additional People Details — Configuration

Field Description:
Maiden Name

Maximum 256 characters

Field Type:

Maximum Field Length:

Default Value for Field:

If 'None' is selected, an empty text box

will appear if the checkbox 'Editable’ is
checked in the grid below.

Options

Edit Additional People Detail Field

Cancel | Submit |

Insert Special Character

Text v

40
(A value from 1 to 200)
* None

Single Value (enter value below)
Insert Special Character

Select the 'Hide' checkbox to suppress the field on a particular screen. For example, you may want a field to be displayed on the Additional People Details page, but not on the Transmittal Form

If a field is Editable, user

' link is displayed on the appropriate page, which opens a pop-up containing the Help Text.

s with appropriate RoleManager permission can change the value on the page. If the 'Required’ box is checked for the Transmittal Form, a value must be filled in before
the submission can be released to production. If Help Text is entered, a '

Page “ Hide “ /éditable\ “ Required “ Help Text
Additional People Details v N/A
People Activity Details N/A N/A

Transmittal Form

Cancel | Submit




Additional Manuscript Details

* Additional Manuscript details allows your journal collect additional information

about the

submission

View Submission
Duplicate Submission Check

( 2086
Details ¥
HISToTY

Classifications
Unassign Editor

File Inventory

Edit Submission
Invite Reviewers
Solicit Commentary
Notify Editor

View Reviews and Comments
Set Final Disposition
Send E-mail

Linked Submissions

‘

Additional Manuscript Details:

Corresponding Author:

Corresponding Author E-Mail:
Author Comments:

Author Questionnaire Summary:

Details for Manuscript Number

Abstract Production Notes

Manuscript Notes

mary mary

North Andover, MA UNITED STATES [Proxy]

trash1@ariessc.com

View Author Questionnaire Summary

Add/Edit Additional Manuscript Details

: DEMODC131-D-17-00006 "Test Submission for EMUG"

Cancel |

Reviewers

Save |  Save and Close |

Alternate Reviewers

Reviewers Proposed by Editors

Additional Information

@ www.editorialmanager.com/demodc131/addtniManuscriptDetails.aspx?documentiD=1

Additional Manuscript Details for Manuscript Number DEMODC131-D-17-
00006
"Test Submission for EMUG"

Edited By

Copyright

Cancel |

Cancel |

Save and Close |

Save and Close |




Additional Manuscript Details — Configuration

*  Go to System Administrator Functions > PolicyManager > Additional Data Policies

=l Additional Data Policies I
Add/Edit Additional People Detail Fields

Add/Edit Additional Manuscript Detail Fields
Edit Additional Tnvitation Details

Add/Edit Additional Manuscript Detail Fields

Listed below are the Additional Manuscript Detail Fields added for your journal. The values for these fields are entered manually on the Additional Manuscript Details page or the Transmittal Form, or can also be added to
Custom Details Page layouts. If a Custom Flag has been configured to be Associated with an Additional Manuscript Detail field, an option to turn that Flag on or off will also appear next to the field.

Add
Order Description Associated with Flag Actions
1 Edited By Remove Edit
2 Copyright Remove Edit

Update ltem Order |

Add )




Additional Manuscript Details — Configuration

Page i Editable

Add Additional Manuscript Detail Field

Additional Manuscript Details

| Cancel | \ Submit |

Field Description: Insert Special Character
) Manuscript Details

Maximum 256 characters

Field Type: q Please Choose v

) ) Please Choose
Maximum Field Length: Text

Default Value for Field: Date

If None'is selected, an empty text box Ineger e vale below) - " o
will appear if the checkbox Editable'is Decimal K ustom Metadata ID:

checked in the grid below. Notes acter
List

Transmittal Form

Display for Invited Submissions

¥ Display Field for All Article nges

Display Field for Selected Article Txees gﬁ?;;ﬁ?ssion

Original Study .| Select Ona PC, multiple values may be selected by holding down the ‘Ctrl" key on your keyboard, while using the mouse to
Editorial Al select the desired items in the selection box. On a Mac, hold down the ‘Command' key while using the mouse to
Review select the desired items. Proposal

Rapid Communicaion ¥ g:lea’

Search

Schedule Group TOC




Custom Flags

e D < < DCRRAR * 4 e e T @
v v OO € € € € €

Custom Flags are displayed in key places throughout the system, giving
authorized Editor and Publisher users immediate and clear visibility to
noteworthy traits of a submission or person

And, Custom Flags are searchable!



Custom Flags — For Submissions

3 0 " Q¥Editorial
Gﬁdltorial Manager Manager -
HOME + LOGOUT + HELP + REGISTER + UPDATE MY INFORMATION « JOURNAL OVERVIEW - earch Page M
MAIN MENU + CONTACT US « SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS - ing Editor Username: mary

Important Message: Site under development. Do not use for live manuscript submission.

Search Submissions - Search Results
Submission Flag Name is equal to ‘Technical Check Passed’

Page: 1 of 1 (2 total submissions) 1 [ 10 v results

A
Manuscript Article Article Title | Short Title Classification: Status Initial Date Author Reviewers Review Status Handling Assigned
Number 7 Date Submitted Name Editor Editors

View Submission DEMOJES131-D- Original 31014 Test Decision in  Mar 24, Mar 24, 2017 mary mary Edward Editor Edward Editor
17-00001 Study Process 2017 Elaine Editor

Duplicate Submission Check
(0%)

Details

Initiate Discussion
History

File Inventory

Edit Submission
Solicit Commentary
Classifications

View Reviews and Comments
Rescind Decision
Unassign Editor
Notify Editor

Invite Reviewers
Set Final Disposition
Project MUSE

Send E-mail

Linked Submissions

View Submission DEMOJES131-D- Original Level 1 - Part 2 20.400: Under Mar 27, Mar 27, 2017 Arthur Author Edward Editor Edward Editor
17-00002 Study Training (#1) Chickpeas Review 2017
- P 10.200:
Duplicate Submission Check !
(33%) Kidney Beans

10.400:
Details Lima Beans

Initiate Discussion

History

Technical Information

File Inventory

Edit Submission

Solicit Commentary

Classifications

Unassign Editor

Notify Editor

Invite Reviewers

Set Final Disposition
2 T=i=4

Practical examples of how a Submission Flag might be used:
* When a submission is ready for an Editor’s decision
* If a submission is worthy of Press Release
* If Technical Check has passed



Custom Flags — For People

@kditorial Manager- L

HOME + LOGOUT + HELP » REGISTER » UPDATE MY INFORMATION + JOURNAL OVERVIEW AL - Search Page - v
MAIN MENU » CONTACT US + SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Role: [IETFIIZISRA Username: mary

Important Message: Site under development. Do not use for live manuscript submission.

Search People - Search Results

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User
Criterion Selector Value User Role
Last Name v | Begins With v [I ALL EDITOR ROLES v END v
[LastName v | Begins With v [END v
Last Name v | Begins With v

Clear Search

Download Search Results

Page: 1 of 1 (3 total People Matches) Display | 10 v results per page.

