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Reviewer Basics

Registration, Invitations, Acceptances, Menus, Folders



Reviewer Basics—Registration

Normal Registration

Expedited Registration
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Reviewer Basics
Expedited Registration

Proxy Registered by publication
Mini “Update my Information” page
Reviewer skips completely if already filled in by person doing

the proxy registration
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Insert Special Character
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Personal Information

Update My Information

To update any information, make the Middle Name
changes on the form and click Update.

Required fields have an asterisk next

to the label

Proceed

Pursonal Lnfurmation

vs Expedited Registration

Areas of Loturest or Experting

= —\\/7es



Reviewer Basics—Email Invitations

Sebastian Atay
[JOURNAL OF SA DEMO] An invitation to review Reviewer Experience Demonstration ... 15:05
Dear Mx, Atay, We would like to invite you to review a manuscript for SA Demo 14.0.

Sebastian Atay [JOURNAL OF SA DEMO] An invitation to review Reviewer Experience Demonstration Manuscript - Dear Mx_ Atz

Sebastian Atay [JOURNAL OF SA DEMO] An invitation to review Reviewer Experience Demonstration Manuscript

e [JOURNAL OF SA DEMO] An inVitati... Sebastian Atay 15:05
Sebastian Atay | o @ [JOURNAL OF SA DEMO] An invitation to ...
Dear Mx. Atay, We would like to invite you to Dear Mx. Atay, We would like to invite you t...

review a manuscript for SA Demo 14.0. T...

—\\/7es



Reviewer Basics—Email Invitations
With Deep Links

Dear Mx. Atay,

We would like to invite you to review a manuscript for SA Demo 14.0. The paper is called "Reviewer
Experience Demonstration Manuscript".

We believe that your expertise and insight would be a great asset to determining whether or not this
paper is of academic merit.
—_— -

you would like to review this paper, please click this link: http://demosal40.edmgr.com/l.asp?
’rrw' —TGPRGS8BE * > Agree

o0 review this paper, please click this link: http://demosal40.edmgr.co Declin
i=132&I=RO7ECF1W * > ecline

The manuscript reference is DEMOSA140-D-17-00003.

If possible, | would appreciate receiving your review in 7 days. You may submit your comments online at
the above URL. There you will find spaces for confidential comments to the editor, comments for the
author and a report form to be completed.

With kind regards

Dirk Strider
Editor in Chief

SA Demo 14.0 % {\(Zt:eemg



Reviewer Basics—Email Invitations
Declining an Invitation

Decline Review Thank you for your time in considering this invitation. If you wish, please use the box below
to let us know = o : T cess for the
ion. It possible, please also suggest one or more colleagues (along with con
details) whom we could contact to review this submission.

Cancel | Submit |




Reviewer Basics—Email Invitations
Declining an Invitation

Decline Review Thank you for considering the invitation to review Manuscript Number
= —~ DEMOSA101-D-14-00003R2.
Confirmation Your decision to decline has been forwarded to the journal.

Login to Editorial Manager



Reviewer Basics—Email Invitations
Accepting an Invitation

Dear Mx. Atay,

We would like to invite you to review a manuscript for SA Demo 14.0. The paper is called "Reviewer
Experience Demonstration Manuscript"”.

We believe that your expertise and insight would be a great asset to determining whether or not this

paper is of academic merit.
—_— -

If you would like to review this paper, please click this link: http://demosal40.edmgr.com/l.asp? > Agree

If you do not wish to review this paper, please click this link: http://demosal40.edmgr.com/l.asp?
i=132&I=RO7ECF1W *

The manuscript reference is DEMOSA140-D-17-00003.

If possible, | would appreciate receiving your review in 7 days. You may submit your comments online at
the above URL. There you will find spaces for confidential comments to the editor, comments for the
author and a report form to be completed.

With kind regards

Dirk Strider

Editor in Chief v
SA Demo 14.0 \7\ g!,;,e,;g



Reviewer Basics—Email Invitations
Accepting an Invitation

Agree to Review Thank you for agreeing to review Manuscript Number DEMOSA122-D-16-00003.
Confirmation To view the manuscript, please click the 'Pending Assignments’ link below.

Log out of Editonal Manager
Pending Assignments

Main Menu
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Reviewer Basics—Email Invitations
Accepting an Invitation

Agree to Review Thank you for agreeing to review Manuscript Number DEMOSA122-D-16-00003.
Confirmation To view the manuscript, please click the 'Pending Assignments’ link below.

Log out of Editonal Manager

Pending Assignments

Main Menu



Reviewer Basics
Instructions and Due Date

I Message 4| Review_Due.ics (631 B)

Action ltems + Get

Dear Mx. Atay,

Thank you for agreeing to review manuscript DEMOSA140-D-17-00003 for SA Demo 14.0.

To download the paper now, please click this link: http://demosal40.edmgr.com/l.asp?i=140&|=ROKFTDFE *

If possible, | would appreciate receiving your review by Dec 21 2017 11:55PM.

You may submit your comments online at http://demosal40.edmgr.com/.

You can also submit your comments using this link: http://demosal40.edmgr.com/l.asp?i=142&=RB5G570Q

There you will find spaces for confidential comments to the editor, comments for the author and a report form to be completed.
With kind regards
Dirk Strider

Editorin Chief
SA Demo 14.0

—\\/7es



Reviewer Basics
Reviewer Main Menu

Review Assignments

Reviewer Main Menu ‘ .
New Reviewer Invitations (1)

My Review History Pending Assignments (2)

Completed Assignments (26)




Reviewer Basics
Review History

My Review History - Claire Commentator

Current Review Statistics
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Reviewer Basics
Review History

My Review History - Claire Commentator

Close

Current Review Statistics

Jun 13, 2018 1 1

Historical Reviewer Invitation Statistics

Total Invitations | Agreed to Review | Declined to Review | Un-invited Before Agreeing to Review |Review Cancelled Before Agreeing to Review
1 0 0

30 28

Historical Reviewer Performance Summary

Total Completed Submitted on Submitted Un-assigned After Agreeing to | Review Cancelled After Agreeing to | Date Last Review
Reviews Time Late Review Review Completed
26 26 0 1 0

Jun 11, 2018

Historical Reviewer Averages

Days to Respond to Invitation Days to Complete Review Days Late # of Reminders Manuscript Rating
0 0 0

-14 77.72

—\\7es



Reviewer Basics
Review History

Reviewer Recommendation Summary

Accept:
Major Revision:
Minor Revision:
Reject:

Reviews in Progress and Outstanding Invitations

Handlmg
m Date Invited | Date Agreed Elapsed Days Days Late | Last Remind Date | # of Reminders

AUTHORDEMO141-D-18-00003R2
AUTHORDEMO141-D-18-00020R1

Completed Reviews

AUTHORDEMO141-D-18-00015
AUTHORDEMO141-D-18-00016
AUTHORDEMO141-D-18-00017
AUTHORDEMO141-D-18-00018
AUTHORDEMO141-D-18-00019
AUTHORDEMO141-D-18-00020