Reviewer Editor Publisher
City State or Province Country Author Role Role Role
AV AY AY Role AY AY AY
lover MA UNITED STATES [Author] [Managing Editor] [Publisher]
Elaine Editor UNITED STATES [Author] [Editor]

Edward Edito UNITED STATES [Author] [Editor]
Page: 1 of 1 (3 total People Matches) Display [ 10 v results per page.
Merge People Records Download Search Results

Editor Main Menu

* Practical examples of how a People Flag might be used:
* To indicate that a particular Editor prefers to be contacted by phone
* To highlight exceptional /poor Reviewers
* To denote an Editor who has a “full plate” of assignments



Custom Flags — Configuration

/ Editorial
Manager™

Role:Managing Editor Username:

@Editorial Manager”

To configure:
1. Goto

ROLEMANAGER + ACTIONMANAGER * POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP

-] General Policies

PolicyManager
General Policies
Create Custom

Submission /People

Flags
Click the ‘Add’

button to create a

new flag

Set Manuscript
Set Manuscript I
Set Date Format
Set Time Zone [
Configure Unaval
Set ISO Country
Configure Gener
Set Reviewer Pré
Configure Electrd
Set Editor Deep

Define Details P

umber Type

umber Revision Suffix

isplay Policy

lability Check and Instructions
Standard

bl Due Date Preferences

ferences

nic Calendar Due Date Preferences
ink Expiration

Set Enterprise Arjalytics Reporting Deep Link

e Layouts

Set U

Edit Instructions
Edit Production N

Create Customized Submission Flags
Create Customized People Flags

Link Expiration

ved Files

otes Instructions

Edit Alternate Contact Notes Instructions

Customize Author Main Menu Instructions

Configure Personal Classification Rankings
Customize Reviewer Selection Summary Instructions

Enable Institution Name Normalization




Watermarks

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nullam mi ex, elementum et ex non, aliquam
consequat dui. Quisque non erat in ipsum sagittis fringilla. Aenean ut iaculis libero. Vestibulum eget
ultrices justo, vel varius lacus. Nulla velit arcu, auctor et purus in, ullamcorper tincidunt lacus. Curabitur
non eros non purus feugiat fringilla in nec ipsum. Nunc ac sagittis ipsum, ac ullamcorper odio.

Nunc tellus odio, molestie in lacinia nec, bibendum ac lacus. Cras pretium nisl at ante ultricies, sed
finibus nulla dignissim. Vestibulum eu sapien a risus tincidunt mattis. Duis convallis ligula a augue

dignissim, eget pharetra turpis tempor. Suspendisse potenti. Pellentesque iaculis vestibulum nisi nec

maximus. Duis eget vehicula justo. perdiet, tortor molestie plaeerat tristique, elit nibh malesuada

mauris, quis condimentyaf ipsum elit sit amet tellus.
Proin in rhoyfcus arcu. Integer aliquam nulla non orci ornare, volutpat tristique en

ullamcorper. Fusce

g quis lectus viverra gravida in eget lorem. Nulla tempus, odio ultricies péllentesque vehicula,

mauris purus placerat mi, sed dignissim felis massa scelerisque neque. Praesght non nibh euismod,

tincidun{ metus ut, luctus neque. Cras finibus aliquet velit nec congue. Jfteger ut iaculis diam.
Suspendiss& nulla neque, tincidunt eu nulla tristique, elementug”venenatis lorem. Donec libero arcu,

venenatis nec purls~placerat, malesuada ultricie; . Nunc feugiat turpis eu blandit accumsan.
Vivamus sit amet efficitur augue. Fusce consectetur porta enim, ut porta lacus aliquam et. Etiam
dignissim pretium libero, non lacinia risus finibus in. Proin purus ante, mollis sit amet bibendum in,
interdum sit amet sem. Aliquam consectetur egestas erat eu sagittis. Vestibulum elementum mauris
eget dapibus porttitor. Pellentesque faucibus lobortis tellus, faucibus pretium libero ullamcorper
pharetra. Nunc at scelerisque libero. Sed varius eu mi quis euismod. Phasellus in dui maximus augue

tristique dignissim. Nulla volutpat neque est, ut finibus sem aliquet et. Proin quis libero in tortor

molestie egestas at nec neque. Sed faucibus vel ipsum nec auctor.

* Administrators can add
“watermark” graphics
to the PDFs that are
newly-built EM

* This feature is great for

publications that wish to
brand their PDFs with
logos and messages

* Discourages from illegal

sharing



Watermarks — Configuration

-

@Editorial Manager” / Whositod

Role:Managing Editor Username: mary

ROLEMANAGER ¢ ACTIONMANAGER ~ POLICYMANAGER ¢ ADMINMANAGER e ADMINISTRATION HELP

Configure-RDF Watermarks

into place on the page. Once you have done
djust the desired transparency.

To use watermarks o your PDFs, select the image you wish to use and drag
so, you may resize ghe image relative to the page using the drag handle. You may al3o

FAQ
N\

Author/Editor PDF Reviewer PDF

Cover page

Transparency: Transparency:
Preview Preview

Cancel | (| Save & Close |

1.

2.

To Configure:

Go to the “Configure PDF
Watermarks” page in
PolicyManager, located in the
“Submission Policies” section
Once in the ‘Configure PDF
Watermarks’ interface, you can:
* Upload custom images (up
to @ images, 3 “stock”
images available)

* Drag and drop images
from the gallery onto
sample PDF

*  Experiment with
fransparency

*  Preview the full-size results

Save your new PDF watermark

to use this feature for all newly-
built PDFs



Auto-Set Final Disposition (Reject)

* As many publications often have a higher incidence of “Reject” decisions, they will configure Final Disposition to
automatically be set upon their final decision. This:

* Saves time * Can be set per Article Type * Keeps manuscripts tidy

Submissions with Decisions
Submissions with Decisions
Submissions out for Revision (0)

All Submissions with Editor's Decisio Submissions out for Revision (0)

All Submissions with Final Disposition: All Submissions with Editor's Decisio
Accept (6), Reject (0), Withdrawn (1) All Submissions with Final Disposition:

Accept (GWithdrawn (1)

My Assignments with Decision (0)

My Assignments with Decision (0)

My Assignments with Final Disposition (0)
My Assignments with Final Disposition (0)

HOME ¢ LOGOUT ¢ HELP ¢ REGISTER * UPDATE MY INFORMATION * JOURNAL OVERVIEW
WAIN MENU * CONTACTUS * SUBMIT AMANUSCRIPT « INSTRUCTIONS FOR AUTHORS : Username: mary

All Submissions with Editor's Decision - mary mary

‘_»J _?J Contents: All submissions for which an Editor has submitted a decision.

Page: 1 of 1 (2 total submissions)

< Manuscript a | Article a | Section/
T e

‘[j,i::;,éupbmism" NOtIf_ly AUt-hor The Author Notification Letter 'Your Submission’ has been e-mailed to:
History Confirmation )
Unassign Editor mary mary trashi@ariessc.com

File Inventory
Edit Submission - i mary mary . N . e -
Solicit Commentary DEMOJES130- | Qriginal Level 1, Part 2 Training (#5) Mar 23,2017 M2 accept Carol Accept The Final Disposition has been set to ‘Reject’ by the system.

. ! - -17- udy =4 2017 Snapke
Set Final Disposition
ransmitalliogn You may reactivate a submission following a Final Disposition of 'Reject’ or '"Withdrawn' by using the 'Initiate
View Reviews and Comments ' .
Rescind Decision Rebuttal' Action.
Send E-mail
Linked Submissions

View Submission
Details ¥
History

Unassign Editor
File Inventory
Edit Submission mary mary

Solicit Commentary DEMOJES130- Original Basic Science Feb 03, Decision in  Thomas
Ass itor D-17-00004  Study Section EECSHEEEE v 1an 25, 20175\ 5 3 7 Process Snapke

atDisposition
View Reviews and Comments
Rescind Decision
Send E-mail
Linked Submissions




Auto-Set Final Disposition (Reject) — Configuration

View All Assigned

View All Assigned Submissions (10)
View All Assigned Submissions being Edited (1)

A Editorial Manager® Administration - Google Chrome

Editorial Manager” 4 @%‘%‘égz‘?'

S

@Ed Role:Managing Editor Username: mary
@Ed Itorlal Manager / Man QOLEMANAGER + ACTIONMANAGER ¢ POLICYMANAGER + ADMINMANAGER ¢ ADMINISTRATION HELP

ROLEMANAGER + ACTIONMANAGER * POLICYMANAGER ¢ ADMINMANAGER ¢ ADMINISTRATION HELP

0/admin/De

® www.editorialmanager.com/demojes ilt.aspx?pg=

Subordinate Editor's Pending Assignments (10)

Group by Editors I Assigned

Group by Editor with Current Respons,
Group by Manuscript Status

Edit Otfer Author Login Insfructions

Edit Article Types

isted below are the Article Types available for manuscript submission, conference submissions, proposal creation, invited submissions, commentaries and
submissions by an Editor. (more...)

Submissions with Decisions

= StatusPolicies

Submissions out for Revision (0) dit Document Statuse

All Submissions with Editor's Decision (

Change Edit Submissig Editor/Publish

All Submissions with Final Disposition: order Article Type Article Type Family Invited Use Only
Accept (6), Reject (1), Withdrawn | o . L
) ) - =/Submission Policies 1 Original Study Regular Remove Copy
My Assignments with Decision (0) it Artide T
My Assignments with Final Disposition ! e Tvpes 2 Editorial Regular Remove Copy
Edit Submission Items
Configure Galamaadac o camansionCila i Daculoe Remove Copy

Linked Submission Groups Remove| Copy

Manager -

Active Linked Submission Groups Edit Classil . Remove] Copy
Inactive Linked Submission Groups Edit Reque Role:Managing Editor Username: mary
Define PDF ROLEMANAGER + ACTIONMANAGER + POLICYMANAGER ¢ ADMINMANAGER « ADMINISTRATION HELP Remove] Copy

Configure { Removel
select auth] Field Size Limitations - Leave blank for no limit on these fields.

Copy
Administrative Functions

. ) Remove Copy
Limit the Full Title to: 300 Words ® Characters . c
> S — emove opy
Register New User Limit the Short Title to: 20 ® Words Characters
Reports . r Remove Copy
Send Reminder Letters Limit the Abstract to: 100 ® \Words Characters . .
i — emove opy
Send Batch E-mail Limit the Comments to: Words Characters

Maximum Number of Authors:

Number of Classifications:

5

Maximum Number of Keywords: '3
2 Minimum A Minimum applies only when the 'Select Classifications' preference is set to "Required”.
3

To Configure:

Maximum The Maximum applies only when the 'Select Classifications' preference is set to "Optional” or "Required”.

. System Admin. Functions

inal Dispositio
Automatically set the Final Disposition to 'Reject’ when  [Reject -
the Author is notified of the selected Decisions:

1

2. PolicyManager

3. Edit Article Types .
4

Submission Item Parameters:

. New Revised
. Select AI"I'ICle Typel then Author Agreement Submission Submission
Required for Submission: Optional ¥ [ Hidden ¥

“Edit”

Allow Offline Submission: Optional ¥ Hidden v




<Editorial Manager” / Wanager:

HOME ¢ LOGOUT + HELP + REGISTER * UPDATE MY INFORMATION * JOURNAL OVERVIEW

MAIN MENU * CONTACT u> * SUBMIT AMANUSCRIPT « INSTRUCTIONS FOR AUTHORS

[ Editorial ' A Editorial Manager 13.1 Help System - Google Chrome

Important Message: Site under development. Do not use for live manuscript submission.

@® www.editorialmanager.com/robohelp/13.1/index.htm#t=Editorial_Manager_Help_System.htm

O Editorial Manager 13.1 Help System

ditorial

anager

Az

Q

3 Editorial Manager Help

System

® Author Features

@ Reviewer Features

@ Editor Features

@ Publisher Features

@ Standard Reporting Features

@ Enterprise Analytics Reporting

Features

@ Production Manager Features
® Commerce Manager Features
@ System Interface

® System Administration

Inactive Linked Submission Groups

What's new in version 13.1?

Complete feature details can be found in the release notes!

Short on time? Try the release digest!

Minimum System Requirements

Aries Systems Corporation - Copyright @ 2017 - All Rights reserved

“Help” can be found by
clicking the link in the
banner of your EM site:

* Very useful tool—
customers use it all the
timel

* “Help” was just
updated in the Version
13.1 release

* More reactive search
* Auto-complete feature

* Tracks searches and
becomes “smarter” over
time

* Updated interface



Editorial Office —
Managing Your People Records




Editorial Manager”

eEdltonal

Manager ~

HOME + LOGOUT + HELP + REGISTER + UPDATE MY INFORMATION + JOURNAL OVERVIEW

MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS

Important Message: Site under development. Do not use for live manuscript submission.

User Information

Search People -
Update Information

The username you choose must be unique within the system.
If the one you choose is already in use, you will be asked for

another.
To update any information, make the
changes on the form and click Submit. User Name * [afrye
Required fields have an asterisk next
to the label. Password *  [eemeenns Passviord Rules
Re-type Password * [ ........
Mr. Alexander Frye
i Default Login Menu [ Editorial Menu ¥
Self-Registered: Available as a Reviewer? Yes No @
Feb 06, 2017
Board Member? Yes No ®
Last Modified:
Feb 06, 2017 Forbidden as a Reviewer? Yes No @
Inactivate this User Reviewer Role * None v
Publisher Role *  [None ¥
Editorial Role * [ None v

Editor Description [

Send Login Details

Personal Information

Title
Given/First Name
Middle Name
Family/Last Name
Degree
Preferred Name
Telephone Number
Secondary Phone

Secondary Phone For

Fax Number

E-mail Address

Preferred Contact Method

ORCID

Activity Details
Additional People Details

[Mr. (Mr., Mrs., Dr., etc.)

{

‘ Frye

[ (Ph.D., M.D., etc.)

(nickname)

[ (including country code)
‘ (including country code)

Mobile ® Beeper Home Work Admin. Asst.

[ (including country code)

‘ afrye@ariestrash.com

If entering more than one e-mail address, use a semi-colon

between each address (e.g

y .Resd more
Postal Mail () Telephone

Fetch
What is ORCID?