AUTHORDEMO141-D-18-00021R1

AUTHORDEMO141-D-18-00021
AUTHORDEMO141-D-18-00022
AUTHORDEMO141-D-18-00023
AUTHORDEMO141-D-18-00024

ANITUADACMA1AY N 10 AAANE

Jun 13, 2018 Jun 13, 2018

Jun 13, 2018

Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 16, 2018
Mar 16, 2018
Jun 08, 2018
Mar 16, 2018
Mar 21, 2018
Mar 21, 2018
Mar 21, 2018

Mae 20 "A10

20

Jun 27,2018 0

Jun 27, 2018 0

Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 16, 2018
Mar 16, 2018
Jun 08, 2018
Mar 16, 2018
Mar 21, 2018
Mar 21, 2018
Mar 21, 2018

Maw- A "A10

Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 07, 2018
Mar 16, 2018
Mar 16, 2018
Jun 08, 2018
Mar 16, 2018
Mar 21, 2018
Mar 21, 2018
Mar 21, 2018

Mae 20 "A10

O 0O 0O O 0O 0O O 0O O O o

2

O O O O 0O O O ©o O o

2

Major Revision
Major Revision
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Major Revision
Accept

Major Revision
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Edna Editor
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Reviewer Basics
Review History

AUTHORDEMO141-D-18-00026
AUTHORDEMO141-D-18-00027
AUTHORDEMO141-D-18-00030
AUTHORDEMO141-D-18-00031
AUTHORDEMO141-D-18-00032
AUTHORDEMO141-D-18-00033
AUTHORDEMO141-D-18-00034
AUTHORDEMO141-D-18-00035
AUTHORDEMO141-D-18-00036
AUTHORDEMO141-D-18-00037
AUTHORDEMO141-D-18-00038
AUTHORDEMO141-D-18-00039
AUTHORDEMO141-D-18-00040
AUTHORDEMO141-D-18-00041

Declined Reviews

MS Number Date Invited Date Declined

AUTHORDEMO141-D-18-00024R1

Mar 29, 2018
Apr 04, 2018
Apr 10, 2018
Apr 10, 2018
Apr 23, 2018
Apr 24, 2018
Apr 25, 2018
May 02, 2018
May 16, 2018
May 22, 2018
Jun 08, 2018
Jun 08, 2018
Jun 08, 2018
Jun 11, 2018

Un-assigned After Agreeing to Review

AUTHORDEMO141-D-18-00028R1

Mar 29, 2018
Apr 04, 2018
Apr 10, 2018
Apr 10, 2018
Apr 23, 2018
Apr 24, 2018
Apr 25, 2018
May 02, 2018
May 16, 2018
May 22, 2018
Jun 08, 2018
Jun 08, 2018
Jun 08, 2018
Jun 11, 2018

Mar 29, 2018
Apr 04, 2018
Apr 10, 2018
Apr 10, 2018
Apr 23, 2018
Apr 24, 2018
Apr 25, 2018
May 02, 2018
May 16, 2018
May 22, 2018
Jun 08, 2018
Jun 08, 2018
Jun 08, 2018
Jun 11, 2018

O O O O O O O O 0O ©0 O 0o o o©

Jun 13, 2018

Jun 13, 2018

Close |

o O O O O O O O O O O O O O

Major Revision
Major Revision
Major Revision
Major Revision
Major Revision
Major Revision
Major Revision
Major Revision
Minor Revision
Minor Revision
Minor Revision
Major Revision
Minor Revision

Minor Revision

Jun 13, 2018

Jun 13, 2018
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Reviewer Basics
Reviewer Main Menu

Review Assignments

Reviewer Main Menu

My Review History




Reviewer Basics
Pending Assignments folder

Pending Reviewer Assignments for Seb Atay

Page: 1 of 1 (2 total assignments) Displ

Date

Reviewer | Manuscript Article Article Current Reviewer

Type Title Status Invited
B Action A AV AY AY AV

View Submission 1 DEMOSA140-D-17-00003 Rapid Communication Reviewer Experience Demonstration Manuscript  Under Review Dec 14 2017 10:05AM C
Similar Articles in MEDLINE

Submit Recommendation
Send E-mall

View Submission 1 DEMQSA122-D-16-00005 Rapid Communication 2 Test Paper no. 57 With Editor Nov 23 2017 7:10AM N
Similar Articles in MEDLINE

Submit Recommendation
Send E-mail

—\\7es



Reviewer Basics
Reviewer Main Menu

Review Assignmentis

Reviewer Main Menu New Reviewer Invitations (0)

Pending Assignments (2)
MY IEViEW kRstory Completed Assignments (

—




Reviewer Basics
Completed Assignments folder

Completed Reviewer Assignments for Seb Atay

Page: 1 of 1 (2 total assignments)

Reviewer | Manuscript

Current
Status
AY

Accept

View Reviewer Comments
View Decision Letter

DEMOSA130-D-16-00009 Commentary

RR workflow test - STAGE TWO

Send E-mail
View Reviewer Comments 1 DEMOSA130-D-16-00008 Rapid Communication RR workflow test - STAGE ONE Completed Reject Re:
View Decision Letter

Similar Articles in MEDLINE
Send E-mail

Page: 1 of 1 (2 total assignments)

<< Reviewer Main Menu J

—\\7es



Review Experience Basics

Questions?



Configuration

Registration and Letters (aka Emails)



Reviewer Basics
Expedited Registration

PolicyManager Main Menu

Expand All Collapse All

[=] Registration and Login Policies
Edit Banner URLs
Edit Registration Fields
Edit Registration Instructions
Create Registration Questions
Configure Proxy Registration
Configure Login Page

Set Classification

Enable Automatic Reviewer Role Assignment
Edit Other Author Login Instructions

[
=] Status Policies % !\Zg;g

Edit Document Statuses

~L - . o . r~Jdzs r~. L. .. " _ M~



Reviewer Basics
PolicyManager—Configure Expedited Reviewer Login

Configure Expedited Reviewer Login

..........



Reviewer Basics
PolicyManager—Configure Expedited Reviewer Login

Configure Expedited Reviewer Login

Checking the box 'Enable Expedited Reviewer Login' allows you to specify which people information fields must
be filled in by Reviewers logging into the system after they have been Proxy Registered by the journal.
Requiring a small number of fields (most of which will ideally be entered by an Editor during Proxy
Registration), will allow the Reviewer to proceed directly to the Reviewer Main Menu (without having to
validate his personal contact information) when logging in to the system.

¥  Enable Expedited Reviewer Login

Please select the fields you would like to require Reviewers to fill in when they login after being Proxy
Registered by the journal office. If all required fields are populated during the Proxy Registration process, the
Reviewer will proceed directly to the Reviewer Main Menu when he logs in. If one or more required fields are
not filled in, the Reviewer will be forced to enter the missing fields when he logs in.