People Records

@Editorial Manager”

HOME + LOGOUT + HELP + REGISTER + UPDATE MY INFORMATION + JOURNAL OVERVIEW
MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS

eEdltorlal

Manager~

Go to: rch Pay v
LGS Managing Editor Username: mary

Important Message: Site under development. Do not use for live manuscript submission.

Personal Classifications

Personal Keywords

Position
Institution

Department
Street Address

City

State or Province
Zip or Postal Code
Country *

Address is for

People Notes

Areas of Interest or Expertise

Please indicate your areas of expertise either by selecting from
the pre-defined list using the "Select Personal Cla: tions”

button or by adding your own Personal Keywords individually

using the "Edit Personal Keywords" button.

10: Beans
20: Legumes

Select Personal Classifications

legumes;
lima beans;

Edit Personal Keywords

Institution Related Information

[ (max 300 characters)

[ «  [(max 450 characters)

[UNITED STATES v
Work@® Home Other:

Alternate Contact Information
Unavailable Dates

Cancel Submit




Searching People™*

/l @=aitorial
Manager~

-- Search Page -
- Search Page -
Submissions

Important Message: Site under development. Do not use for live manuscrip asuucc N

ccess _
_( Editorial Proposal Menu

@Editorial Manager”

HOME « LOGOUT ¢ HELP « REGISTER * UPDATE MY INFORMATION ¢ JOURNAL OVERVIEW
MAIN MENU « CONTACT US « SUBMIT A MANUSCRIPT e INSTRUCTIONS FOR AUTHORS

| System Administrator Functions |

Search

Managing Editor Main
Menu

—

Search Submissions (| Search People

Editor 'To-Do’ List

My Pending Assignments (0)
New Submissions (0)
Revised Submissions (0)
New Submissions Requiring Assignment (0)
Revised Submissions Requiring Assignment (0)
Submissions with Required Reviews Complete (0)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)

View All Assigned

View All Assigned Submissions (1)
View All Assigned Submissions being Edited (0)

Subordinate Editor's Pending Assignments (1)

Group by Editors I Assigned
Group by Editor with Current Responsibility
Group by Manuscript Status

There are 2 ways to
search EM for people:

* Both can be found on
the Main Menu page
* Search “section” at the
top of the page
* Dropdown menu in the
top banner



Searching People™*

There are a number of search

Editorial

JEditorial Manager" Menager: criteria which allows for specific

HOME ¢ LOGOUT * HELP * REGISTER ¢ UPDATE MY INFORMATION * JOURNAL OVERVIEW (SCRCHN - Search Page
MAIN MENU * CONTACT US ¢ SUBMIT AMANUSCRIPT * INSTRUCTIONS FOR AUTHORS Il Managing Editor ¥ EMVELTGETUEHELETSY

Important Message: Site under development. Do not use for live manuscript submission. or b road d sedarc h In g :
* First and Last Name

Search People

* |nstitution
* City

with Searching Insert Special Character Register New User
Criterion Selector Value User Role L S‘I‘q ‘l'e

v\ Begins With v ALL Y END ¥

Choose the criterion for selecting People Records.

First Name egins With M END ¥ o COUHTI’Y

Institution ins With v

State - m
Country Clear Search q I

E-mail Address
Phone Number
Personal Classifications

* Phone Number
* Personal Classifications and

Personal Keywords
People Notes

Registration Date
oxy Registration

Editor Main Menu

Keywords

* People Notes
* Registration Date
* Proxy Registration



Searching People™*

[Editorial Manager” p/ Saitora

E « LOGOUT  HELP  REGISTER « UPDATE MY INFORMATION o JOURNAL OVERVIEW Go to: earch Page M
MAIN MENU » CONTACT US » SUBMIT AMANUSCRIPT o INSTRUCTIONS FOR AUTHORS CGICHN Managing Editor v [IVESOENITERINERY

Important Message: Site under development. Do not use for live manuscript submission.

Specific Search

Search People

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User
iterion Selector /\ Value
Last Name Begina-With ‘frye a tort
— Editorial Manager / Wsnagert
Last Name v | Begins With v E.
—— HOME o LOGOUT o HELP « REGISTER + UPDATE MY INFORMATION + JOURNAL OVERVIEW SACHY - Search Pa English
Last Name v | Begins With v ‘ MAIN MENU « CONTACT US  SUBMIT A MANUSCRIPT o INSTRUCTIONS FOR AUTHORS LG CE Managing Editor v [VERY

Important Message: Site under development. Do not use for live manuscript submi n.
Clear

Search People - Search Results

Editor Main Menu

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User
Criterion Selector Value User Role
Last Name v | Begins With v |fve ALL v [END ¥
Last Name v | Begins With v END v
Last Name v | Begins With v

Clear Search

Download Search Results

Page: 1 of 1 (2 total People Matches) Display\ 10 v results per page.

Reviewer Ed Publisher
Merge State or Province Count uthor Role Role
People AV AV le AV AV AV

<2

Alexander Frye V¥ UNITED STATES [Author] [Reviewer]
Alexander Frye ¥ UNITED STATES [Author] [Reviewer]
Page: 1 of 1 (2 total People Matches) Dlsplay[ 10 v results per page.
Merge People Records Download Search Results

Editor Main Menu




Searching People™*

! @ditorial
Manager™

HOME ¢ LOGOUT » HELP e REGISTER ¢ UPDATE MY INFORMATION ¢ JOURNAL OVERVIEW SOACHY ~ Search Page
MAIN MENU « CONTACT US « SUBMIT A MANUSCRIPT e INSTRUCTIONS FOR AUTHORS Role: Managing Editor v
Important Message: Site under development. Do not use for live manuscript submission.
Search People
Choose the criterion for selecting Peog I . . ™ / Editorial @
@Edltorlal Manager / “WManager-
Help with Searching Insert Special Character [t R R R A G s TR JOURNAL OVERVIEW Sl - Search Page — v
MAIN MENU » CONTACT US » SUBMIT AMANUSCRIPT  INSTRUCTIONS FOR AUTHORS Role: [EEFIFIZCEA Username: mary
Criterion Selector Value Important Message: Site under development. Do not use for live manuscript submission.
Personal Classifications ¥ | Begins With lima beans
Last Name - r —\
First Name Begins With / M Search People - Search Results
Institution Bedins With v
City egins Wi
State Choose the criterion for selecting People Record
Country Clear 0o0se the criterion for selecting ople Records.
E-mail Address 4 i . . :
Phone-Narmbe Help with Searching Insert Special Character Register New User
q E’e'sonal Classifications Criterion Selector Value User Role
CTSORAERSYNOREE \ Personal Classifications ¥ | Begins With v |[lﬂl§ beans ALL v |END ¥
People Notes Editor Main Menu P, 1
People Flag Name ‘ Last Name v | Begins With v END v
Registration Date [Last Name v [ Begins With v
Proxy Registration

Download Search Results

Page: 1 of 1 (4 total People Matches) Display | 10 v results per page.

Reviewer Editor
Merge City State or Province Country Author Role Role
People AV |AV AV Role AV AV

Alexander Frye V¥ UNITED STATES [Author] [Reviewer]
Alexander Frye V¥ UNITED STATES [Author] [Reviewer]
Elaine Editor ¥ © X UNITED STATES [Author] [Editor]
Edward Editor ¥ @ UNITED STATES [Author] [Editor]

Page: 1 of 1 (4 total People Matches) Display | 10 v results per page.

Merge People Records Download Search Results

Editor Main Menu




Merging Duplicate Records™*

@Editorial Manager” / e%%%gé'f" ©

—” o
HOME + LOGOUT o HELP  REGISTER  UPDATE MY INFORMATION * JOURNAL OVERVIEW [l — Search Page v English v
MAIN MENU » CONTACT US » SUBMIT AMANUSCRIPT o INSTRUCTIONS FOR AUTHORS Role: LCCTLFIZC&A Username: mary

Important Message: Site under development. Do not use for live manuscript submission.

Search People - Search Results

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User
Criterion Selector ) Value User Role
Last Name v | Begins With v |frye ALL v [END ¥
Last Name v | Begins With v [ END v
Last Name v | Begins With v

Clear Search

Download Search Results
Page: 1 of 1 (2 total People Matches) Display | 10 v results per page.
Reviewer Editor Publisher
Merge City State or Province Country Author Role Role Role
Pesple AV Role AV AY
Alexander Frye X UNITED STATES [Author] [Revnewer]
Alexander Frye V/ UNITED STATES [Author] [Reviewer]
Page: 1 of 1 (2 total People Matches) Display | 10 v results per page.
Merge People Records Download Search Results

Editor Main Menu

* From the People Search, if duplicate records are found in EM, a “Merge People
Records” functionality is available



Merging Duplicate Records™*

@Editorial Manager” / Miditorial

HOME ¢ LOGOUT e HELP e REGISTER o UPDATE MY INFORMATION o JOURNAL OVERVIEW el - Search Page M
MAIN MENU * CONTACT US * SUBMIT A MANUSCRIPT  INSTRUCTIONS FOR AUTHORS CGICHEN Managing Editor v ERVESGEN CHINETY

Important Message: Site under development. Do not use for live manuscript submission.

Merge Duplicate Users - Verify Data

Please verify that the two people records you have selected are the records you want to merge. Then choose which
people record will be retained, by clicking 'Combine and Keep this Record’ in the appropriate box.

Combine and Keep this Record | Combine and Keep this Record |

Alexander Frye (AlexanderFrye) Alexander Frye (Alexander Frye)
UNITED STATES UNITED STATES
afrye@ariestrash.com alex_frye@ariestrash.com
Roles: Author, Reviewer Roles: Author, Reviewer
User has History? No User has History? No
User has Current Assignments? No User has Current Assignments? No
User has Shared their Searches? No User has Shared their Searches? No
People Record Last Update Date: 05/25/2017 People Record Last Update Date: 05/25/2017
Personal Classifications: Personal Classifications:

This user has no personal classifications This user has no personal classifications
Combine and Keep this Record | Combine and Keep this Record |

Note the following things that occur when two people records are merged:

* Person assumes Username, Personal Classifications, and all Contact Information for the surviving record.

e The old address (e.g. possibly the address under which a manuscript was submitted) is no longer available
for the person, and the surviving address is the address of record for all submissions under both people
records.

o All history and current assignments are copied to the surviving record.

Cancel

The person assumes the
username, password, personal
classifications, and contact
information for the surviving
record

All history and current
assignments from the merged
record are copied to the
surviving record



People Records — User

Information

User Information

The usemame you choose must be unique within the system.
If the one you choose is already in use, you will be asked for

another.
User Name * afrye
Password *  |eeeceses Password Rules
Re-type Password *  |eecccees
Default Login Menu Editorial Menu v
Available as a Reviewer? Yes No (e
Board Member? Yes No (e
Forbidden as a Reviewer? Yes No (e
Reviewer Role * None v
Publisher Role * None v
Editorial Role * None v

Editor Description

Activity Details |

Additional People Details |

* Login Credentials
* Preferred Login

Menu

* Role settings




Personal Information

Title
Given/First Name *
Middle Name
Family/Last Name *
Degree

Preferred Name
Telephone Number
Secondary Phone

Secondary Phone For

Fax Number

E-mail Address *

Preferred Contact Method *

ORCID

M. (Mr, Mrs., Dr., etc.)

Alexander

Frye
(Ph.D., M.D., etc.)
(nickname)
(including country code)
(including country code)

Mobile @) Beeper Home Work Admin. Asst.

(including country code)

afrye@ariestrash.com

If entering more than one e-mail address, use a semi-colon
between each address (e.qg.,
joe@thejournal.com;joe@yahoo.com)

Entering a second e-mail address from a different e-mail
provider decreases the chance that SPAM filters will trap e-
mails sent to you from online systems. Read more

E-mail @ Fax Postal Mail Telephone

Fetch

What is ORCID?

People Records — Personal Information

* Title
 Contact Information

* ORCID



People Records — Areas of Interest/Expertise

Areas of Interest or Expertise

Please indicate your areas of expertise either by selecting
from the pre-defined list using the "Select Personal
Classifications" button or by adding your own Personal
Keywords individually using the "Edit Personal Keywords"
button.

Personal Classifications 10: Beans
20: Legumes

Select Personal Classifications J

Personal Keywords legumes;
lima beans;

Edit Personal Keywords |

* Set or Update Classifications
* Set or Update Keywords



People Records — Institutional Related Information

Institution Related Information

Position

Institution (max 300 characters)

Department v (max 450 characters) ] Affilid'l'ed InS'I'i'I'U'l'ion

Street Address

Information
| * Unavailable Dates
City

State or Province () AI-l-ernd-I-e Con.l-qc.'-

Zip or Postal Code
[ ]
Country * [ UNITED STATES = I nfo rm CITI on
Address is for * Work(® Home Other
Alternate Contact Information )

Unavailable Dates l\




People Records — People Notes

people Notes * Record any helpful

Very quick with review turnaroundl notes about the
user

* People Notes are
searchable!

* People Notes only
visible to the
Editorial office!



Inactivating People Records

@Editorial Manager”

Search People -
Update Information

To update any information, make the
changes on the form and click Submit.
Required fields have an asterisk next
to the label.

Alexander Frye V

Proxy-Registered:
May 25, 2017
(Data Unconfirmed by User)

Last Modified:
May 30, 2017

Inactivate this User

Send Login Details

Exclude this user from receiving
all batch and reminder emails:

Always

When Unavailable Dates are
active

HOME  LOGOUT e HELP ¢ REGISTER * UPDATE MY INFORMATION  JOURNAL OVERVIEW
MAIN MENU ¢ CONTACT US  SUBMIT A MANUSCRIPT e INSTRUCTIONS FOR AUTHORS

User Information

User Name *
Password *

Re-type Password *

Default Login Role:
Default Login Menu
Available as a Reviewer?

Board Member?
Forbidden as a Reviewer?
Reviewer Role *
Publisher Role *

Editorial Role *
Editor Description

/‘ Editorial
Manager™

[eLRHM - Search Page -- v
Role: Managing Editor v EVETgET R FTaY

Important Message: Site under development. Do not use for live manuscript submission.