Fields in bold text are required by the system and cannot be made Optional by the publication.

v Title

v~ Given/First Name
Middle Name

v" Family/Last Name
Degree

-

ries

systems



Configuration—Emails

PolicyManager Main Menu

Expand All Collapse All

=I E-mail and Letter Policies

Edit Letters




Configuration—Emaiils

Reviewer Assignment Letters
PolicyManager—Edit Letters

Reviewer Assignment Reviewer Invitation Editorial Board - Reviewer Assigned (Not Invited)
Reviewer - Reviewer Assigned (Not Invited)
Reviewer Assignment for Re-opened Review Reviewer Invitation Editorial Board - Re-open Review

Reviewer - Re-open Review
Reviewer Invitation Reviewer Invitation Editorial Board - Reviewer Invited

Editorial Board - Promote Alternate Reviewers
Reviewer - Reviewer Invited

Reviewer - Promote Alternate Reviewers




Configuration—Emaiils
Editing Text

Subject: |[JOURNAL OF SA DEMO] An invitation to review %ARTICLE_TITLE%

Dear %TITLE%: %LAST_NAMES:,

We would like to invite you to review a manuscript for %JOURNALFULLTITLE®.. The paper is called "% ARTICLE_TITLE®:.".

We believe that your expertise and insight would be a great asset to determining whether or not this paper is of academic merit.
If vou would like to review this paper, please click this link: S:ACCEPT_REVIEW_INVITATIONS: *

If vou do not wish to review this paper, please click this link: 2%DECLINE_REVIEW_INVITATIONS: *

The manuscript reference is %MS_NUMBER%:.

If possible, 1 would appreciate receiving your review in 9%:REVIEW_DAYS_TO_REVIEW?: days. You may submit your comments online at the above URL. There you will find spaces for confidential
comments to the editor, comments for the author and a report form to be completed.

With kind regards

%=EDITOR_NAME®%:
EDITOR_ROLE .

o
/
LT
S0

JOURNALFULLTITLE S

—\\/7es



Configuration—Emaiils
System Merge Fields

Letter Body: Insert Custom Merge Field | Insert System Merge Field
T_NAME®%,

: you to review a manuscript for %:JOURNALFULLTITLE%. The paper is called "3ARTICLE_TITLE®:".

ixpertise and insight would be a great asset to deternj e e e T R

view this paper, please click this link: %ACCEPT_REV

, You can drag and drop merge fields from here to the letter
‘eview this paper, please click this link: % DECLINE_R Subject or Body. (more...)

% ABSTRACT%

3]

%% ACCEPT_EDITOR_INVITATION%

[+

2% ACCEPT_INVITATION%

=

%ACCEPT_REVIEW_INVITATION®%

3]

% ACCEPT_REVIEW_INVITATION_AND_VIEW_REVIEWER_PDF%

=

% ACTUAL_TRANSFER_PUBLICATION_TITLE%

3]

%ADDRESS%

=

% ADDRESS1%
%ADDRESS2%
%ADDRESS3%
%ADDRESS4%

=

% AGREE_TO_TRANSFER%

-

ries

systems



Configuration—Emails
System Merge Fields

Insert System Merge Fields a
oom

You can drag and drop merge fields from here to the letter
Subject or Body. (more...)

Q title] < Expand All | Collapse All

# %ACTUAL_TRANSFER_PUBLICATION_TITLE%

# %CORR_ED_TITLE%

oo

the 1
ses

it (H

atior
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Configuration—Emails
System Merge Fields

(R RS R TIvVIvY O Y A AL LI o O B e e e L L A Y R ALY

\Dear %TITLE% % LAST_NAME%%,

You have been assigned to review a manuscript for %JQ,

%ARTICLE_TITLE%" fi

I would be grateful if you would review a paper entitled r this journal.

This is the abstract:
%ABSTRACT%

In order to review this paper, please click this link: %PENDING_ASSIGNMENTS_DEEP_LINK% *

If the above link does not work, please go to %JOURNAL_URL%. Your User Name is %USERNAME% and your password: %PASSWORD%.

The manuscript reference is %MS_NUMBER%.

If possible, I would appreciate receiving your review by %REVIEW_DUE_DATE% (IF JOURNAL IS IN 'INVITATION MODE'). If possible, I would appreciate receiving
your review in %REVIEW_DAYS_TO_REVIEW®Y% days (IF JOURNAL IS IN 'AGREED MODE’). You may submit your comments online at the above URL. There you will

find spaces for confidential comments to the editor, comments for the author and a report form to be completed.

With kind regards %

—\\/7es



Customize Reviewer
Assignment Letter

Carol Anne Meyer
(REVIEWER)

Cancel | | Preview Letter | | Save |

From: "Author Demo" <trashjo@ariessys.com:

To: Carol Anne Meyer

Letter Purpose: Reviewer Assignment

Letter Subject: |Reviewer Assignment for Women in Industry: A Study in American Economic

The Editors assigned to the current version of the submission are shown below. Additional recipients can be copied or
blind copied by typing their e-mail addresses into the blank boxes next to cc: or bce below. Multiple e-mail addresses
can be included, separated by semicolons (;).

cc: bcc: Editors Assigned to Manuscript

[l ) Edna Editor (Editor)

Letter Body: Insert Special Character  Open in New Window |

Dear Ms Meyer, -

You have been assigned to review a manuscript for A

I would be grateful if you would review a paper entit/{@l "Women in Industry: A Study in American Economic

History" for this journal.

This is the abstract:

The work of women for wages under a competitiveorganization of industry presents a problem of compelling
interest. Women have, of course, alwaysworked. The invention of the processes essential toorderly and secure
group life was the contribution ofprimitive women.

In order to review this paper, please click this link: %PENDING_ASSIGNMENTS_DEEP_LINK% *

If the above link does not work, please go to https://authordemo141.editorialmanager.com/. Your User Name is
%USERNAME®% and your password: %PASSWORD%.

The manuscript reference is AUTHORDEMO141-D-18-00002.

Dy AN

ries

systems



Configuration—Emails
Reviewer Management Emails

Edit Letters

Reviewer Changed Due Date Confirmation

Reviewer Instructions and Due Date

Reviewer Invitation Declined

Reviewer Thank You

Reviewer Uninvited Notice

Genera

Genera

Genera

Genera

Genera

Editonal Board - Rewview Due Date Changed
Reviewer - Review Due Date Changed

Editonal Board - Rewviewer Agree

Reviewer - Reviewer Agree

Editonal Board - Reviewer Decline

Reviewer - Reviewer Decline

Editonal Board - Rewview Assignment Completed

Reviewer - Review Assignment Completed

Editonal Board - Un-invite Reviewers Before Agreeing to Review
Editonal Board - Un-assign Reviewers After Agreeing to Review
Reviewer - Un-invite Reviewers Before Agreeing to Review

Reviewer - Un—assiﬂn Reviewers After Agreeing to Review

(.