Open Special Character Palette

The usermame you choose must be unique within the system.
If the one you choose is already in use, you will be asked for
another.

\Lyexanderme
........ Password Rules

The default login role is the user role that will be used if you
strike the enter key when logging in and you have not made a
specific selection.

Author ¥
Editorial Menu v
Yes (@ No
Yes No (@
Yes No (@

Reviewer v
None v

None v

Activity Details

Additional People Detalils |

* From the People

Record page, the
editorial office can
inactivate a user

* This will remove the
user from the system

* EM retains some
user information,
such as decisions on
previous
assignments, for
historical purposes



Sending User Login Credentials

@Editorial Manager” / Jydltorial

HOME » LOGOUT  HELP o REGISTER * UPDATE MY INFORMATION ¢ JOURNAL OVERVIEW Sadlaclll — Search Page — M
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT e INSTRUCTIONS FOR AUTHORS CGICHN Managing Editor v EVESGERTRINETY

Important Message: Site under development. Do not use for live manuscript submission.

Open Special Character Palette
User Information
Search People -

H The usemame you choose must be unique within the system.

Update Informatlon If the one you choose is already in use, you will be asked for
another.
To update any information, make the o o
changes on the form and click Submit. User Name * lalexanderFrye g Ed h
Required fields have an asterisk next ‘ - ITO rS WIT p roper
to the label. Password * Password Rules . .
Re-type Password * [cra permission may also send a

Alexander Frye V
L]
The default logi le is th le that will b dif h
Proxy-Registered: stn‘eke ethaeuenggnk;(; fvli?en Ieo;;ienrgr(i)neanc?y;v:l haev:Sneot Irn).;ilL:e a U S e r 1. e Ir U Se n q m e/
May 25, 2017 specific selection.
password from the People

(Data Unconfirmed by User)

Last Modified: Default Login Role: ,Amhor v
May 30, 2017 Default Login Menu Editorial Menu ¥ Reco rd p d ge
Inactivate this User Available as a Reviewer? Yes @ No

Board Member? Yes No (e

Forbidden as a Reviewer? Yes No (®

R I "
Send Login Details Reviewer Role ’ Reviewer v
Publisher Role * None v

Exclude this user from receiving
all batch and reminder emails: ) o
Always Editor Description

Editorial Role * [ None v

When Unavailable Dates are

active Activity Details

Additional People Details |




Break Timel
(see you in 10 minutes)

N
g




Workflow Examples




Author submits
Manuscript
(MS) to Editorial
Office

Editorial Office
assigns an
Editor to the MS

Editor assigns

|

\4

MS to Reviewer

\ 4

Reviewer(s)
complete(s)
review(s) of MS

Q: What is a “workflow?e”
A: A workflow is the editorial process that the manuscript goes through before publication. Publishers have different
workflows, depending on their content and their staff.

Q: Why is this one considered standard?

Editor makes a
decision based
on review(s)

Editorial Office
sets Final
Disposition

based on Editor

recommendation

Author
notified

Revise Decision

A

Standard Workflow

A: This is considered standard because it includes all of the typical editorial “steps,” like:

* being submitted by an author (rather than the Editorial Office inviting authors)
* being looked at by an Editor (but not multiple Editors, i.e., an Editor Chain)
* being reviewed

* allowing for revisions
* Final Disposition being set




Author submits
Manuscript
(MS) to
Editorial
Office

Standard Workflow

@Editorial Manager”

HOME ¢ LOGOUT + HELP « REGISTER « UPDATE MY INFORMATION + JOURNAL OVERVI
MAIN MENU + CONTACT US « SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS

/ eEdltonal
Manager ~

Role: ENTMMMMRE  Usermame: mary

Important Message: Site under development. Do not use for live manuscript submission.

Please Attach Files
New Submission

Insert Special Character

Required Items are marked with a

“. When all Items have been attached, click Next at the bottom of the

Select Article Type page.
v Titl
(=7 VS Item | *Manuscript
¥ | Add/Edit/Remove Authors
v | e Enter a Description and then either choose filg
v’ | Submit Abstract peseptes Manuscript
Manuscript Word Count:
v |Enter Keywords
v’ |Select Classifications Choose Files
v’ | Additional Information
¥’ | Enter Comments
v Suggest Reviewers
v Oppose Reviewers
v/| Select Region ofOrigin
' Al Files

The order in which the getached items appear in the list will be the order in which they appear in thdg

‘Update File Order’ hufton to effect the change.

I *Manuscript v Manuscript

Previous @

bescription ————————riena |

eEdltoraal

Manager~

_ —
HOME » LOGOUT e HELP ¢ REGISTER ¢ UPDATE MY INFORMATION * JOURNAL OVERVIEW Role: ENIINEN Username: mary

MAIN MENU ¢ CONTACT US ¢ SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS

s5.pdf

New Submission

Select Article Type
Enter Title
Add/Edit/Remove Authors
Select Section/Category
Submit Abstract

Enter Keywords

Select Classifications
Additional Information
Enter Comments
Suggest Reviewers
Oppose Reviewers

Select Region of Origin

L 2N N N N Y N U N N N NN

Attach Files

Important Message: Site under development. Do not use for live manuscript submission.

Summary Following Attach Files

Listed below is the summary of the number of items to be delivered online and the
number of items to be delivered offline. Required Items are marked with *. You can
change the order by re-numbering the files.

Author Agreement Figure
*Manuscript 1 Table 0
Dataset 0

Previous | (__Build PDF for my Approval |




Editorial
Office assigns

Standard Workflow

- ° - @Editorial
@Edltorlal Manager / Manager -
HOME ¢ LOGOUT ¢ HELP ¢ REGISTER « UPDATE MY INFORMATION ¢ JOURNAL OVERVI [SLRACHY — Search Page — v
MAIN MENU ¢ CONTACT US + SUBMIT AMANUSCRIPT + INSTRUCTIONS FOR AUTHORS Role: Managing Editor ¥ EEVEEIGE] :

Important Message: Site under development. Do not use for live manuscript submission.

Editorial Proposal Menu

an Editor to

the MS

Search

Managing Editor Main

Search Submissions | Search People

Editorial Manager" Man'age.r" Editor "To-Do’ List

v

1OME ¢ LOGOUT ¢ HELP ¢ REGISTER ¢ UPDATE MY INFORMATION + JOURNAL OVERVIEW Go to: EEllcy

My Pending Assignments (2)
AAIN MENU ¢ CONTACT US + SUBMIT AMANUSCRIPT ¢ INSTRUCTIONS FOR AUTHORS Role: Username: mary

New Submissions (1)
mportant Message: Site under development. Do not use for live manuscript submission. Revised Submission

ew Submissions Requiring Assignment (1)

Revised Submissions Requiring Assignment (0)

New Submissions Requiring Assignment - mary mary =€ subm , ,
2 Submissions with Required Reviews Complete (0)
‘_»J _J Contents: These are the new submissions that require an Editor Assignment. Use the up/down arrows to change the sort order. Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)

Page: 1 of 1 (1 total submissions)

Manuscript Article
Number Type

Assign Editor Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors

View Submission

Duplicate Submission Check Title: Original Study Title Manuscript Classifications

(...)‘ (1) Beans; (2) Legumes; (3) Peas

Details ¥ The following have been identified as

Initiate Discussion candidates to edit this submission.

History Select the one you want and send Cancel | Send Custom Letters | Send Default Letters |

them either the default editor

Technical Information . .
assignment letter or a customized

File Inventory Original

; 2=k letter.

Edit Submission Study

Send Back to Author One or more notification letters may

e e editor is assigned or invited. Choosing AY AY AY AY Classification Matches| Available during next 30 days
e — 'Send Custom Letters' allows you to Editor Edward Editor 2 0 Yes

Assign Edito . choose which letters are sent and B .

Set Final Disposition customize those letters as Editor ne Editor 0 0 Yes

Send E-mail appropriate. Choosing 'Send Default

Linked Submissions Letters' will send the default letters as

configured, bypassing the selection
and customization process.

Cancel | Send Default Letters |

|



, Standard Workflow
Editor ‘

dssigns MS @Editorial Manager” i / Mditorial ®

HOME + LOGOUT » HELP o REGISTER » UPDATE MY INFORMATION  JOURNAL OVERVIEW ik )
MAIN MENU « CONTACT US  SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS Role: Editor v Username: EdwardEditor
L - - . ..
'l'o ReVI ewe r Important Message: Site under development. Do not use for live manuscript submission.

Proxying for Edward Editor - Editor To exit proxy mode, click 'Logout'.

New Editor Assignments - Edward Editor

Contents: These are submissions that have been Assigned to the Editor. They require one of the following: another Editor assignment, Reviewer invitations, or Decision. Use the up/down arrows to change the sort order.

f Editorial Proposal Menu Page: 1 of 1 (1 total submissions) Display | 10 v results per page.

Manuscript Article Section/ |Article Author Initial Date Status Editor
Number Type Category |Title Name Submitted DEIG] Decision
= Action A AV AY AY AY AY AV AY AY

View Submission DEMOJES131-D-17-00005 Original Study Sunshine and the lack of it: Seasonal Mood Disorder mary mary® V S May 30, 2017 May 30, 2017  With Editor
Details ¥

Editor Main Menu History
File Inventory
Classifications
Assig ditor
Solicit Commentary
Submit Editor's Decision and Comments
Send E-mail

Page: 1 of 1 (1 total submissions) Display [ 10 v results per page.

Editor Main Menu
—————————————

Editor 'To-Do' List I

My Pending Assignments (2)
New Submissions (0)
Revised Submissions (0)
New Submissions Requiring Assignment (0)
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Roles arranged in the order they are normally assigned in the chain, with a default letter template used to notify
the Editor assigned. Only Editor Roles that are configured to receive assignments can be selected for inclusion,
and all but the last Editor Role must also be configured with permission to Assign other Editors.

Current Editor Assignment Chain Template List <4 Add Another Editor Assignment Chain Template

-G Y Standard Three Editor Chain
- 60 V l Two Editor Chain for Rapid Reports

-1 6> ¢ M Three Editor Chain for Invited Submissions

16> ¢/ M Two Editor Chain for Rapid Communications

=4 Add Another Editor Assignment Chain Template




Select ‘Assignment Chain Template’ per Article Type

New and Revised

Editor Parameters ..
Submissions

None

Editor Assignment Chain Template:
Two Editor Chain for Rapid Reports
Three Editor Chain for Invited Submissions
Two Editor Chain for Rapid Communications
New and Revised
Submissions

Reviewer Parameters:

Submissions will move to the 'Submissions with Required
Reviews Complete’ folder as soon as this number of 2
reviews have been completed.

* Select a default template for the Article Type in policy manager



Modify Editor Chain

Editors may be removed or replaced for any step of the Editor
Chain

An Editor who has saved or submitted a decision can be replaced
by another Editor with the same Role

Under certain conditions, an Editor may be replaced by another
Editor with a different Role

Default or customized letters may be sent

Replacement Editors inherit the history of the Editor they have
replaced

Modifications to the Editor Chain are visible on the Custom Details
page, the History page and in Reports

View Submission
Details ¥
History
Classifications
Unassign Editor _
File Inventory

Edit Submission

Invite Reviewers

Solicit Commentary

View Reviews and Comments
Set Final Disposition

Send E-mail




Modify Editor Chain

Modify Editor Chain

View Reviews and

Current Editor Assignment Chain

Editor 1 Ed Editor Editor Editor ‘ |

Cotterell Melanie

Comments )
Jones Jennifer
Manuscript Number: Cancel
cbk15 -003 *re=N
W
Name: M velanie s Cotterell, LLB Hons V¥ [Proxy] (Replaced Ed Editor)
Role: Editor

Date Assigned:
Date Completed:
Elapsed Days:

30 May 2017

Changing to
editor with the
same role

Change showing
on the details

page

Recommendation:
Current Editor Assignment Chain
Modify Editor Chain -m_m

View Reviews and
Comments

Manuscript Number:
cbk15 -003

Editor 1 Ed Editor Editor

GWTG - Stroke :

Smlth Sam

—

Cancel |

Changing to an
editor with a

different role
| v




Modify Editor Chain

X
.o

* Options depend on:
* The logged-in user’s RoleManager permission
* The logged-in user’s relationship to the submission and position in the Chain

°* Whether the Editor to be modified has saved or submitted a decision



Modify Editor Chain

* Options also depend on:
* Whether there are any unprocessed reviews
* Whether another Editor in the Chain has submitted a decision

* Whether another Editor in the Chain can still submit a decision




g

‘Worry Is A Misuse e

Of Imagination

EM keeps track of the rules so you don’t have to!



Direct — To — Editor Workflow

New Submission

Select Article Type

Enter Title
Add/Edit/Remove Authors
Funding Information
Select Section/Category

Submit Abstract

Please Select Section/Category

Select the Section or Category related to your manuscript from the drop-down menu
below.

Please Choose Stroke :

Previous | Next |

Submissions can
be sent directly to
Editors based
upon the selection
of sections/
categories



Direct — To — Editor Workflow

Search

GWTG - Stroke Main Search Submissions | Search Peapie * The submission is

Menu

Editor ‘To-Do’ List CI e I ive red to

My Pending Assignments (1) . ] 7] .
[ Direct-to-Editor Revised Submissions (1) ] Ed ITO rs DI reCT'TO'

New Assignments (0)

Submissions with Required Reviews Complete (0) Ed iTO r” fo I d e r

Submissions Requiring Additional Reviewers (0)

Submissions with One or More Late Reviews (0)
Reviews in Progress (0)

Reviewers Invited - No Response (0)

Submissions Under Review (0)

Direct-to-Editor Revised Submissions - Sam Smith

Contents: These are the revised submissions which have been automatically directed to you. They require promotion to New Assignments or an Editor Redirection. Use the up/down arrows to change the sort order.