Edit

Edit

Edit

Edit

Edit

Eaqit

Edit

Edit

Edit

Edit

Remove | Hide

Remove | Hide

Remove | Hide

Remove | Hide

Remove | Hide

—\\7es



Configuration—Emails

Subject: |Thank you for agreeing to review

Dear %TITLES: % LAST_NAME%,

Thank you for agreeing to review manuscript %MS_NUMBER% for 9%JOURNALFULLTITLE%.

I would be grateful if you would review a paper entitled "3:ARTICLE_TITLE®:" for this journal.
To download the paper now, please click this link: %:VIEW_REVIEWER_PDF% *

If possible, I would appreciate receiving your review by %REVIEW_DUE_DATE%.

You may submit your comments online at %JOURNAL_URL%:.

IYou can also submit your comments using this link: %REVIEWER_RECOMMENDATION_DEEP_LINK%:

There you will find spaces for confidential comments to the editor, comments for the author and a report form to be completed.

With kind regards

YEDITOR_NAME®s
%EDITOR_ROLEY:

—\\/7es



Configuration—Emaiils

Electronic Calendars
PolicyManager

-I General Policies

Configure Electronic Calendar Due Date Preferences




Configuration—Emails
Electronic Calendars

Electronic Calendar Due Date Configuration

Letters can be triggered at the following points related to due dates. Select the trigger points for which an electronic calendar event
should be attached to the responsible person’s e-mail notification. When the user clicks the attachment, the due date will be added as
an all day event to his or her local electronic calendar (for calendar programs which recognize the iCalendar file format - e.g. Outlook,
iCal, Google Calendar).

Note: In order to use this feature, letters must be also be configured to be sent at the appropriate juncture.

Cancel |  Submit |

Reviewer Agrees to Review (calendsr event recipient: Reviewer)
Reviewer Assigned (calendar event recipient: Reviewer)

Review Due Date Changed (calendar event recipient: Reviewer™®)
Reviewer Uninvited/Unassigned (calendar event recipient: Reviewer™)

Review Assignment Terminated (calendar event recipient: Reviewer™)

o
*These calendar modifications will only be sent if the original calendar entry was sent to the recipient. (e.g. A due
date change attachment is only sent if the recipient first received the assignment attachment) es

systems




Configuration—Emaiils

Deep Link Expiration
PolicyManager

Reviewer Recommendation Policies

Edit Reviewer Recommendation Terms

Create/Edit Custom Review Questions

Create/Edit Review Forms

Match Review Forms to Article Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration




Configuration—Emails
Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration

To set the expiration policy for the %REVIEWER_RECOMMENDATION_DEEP_LINK®%:, select an option
below and enter the desired number of clicks or days. If both options are selected, the link will expire
as soon as the first criteria i1s met. To keep the link active indefinitely, do not select either option.

~i Expire link after |3 clicks
v Expire link after |30 days

Cancel | Submit |

-

ries

systems



Configuration—Emails

Set “Email From” Address
PolicyManager

Set "Email From" Address




Configuration—Emails
Set “Email From” Address

Set "E-mail From" Address

All e-mail messages generated by Editorial Manager or Preprint Manager - Production Tracking need an e-mail
address to indicate who sent the message. The sender’s email address is configured on individual letter templates.

You may customize the 'E-mail From' name that appears on the message. This is also the name displayed in the
‘Reply To' field if the recipient responds to the message. For example, if you want 'The Journal' to appear in the
‘E-mail From' field on the message, the address must be entered in the following format:

“The Journal" <editorialoffice@thejournal.com=

If you want the e-mail address to appear in the 'E-mail From' field on the message, simply enter the e-mail
address:
editorialoffice@thejournal.com

Letters generated by Editorial Manager may be configured to use the Editorial "E-mail From"™ Address as the
sender of the message. In addition, many system-generated e-mails will use this address as the primary contact
address for the publication.

Letters generated by Preprint Manager - Production Tracking may be configured to use the Production "E-mail
From” Address as the sender for letters in the Production or Production Reminder families.

Letters send when an Author's waiver request is granted or denied may be configured to use the Waiver "E-Mail
From" Address.

Editorial "E-mail From"” Address: "‘Journal of Demonstration” <sebastian.ata)

Froduction -maill From Address: satay@ariessys.com

Waiver "E-mail From" Address: “Journal of Demonstration” <trashi@ariess

—\\/7es



Emails—Editor View

Select Reviewers - Confirm Selection and Customize Letters
Submission DEMOSA140-D-17-00003
Amazing Author
"Reviewer Experience Demonstration Manuscript"”

You have selected the following people as potential Reviewers (more...)

Reviewers to Invite

| Reviewer Invitation ‘ -

| ays to Review Do Not Invite
7 L]

Sebastian Atay V¥ (Reviewer)

Customize

—\\/7es



ROLEMANAGER  ACTIONMANAGER

Registration

Configuration—Emaiils
Proxy Registration

Role:Managing Editor Usermame: mary121

POLICYMANAGER + ADMINMANAGER + ADMINISTRATION HELP

ActionManager

Event

” Author Letters

New User Registers

’ Welcome

Forgot Username or Password

|Send Username and Password

Forced Username Change

' NONE

Merged Duplicate Users

’Merge Duplicate User Notice

User is Made Inactive

Proxy Register New User

| NONE

’Proxy Registration Notice to Registrant

-

ries

systems



e Configuration—Emails
INI:®) Proxy Registration Notice to Registrant
PolicyManager

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 |

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

Proxy Registration Notice to Registrant General Author - Proxy Register New User ® Edit




GLPR Configuration—Emails

Proxy Registration Notice to Registrant

Alert

Dear % TITLES “oLAST_NAME .,

You have been registered for the Editorial Manager online submission and peer review tracking system for S5JOURNALFULLTITLE%. You may have been registered for one of the following reasons:
-The editor would like you to review a submission (you will receive a separate review invitation)

-You authored a submission that was received outside of this submission system

Here is your username and confidential password, which you need to access the Editonal Manager at 9:JOURNAL_URL%:.

Username: % USERNAME®:
Password: 9PASSWORDY%

Please save this information in a safe place.

You can change your password and other personal information by logging into the %%JOURNALFULLTITLE%: website and clicking on the Update My Information link on the menu.

Best regards,

—\\7es
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Questions?



Configuration

RoleManager Permissions



Configuration—Permissions
RoleManager

RoleManager

Editor Role
Publisher Role




Configuration—Permissions
RoleManager

RoleManager

Listed below are the roles that are currently defined for Reviewers. You may Add new roles or Remove or Edit existing roles. You can also create a
new Reviewer Role by copying an existing role. When you Copy a Reviewer Role, all options in Reviewer RoleManager and related configuration
options (e.g. Review Forms, Manuscript Rating Questions, ActionManager letters, etc.) are carried over to the new role. Be sure to enter a unigue
Role Name and make sure all settings pertaining to the new role are correct, as the new role will be available for selection on pages where
Reviewer Roles are displayed as soon as the Edit Role Definition page is submi

Reviewer Remo

Add |

—\\/7es



Configuration—Permissions
RoleManager

Edit Role Definition

Role Name:™* Reviewer

Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform.

Collapse All

Permissio s and Completed Assignments
+/ Permissions for Completed Assignments Only

+ General Permissions (Applicable to All Reviewer Pages)

Cancel Submit |
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ries

systems



Configuration—Permissions
New Reviewer Invitations

RoleManager

=l Permissions for New Reviewer Invitations
D View Abstract Text

| pownload Manuscript (Reviewer PDF)

|| pownload Submission Item[specim Dataset -

L] view Corresponding Author and Affiliation
[ ] view All Authors and Their Affiliations
L] view Keywords

[] View Document Classifications




Configuration—Permissions
Pending and Completed Assignments

RoleManager

=] Permissions for Pending Assignments and Completed Assignments
| view status History
D View Correspondence History
L] view Corresponding Author
L] view Similarity Check Results
[ ] view checkCIF Results
[] View Bibliometric Intelligence Results
L] O\!wew Reference Checking Results

] C)Upload Attachments on Reviewer Recommendation page




Configuration—Permissions

Completed Assignments
RoleManager

=/ Permissions for Completed Assignments Only
View Final Disposition

D View Un-Blinded Comments

=4
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systems



Configuration—Permissions
General Permissions

RoleManager

=] General Permissions (Applicable to All Reviewer Pages)

CNRNCN RN CA RN I R CARRC RN

O/ AR OO

View Manuscript Number
View Article Type
View Article Title
View Status Date
View Current Status
View Assigning Editor
View Author Decision Letter
O View Unblinded Version
®) view Blinded Version
View Un-Blinded Reviews for Open Peer Review
View Other Reviewer's Comments to Author
View Other Reviewer's Comments to Editor
View Author's Response to Reviewer Comments
View Reviewer's Own Review History
Send Ad Hoc E-mail
Search Similar Articles in MEDLINE

Search Author Publications in MEDLINE

-
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systems
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Questions?



Gathering Information

Bibliographic Searching
Similarity Check

StatReviewer



Bibliographic Searching

Reviewers can search major databases.
A few of many examples
Google and Google Scholar
HighWire
arXiv
PubMed
JSTOR
Editorial Manager constructs searches
Author names
Keywords
Manuscript titles
Classifications



Bibliographic Searching

Pending Assignments Folder

Pending Reviewer Assignments for Amy Analyst

Page: 1 of 1 (2 total assignments)

My

Reviewer | Manuscript Article

Number | Number Type
2 Action A AY AY AY

View Submission 1 DEMOCAM141-D-17- Original The Education of a Computer
History 00013 Study

== icles in
Google Scholar Title Search
PubMed Keywords
Search Google for Title
PubMed All Authors and Title Sea

Send E-mail

View Submission 1 DEMOCAM140-D-17-  Original Test of Reviewer Assignment letter
History 00004 Study deep links

Similar Articles in MEDLINE

Google Scholar Title Search

PubMed Keywords

Search Google for Title

PubMed All Authors and Title Search
JSTOR

Submit Recommendation

Send E-mail

Page: 1 of 1 (2 total assignments)




T, il Graco Murtay ogper L Q

Grace Hopper - Wikipedia

Bibliographic Searching

Pending Assignments Folder

Grace Murray
b,

hat did Dr Grace Hopper invent?
hat is Grace Hopper known for?
s Hopper in 20177

FPPIme®, | The Educaion of a Compuer

\.
y

1ce Hopper greatest contrbution to computing?

per - Public.Navy.mil

sar Admiral ‘Amazing

e a5p v

People also search for ™

AR e

lew Submission
istory

“The Education of a Computer’ (1952) : Historyofinformation.com

fnformation comexp

imilar Articles in MEDLINE
oogle Scholar Title Search S |

\Role of Computer in
fleducator org/aS
comy

dand they

ubMed Keywords
earch Google for Author

G:I{Q Login o My Account | Register

JSTOR | The Educaton of s Computer Q| advanced Search v Browse v Avout Support
. Js
) Showing 1-25 of 247,296 search results Searcn ey
Refine Results
T e Sortoy: Retvance v | snowsnigpets | ©

ﬂ ©  BooKCHAPTER

Download PDF
THE EDUCATION OF A COMPUTER (pp. 213-246)

Content Type:

Jourais (220,849) From: Grace Hopper and the nvention o

ubMed All Authors a

Inform

Reseacn Reors (1119
O R Tope: ees, o, B o Lo, e, Cors
f ; I s 6 .
‘Computers in tion, Mathematic ucation
Publication Date:
om ®
PR T— ——
- - AForecast for Technology and Education: The Report of A
Gomvarmmn Computer Delphi [ oo
Educational Technology, Vol. 26, No. 6 (June 1986), pp. 7-14 Cite this ltem

Emerging technology, Delphi metnog. Computer sotware, Environmental technology.
School gisticts, Computers In education

Affcan American Studies
(1.426)

Affcan Studies (1,009)

NM=2TTUOMDTOOONDIC

end E-mail

ries

systems



Similarity Check

aka
iThenticate
previously known as

CrossCheck



Similarity Check/iThenticate

Similanty Check/iThenticate Results (929%)

Similarity Check/iThenticate Results (69%)




@ Secure htips://api.ithenticate.com/en_ 1425?lang=en_ y=
15-Nov-2017 02:51PM
+/ iThenticate:
qn JOURNAL A
finite ion of

Manuscript Number:
Full Title:

--Manuscript Draft—

The finite propagation of speed of sound waves

of sound waves

476 words « 9 matches « 7 sources

JOURNALA-S-17-00149.pdf

Match Overview

g H W N

Crossref 245 words
Kostrykan, Vadim, JA'rgen Potthoff, and Robert Schrade
Finite propagation speed for solutions of the wave equatio

(=]

Internet 105
crawled o

ed or

Internet 34 words
28-Jul-2017

crawied on Z&

documents. mx

49%

21%

7%

-

ries

systems



Similarity Check /iThenticate

Configuration ...
PolicyManager

Configure Similarity Check




Similarity Check/iThenticate
Configuration

RoleManager

=] Permissions for Pending Assignments and Completed Assignments

[ view Status History

L] view Correspondence History

¥l view Bibliometric Intelligence Results
V] OView Reference Checking Results

] IO‘Upload Attachments on Reviewer Recommendation page




StatReviewer

stat reViewer



stat reviewer

An automated review of statistical and reporting integrity for
scientific manuscripts.