Page: 1 of 1 (1 total submissions) Display | 10 : results per page.
Manuscript Article Section/ Article Author Initial Date |Status Current Editor
Number Type Category Title Name Submitted Date Status Decision
B Action A AV AY AY AY AY F\'4 AY AY AY
View Submission DEOMDG-81-3R1 Original Study GWTG - CAD  Dianne's Great Idea Arthur Author 16 Feb 2011 10 Mar 2017  Revised Manuscript Submitted Article Idea Accepted
Details P &

Initiate Discussion
Classifications

File Inventory

Send Back to Author
Redirect to Other Editor
Assign to Myself

View Reviews and Comments
Send E-mail




Direct — To — Editor Workflow

Edit Sections/Categories

Listed below are the Sections/Categories available. You may Add, Edit, or Remove Sections/Categories. Sections/Categories may be hidden by clicking the
"Edit" link and selecting the "Hide" checkbox on that page. Any Sections/Categories which appear grayed out have been hidden.

If manuscripts are automatically assigned by the 'Submissions where Author has selected a Section/Category’ method (as configured on the 'Set Editor
Assignment Options' page), a Responsible Editor must be selected from the drop-down menu.

Section/Category Name Responsible Editor

‘ Stroke Sam Smith Remove Edit

" ‘ Heart Failure bob becker, PhD Remove Edit

‘ Remove Edit V\

Set Editor Assignment Options

-, Policy Manager

New Submissions

[ ) [ ]
The settings below control how new manuscripts are assigned to Editors. The first choice, 'Submissions go to New Submissions Requiring Assignment folder' Conflg U ratlons
allows manual assignment of editors. The sub option "Submissions where Author has Selected an Editor" automatically directs the submission to the Editor
selected by the Author at the 'Request Editor' manuscript submission step. The sub option 'Submissions where Author has Selected a Section/Category’
automatically directs the submission to the Editor selected by the Author at the 'Select Section/Category' manuscript submission step.

If "Assign to Editors by Rotation" is selected, the submissions are automatically directed to the Editor with the oldest assignment date.

@ Submissions go to New Submissions Requiring Assignment folder

Except:

Submissions where Author has selected an Editor
Please also configure settings on the 'Set Request or Assign Editor Display Options' page.

@ Submissions where Author has selected a Section/Category
Please also assign Editors to sections on the 'Edit Sections/Categories' page.




Revised submissions can be automatically directed to the previous Editor

View Submission

Details ¥

History

Unassign Editor

File Inventory

Edit Submission

Solicit Commentary

Set Final Disposition
Initiate Production
Transmittal Form

View Reviews and Comments
Rescind Decision

Similar Articles in MEDLINE
Send E-mail

Linked Submissions

DEOMDG-81-23 3rlg|na| Workflow Revisions direct to
Study previous editor

mary mary
v

15 Sep

15 Sep 2015 2015

Accept Ed Editor

ASCE test
accept

Ed Editor

makes a revise
decision

Page: 1 of 1 (1 total revisions)

Manuscript Number
AV

View Revision DEOMDG-81-23R1
Edit Revision
Approve Revision
Decline to Revise
Send E-mail

Workflow Revisions direct to previous editor

Display | 10 i results per page.

19 May 2017 20 May 2017

Title Date Revision Began Date Revision Due Current Status
AV AV AY AY

Revision Needs Approval

Direct-to-Editor Revised Submissions - Ed Editor

Contents: These are the revised submissions which have been automatically directed to you. They require promotion to New Assignments or an Editor Redirection. Use the up/down arrows to change the sort order.

Page: 1 of 1 (2 total submissions)

Manuscript Article
Number Type
B Action A AV AV

View Submission DEOMDG-81-23R1  Original Study
Details ¥

History

Classifications

File Inventory

Send Back to Author

Assign to Myself

View Reviews and Comments

Similar Articles in MEDLINE

Send E-mail

Section/ |Article
Category |Title
AV AY

Workflow Revisions direct to previous editor

Display | 10 i results per page.

Author Initial Date |Status Current
Name Submitted Date Status
AV AV AY AV

mary mary 15 Sep 2015 1S May 2017 Revised Manuscript Submitted

Editor
Decision

ASCE test accept

Author
submits
revision

Revised
submission sent
directly to Ed
Editor




Revised submissions can be automatically directed to the previous Editor

Set Editor Assignment Options

New Submissions

The settings below control how new manuscripts are assigned to Editors. The first choice, 'Submissions go to New Submissions Requiring Assignment folder'
allows manual assignment of editors. The sub option "Submissions where Author has Selected an Editor" automatically directs the submission to the Editor
selected by the Author at the 'Request Editor' manuscript submission step. The sub option 'Submissions where Author has Selected a Section/Category’
automatically directs the submission to the Editor selected by the Author at the 'Select Section/Category’ manuscript submission step.

If "Assign to Editors by Rotation" is selected, the submissions are automatically directed to the Editor with the oldest assignment date.

@ Submissions go to New Submissions Requiring Assignment folder

Except:
) Submissions where Author has selected an Editor
Please also configure settings on the 'Set Request or Assign Editor Display Options' page.

@ Submissions where Author has selected a Section/Category
Please also assign Editors to sections on the 'Edit Sections/Categories' page.

Assign to Editor by Rotation
Please also select Editors on the 'Set Editor Rotation Participants' page.

Revised Submissions

The settings below control how revised manuscripts are assigned to Editors. The first choice, "Revisions go to Revised Submissions or Revised Submissions
Requiring Assignment folder" allows manual assignment of Editors. If the "Allow reassignment to previous Editors” sub option is selected, then the user
making the first editor assignment for the revision will be allowed to assign the entire chain of editors from the previous version as one step.

If the "Revisions are automatically directed to the First Assigned Editor of the previous version" choice is selected, a Revision will be automatically assigned
to the First Assigned Editor of the previous version.

Revisions go to Revised Submissions or Revised Submissions Requiring Assignment folder

Allow reassignment to previous Editors

Letter: | None

@ Revisions are automatically directed to the First Assigned Editor of the previous version.




“SKIP” an Editor in the decision chain

[=] Editor Decisions

V] Make a Decision

V| Terminate Outstanding Reviewer and Editor Assignments when Making a

Decision

Skipped in Decision Chain if previous Editor's Decision IS

Skipped in Decision Chain if previous Editor's Decision IS NOT

V] Notify Author after making a Decision
9 Draft Notification Letter for any decision
V| send Any Notification Letter

Only Notify after selected decisions:

Decision Term Decision Draft
Only

Accept

Revise

Reject

Article Idea Accepted

Draft
and Send

Accept
Reject
Article Idea Accepted

»~

-

Accept
Revise
Reject
Article Idea Accepted

-

* Configured in Role Manager



“SKIP” an Editor in the decision chain

Editor chain

Decision chain

Name:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

Editors

M mary mary V
Managing Editor
23 May 2017

Name:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

M eqd Editor ¥
Editor
23 May 2017

Name:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

@mary mary V [Proxy]
Managing Editor

23 May 2017

23 May 2017

0

Editors

Recommendation: [Skipped] _
Name: & ed Editor ¥ [Proxy]

Role: Editor

Date Assigned: 23 May 2017

Date Completed: 23 May 2017

Elapsed Days: 0

Recommendation: Revise




Questions?