Manuscripts are scanned and a PDF report is generated.

The report will either resemble an actual peer review, or
checklist, depending on the guidelines specified by the
journal.

Can be used on every manuscript to ensure consistent
integrity, or used only when needed.

MS can checked against reporting guidelines, e.g. CONSORT
2010, STROBE, STARD, ARRIVE, The Uniform Requirements for
Medical Journals.



stat reviewer

Select Reviewers - Confirm Selection and Customize Letters
Submission DMITRIDEV131-D-16-00053

Ed J Editor, MD

"test from testweb on 10-11-2016"

You have selected the following people as potential Reviewers (more...)

Reviewers to Invite

T —— i e et

Roger Reviewer V¥V (Reviewer)

Invite Reviewer 2 l - Customize

[=] StatReviewer Results

Display StatReviewer Results to Reviewers - View StatReviewer Results

Cancel |

Change Selections |

Confirm Selections and Proceed |

-

ries

systems



stat reviewer

Pending Reviewer Assignments for Roger Reviewer

Page: 1 of 1 (1 total assignments)

Reviewer | Manuscript

2 Action A

View Submission 1 CAROLINEDEV131-D-16-00046 15.0-19 Article carolin
I StatReviewer Results I

HISToTY

Similar Articles in MEDLINE

Google Scholar - Title

Submit Recommendation

Send E-mai

Page: 1 of 1 (1 total assignments)

—\\/7es



stat reviewer

StatReviewer Results
DMITRIDEV130-D-16-00010
"Test"

All reports returned by the StatReviewer tool are listed below. Click "Download" next to any completed reports to download a PDF of the results file.

Close
Reports
Report ID (Guideline |DateCreated [Revision  [Actions
114 Consort - Author Jul 18 2017 1 Download
112 STARD - Reviewer Jul 18 2017 1 Download
104 Consort - Author Jul 12 2017 0 Download
102 STARD - Reviewer Jul 12 2017 0 Download
101 STARD - Author Jul 12 2017 0 Download
Close

—\\/7es



Gathering Information

Questions?



Submitting a Recommendation

Review Forms aka Reviewer Forms



Review Forms

l Message 1id] Review_Due.ics (631 B)

Action ltems

Dear Mx. Atay,
Thank you for agreeing to review manuscript DEMOSA140-D-17-00003 for SA Demo 14.0.
I would be grateful if you would review a paper entitled "Reviewer Experience Demonstration Manuscript” for this journal.

To download the paper now, please click this link: http://demosal40.edmgr.com/l.asp?i=140&|=ROKFTDFE *

If possible, | would appreciate receiving your review by Dec 21 2017 11:55PM.

You may submit your comments online at http://demosal40.edmgr.com/.’

You can also submit your comments using thi

There you will find spaces for confidential comments to the editor, comments for the author and a report form to be completed.

With kind regards

Dirk Strider
Editor in Chief
SA Demo 14.0

—\\/7es



Content Slide

Text
Text



Review Forms

Pending Reviewer Assignments for Seb Atay

Page: 1 of 1 (2 total assignments)

My
Reviewer | Manuscript
Number | Number

E Action A AY AY

View Submission 1 DEMOSA140-D-17-00003 Rapid Communication Reviewer Expernience Demonstration Manuscript
Submit Recommendation
View Submission 1 DEMOSA122-D-16-00005 Rapid Communication 2 Test Paper no. 57

Similar Articles in MEDLINE
Submit Recommendation
Send E-mail

Page: 1 of 1 (2 total assignments)
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systems



Review Forms

Reviewer Recommendation and Comments for Manuscript Number DEMOSA122-D-16-00003
Test paper no. 55

Original Submission
Seb Atay (Reviewer 1)

Recommendation: | No Recommendation - | Owverall Manuscript Rating (1-100): :I

Logout of Editorial Manager | Save & Submit LaterJ Upload Reviewer Attachments J Proof & Print j Proceed J

Reviewer Instructions |

—\\/7es



Review Forms
Recommendation

Reviewer Recommendation and Comments for Manuscript Number DEMOSA140-D-17-00003
Reviewer Experience Demonstration Manuscript

Original Submission
Seb Atay (Reviewer 1)

Recommendation: [T 55 Dverall Manuscript Rating (1-100): I:I
Accept

Revise
Reject

Cancel | Save & Submit Later |  Upload Revigver Attachments |  Proof & Print Proceed |

—\\/7es



Review Forms
Review Questions

Reviewer Instructions |

Review Questions

*1Is the methodology adequately described? (Limit 7 to 200 Characters) [Instructions]

Yes/No
Character Count: 6

Insert Special Character

*Is this paper adequately cited?

e

Manuscript Rating

These instructions are customizable by the journal.

*The subject addressed in this article is worthy of investigation.
. C

N/A 1 2 3

*The information presented was new.

o) () ) )

N/A 1 2 3 - 5

*The conclusions were supported by the data.

(o) ® ) ) ®! ) ) () )

N/A il 2 3 4 5 6 7 8 9
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systems



Review Forms
Reviewer Comments

Reviewer Blind Comments to Author

Insert Special Character Open in New WindowJ

Reviewer Confidential Comments to Editor

Insert Special Character Open in New WindowJ

Is there a financial or other conflict of interest between your work and that of the authors?

YES __ NO

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

—\\/7es



Review Forms
Transfer Permission

Transfer Authorization

[Instructions]

* If this submission is transferred to another publication, do we have your consent to include your identifying information?

®) please Select Response () Yes () No

* If this submission is transferred to another publication, do we have your consent to include your review?

®) please Select Response () Yes (_ No

Logout of Editorial Manager | Save & Submit Later Upload Reviewer Attachments |  Proof & PrintJ Proceed J

—\\/7es



Reviewer Attachments



Reviewer Attachments

FOR the REVIEWER
FROM the Reviewer



Reviewer Attachments
FOR the Reviewer

Editors can provide attachments as a supplemental file for
reviewers

Deep links for the Reviewer Invitation Letters are available:
%ATTACH_FOR_REVIEWER_DEEP_LINK%
Y%ATTACH_FOR_REVIEWER_DEEP_LINK_INSTRUCTIONS



Reviewer Attachments
FROM the Reviewer

Reviewers (with permission) may upload supplemental files
These files are not built into the PDF
Reviewers will always have access to these files
Reviewer Attachments be configured to
Allow Author Access
Allow Reviewer Access (for other reviewers)

Publications can choose to sanitize Reviewer Attachments



Attachments

Logout of Editorial Manager |  Save & Submit Later | | Upload Reviewer Attachments | Proof & Print |  Proceed |

—\\7es



Attachments

Upload Reviewer Attachments for Manuscript Number DEMOSA122-D-16-00003
"Test paper no. 55"

Enter a Description, Browse and Attach to select any additional material or annotated information you wish to
include in your review.

Description: | Insert Special Character

File Name: | Choose File

Attach This File

No files are attached.

Back | Proceed with Recommendation |

—\\/7es



Insert Special Character

Description: |

File Name: [ Choose File | Status Flow and Truth Table.xls
Attach This File M

Upload Reviewer Attachments for Manuscript Number DEMOSA122-D-16-00003
"Test paper no. 55"

Enter a Description, Browse and Attach to select any additional material or annotated information you wish to
include in your review.

Insert Special Character

Description: [

File Name: | Choose File

Attach This File |
Attachments:
| Action [Description ____|FileName _______[Size __|Last Modified
43.5 KB Nov 23 2017 09:17AM

Status Flow and Truth Table.xls

Back | § Proceed with Recommendation |

Download
Remove

-

ries

systems



Insert Special Character

Description: |

File Name: [ Choose File | Status Flow and Truth Table.xls
Attach This File M

Upload Reviewer Attachments for Manuscript Number DEMOSA122-D-16-00003
"Test paper no. 55"

Enter a Description, Browse and Attach to select any additional material or annotated information you wish to
include in your review.

Insert Special Character

Description: [

File Name: | Choose File

Attach This File |
Attachments:
| Action [Description ____|FileName _______[Size __|Last Modified
43.5 KB Nov 23 2017 09:17AM

Status Flow and Truth Table.xls

Back | § Proceed with Recommendation |

Download
Remove

-
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systems



Reviewer Attachments

Questions?



Review Forms

Configuration



Review Forms
Configuration

Reviewer Recommendation and Comments for Manuscript Number DEMOSA122-D-16-00003
Test paper no. 55

Original Submission
Seb Atay (Reviewer 1)

Recommendation: [No Recommendation - | Owerall Manuscript Rating (1-100): l:l

Logout of Editorial Manager Save & Submit Later ‘| Upload Reviewer Attachments J Proof & Print J Proceed

Reviewer Instructions |

—\\/7es



Review Forms—Configuration
Reviewer Recommendation Terms

=] Reviewer and Editor Form Policies

Manuscript Rating Question Configuration
Edit Manuscript Rating Questions
Overall Manuscript Rating Question Settings

Edit Manuscript Rating Instructions

Edit Reviewer Recommendation Terms
Create/Edit Review Forms
Match Review Forms to Article Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration




Review Forms—Configuration
Reviewer Recommendation Terms

Edit Reviewer Recommendation Terms

Listed below are the terms used for Reviewer Recommendations. You may Add new terms or Remove or Edit existing terms.

Accept Edit
Revise Remove Edit
Reject Edit
New Reviewer Recommendation Term: Add |




Review Forms—Configuration
Reviewer Instructions

Reviewer Recommendation and Comments for Manuscript Number DEMOSA122-D-16-00003
Test paper no. 55

Qriginal Submission
Seb Atay (Rewiewer 1

Recommendation: | No Recommendation| ~ = Overall Manuscript Rating (1-100): D

Logout of Editonal Manager | Save & Submit Later | Upload Reviewer Attachments | Proof & Print |  Proceed |

“ Reviewer Instructions |

—\\7es



Review Forms—Configuration
Create /Edit Review Forms

Reviewer Recommendation Policies

Edit Reviewer Recommendation Terms

/Edit C m Review Questions

Create/Edit Review Forms

atch Review Forms to Article Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration




Review Forms—Configuration
Create /Edit Review Forms

Review

Form Name: ‘Default Review Form

Hide - When you Hide a Reviewer Form, the form will be

deactivated
(not available for use with any Article Types).

Reviewer Instructions:

E] Display Reviewer Instructions in popup Insert Special
Character
Dear Reviewer:
N
Please find below some instructions that will help you perform your review of
this paper.
v

You will have been sent the date that your review is due in the 'Reviewer

—\\7es



Reviewer Instructions |

Review Questions

*Is the methodology adequately described? (Limit 7 to 200 Characters) [Instructions]

’Yes/No
Character Count: 6

Insert Special Character

*1s this paper adequately cited?
Manuscript Rating
These instructions are customizable by the journal.
*The subject addressed in this article is worthy of investigation.
@ O O O

N/A 1 2 3

*The information presented was new.

|© O 1\:\) Cu C- |C}
N/A 1 2 3 4 5

*The conclusions were supported by the data.

®© O O O O O O O O O

N/A | 2 3 -+ = 6 7 8 S

ries

systems



Review Forms—Configuration

Create /Edit Custom Review Questions
PolicyManager

Reviewer Recommendation Policies

Match Review Forms to Article Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration




Review Forms—Configuration

Create /Edit Custom Review Questions

Create Custom Review Questions

Listed below are the custom questions which may be displayed as part of a Review Form.

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 Edit link and selecting the Hide checkbox. Hidden

questions are displayed at the bottom of the list in gray italic text.

To add a new question, click the Add button.

Add |

Question

Are you willing to review the revision of this manuscript?

<font color=red=> <i=Did you know that you can use HTML to format your question text?</i></font>
What are the strengths of this manuscript?

What is the recommended date of latest publication?

How many other peer reviewed paper have been written on this subject?
Please enter a decimal.

Write an essay about this manuscript.

Please select a fruit from the drop-down list below

Please select the highest degree attained by the corresponding author.
From what field is the corresponding author's degree?

What kind of pet do you have? Please between 2 and 4 responses.

Do you have a garden?

How many houseplants do you have?

Do you know the way to Sante Fe?

Add |

Actions

Remove
Remove
Remove
Remove
Remove
Remove
Remove
Remove
Remove
Remove
Remove
Remove

Remove

Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit
Edit

-

ries

systems



Review Forms—Configuration

Create /Edit Custom Review Questions

Question:

Cancel | Submit |

Insert Special Character

Trnetsirtinne fae Daviauwas Dacsnnaneas

Response Type:

Minimum Field Length:

Maximum Field Length:

Default Value for Field:

rrrrrrrrrrrrrrrrrr

Text | ~

Date
Integer
Decimal
Notes
List to 200)
Yes/No
Yes/No/NA
Yes/No/Text

Minimum Field
Length:

Maximum Field
Length:

Default Value for
Field:

0

(Must be less than or equal to the Maximum Field Length)

(A value from 1 to 200)

(® None
\_) Single Value (enter value below)

Insert Special Character

an or equal to the Maximum Field Length)

=4

ries

systems



Review Forms—Configuration
Create /Edit Review Forms
PolicyManager

Reviewer Recommendation Policies

Edit Reviewer Recommendation Terms

/Edit C m Review Questions

Create/Edit Review Forms

atc icle Types and Reviewer Roles

Set Pending Assignments Deep Link Expiration

Set Reviewer Recommendation Deep Link Expiration




Review Forms—Configuration
Create /Edit Review Forms

Custom Review Questions

Visible to
Required for Other Visible to
Submission | Reviewers| Author
¥ ] ]

Remove

| Select Questions |

’17 Is the

methodology
adequately
described?

2 Is this paper v ] ] Remove

adequately
cited?

Update Item Order |

=4

ries

systems



Review Forms—Configuration
Create /Edit Review 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
Is this paper adequately cited?

[] Reviewer Question 1

] Reviewer Question 2

Is the methodology adequately described?

Add To Form |

Cancel |

—\\7es



Review Forms—Configuration
Create /Edit Review Forms

Custom Review Questions

Select Questions |

Visible to
Required for Other Visible to
Question Submission | Reviewers| Author | Actions

Is the Remove

methodology
adequately
described?

2 Is this paper V] [] [] Remove

adequately
cited?

3 Reviewer L] [] L] Remove

Question 2

Update Item Order J




Reviewer Instructions J

Review Questions

*1s the methodology adequately described? (Limit 7 to 200 Characters) [Instructions] Insert Special Character

Yes/No
Character Count: 6

*1s this paper adequately cited?

Manuscript Rating

These instructions are customizable by the journal.

*The subject addressed in this article is worthy of investigation.

(@) O @ (

N/A 2 3

*The information presented was new.
(® O

N/A 1

*The conclusions were supported by the data.

. ) ) () P

N/A 1

—\\/7es




Review Forms—Configuration
Edit Manuscript Rating Questions

-] Reviewer and Editor Form Policies

Manuscript Rating Question Configuration

Edit Manuscript Rating Questions

Edit Manuscript Rating Instructions

ttings
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systems



Review Forms—Configuration
Edit Manuscript Rating Questions

Edit Manuscript Rating Questions

A ) The subject addressed in this article 1s worthy of investigation. Edit
B ) The information presented was new. Edit
C ) The conclusions were supported by the data. Edit

“ Add New Manuscript Rating Question J

Return to PolicyManager




Review Forms—Configuration
Edit Manuscript Rating Questions

Add Manuscript Rating Question

Insert Special Character
Add Manuscript Rating Question: ‘How good is this rating? X

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

(O 1-3

® 15

O 1-10

Cancel | Submit |




Review Forms—Configuration
Edit Manuscript Rating Questions

Edit Manuscript Rating Questions

& ) The subject addressed in this article 1s worthy of investigation. Edit
B ) The information presented was new. Edit

D ) How good i1s this rating? Remove Edit

Add New Manuscript Rating Question |

Return to PolicyManager




Review Forms—Configuration
Match Review Forms to Article Types

and Reviewer Roles
PolicyManager

Reviewer Recommendation Policies

Edit Reviewer Recommendation Terms

Create/Edit Custom Review Questions

Set Reviewer Recommendation Deep Link Expiration




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 J

SubmitJ

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

Reviewer Role

Article Type

Original Study

Reviewer

ew: Default Review Form

¥ Use Manuscript Rating

Revised: Revised Review Form | v

Statistical Reviewer

ew: \Yet a Third Review Form| =

¥/ Use Manuscript Rating
Questions Select

¥| Display Responses to Author

Revised: \IRevised Review Form »

New: Default Review Form \ -

Use Manuscript Rating
Questions Select

New: \Default Review Form I -

Use Manuscript Rating
Questions Select

Editorial ‘
Display Responses to Author Display Responses to Author
Revised: | Default Review Form - Revised: |Default Review Form | »
New: Default Review Form | ~ New: |Default Review Form | +
Use Manuscript Rating — Use Manuscript Rating
. Questions Select Questions Select
Review

Display Responses to Author

Revised: Default Review Form \ -

Display Responses to Author

Revised: |Default Review Form | »

Case Report

New: Default Review Form ] -

¥ Use Manuscript Rating
Questions Select

New: ]Default Review Form [ -

¢ Use Manuscript Rating
Questions Select




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

Article Type

Reviewer

Editorial Board

Rapid Communication

New: |Default Review Form v

M use Manuscript Rating Questions -
O Display Responses to Author

Revised: | Default Review Form [ ~

New: IDefauIt Review Form

M use Manuscript

Questions -

ses to Author

Revised: ult Review Form | ~

Rapid Communication 2

New: | Default Review Form =

Muse Manuscript Rating Questions Select
[l Display Responses to Author

Revised: IDefauIt Review Form | - |

: ’Default Review Form -

M use Manuscript Rating Questions -
] Display Responses to Author

Revised: IDefauIt Review Form | v |

Rapid Classification

New: IDefault Review Form v

[V use Manuscript Rating Questions -
U Display Responses to Author

Revised: |Default Review Form I v |

New: IDefauIt Review Form v

[Vl Use Manuscript Rating Questions -
] Display Responses to Author

Revised: IDefault Review Form I v |

Original Study

New: |Default Review Form -

M use Manuscript Rating Questions -

O Display Responses to Author

Revised: IDefauIt Review Form > |

New: IEditoriaI Board Review Form | ~ |

[(Juse Manuscript Rating Questions -
Display Responses to Author

Revised: IDefauIt Review Form -

-

ries

systems



Review Forms—Configuration
Manuscript Rating Questions

Reviewer Manuscript Rating Questions
Rapid Communication 2 / Reviewer

Check the boxes to include the questions in Manuscript Ratings for this Article Type/Reviewer Role.
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.

Select All

Select Order Manuscript Rating Question Answering the Question is:
1 A) The subject addressed in this article is worthy of investigation. ® Required  ( Optional
’27 B) The information presented was new. (® Required O Optional
/37 C) The conclusions were supported by the data. ® Required O Optional
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Search

Search Submissions | Search People
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Topic: Reviewer Consultation

View/Print All |
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\ssignment
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mary mary ¥ Managing Editor 1 Jun 14, 2018 Active / / /
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Send E-mail
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History 00005 Study 2018 2018 2018 2018 MD
Submit Recommendation
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The information presented was new.

The conclusions were supported by the data.
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frontier: Big
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some of the grammatical and structural issues
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John Smith 123user@ariestrash.com 8/3/2016 8/3/2016 Accept [This is good work. Thank you for your JOURNALA-D-15-00037 |Sude Effects of  |Clyde Stratton
contributions here. Aspirin
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manusaript editing service.
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M. Shimono 156user@ariestrash.com 7/28/2016 8/3/2016 v Reviewed for Pediatrics
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(]

Source: Zadie Jones & Preferred source X

v Peer review (1) @ <+ Add peer review 11 Sort

v review activity for JOURNALA(1) & 5 a

Journal, Testing

LEE B Type Role Actions

2018 review reviewer (@) hide details | view | &
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Reviewer calculations (e.g. Days Until Review Due, Days Taken, Elapsed Days,
Average Days Qutstanding, etc.) are based on the date the Reviewer was invited to
review the submission. If you choose 'Agreed Mode’, all calculations are based on
the date the Reviewer agreed to do the review.
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:] DEMOSA122- Rapid Test paper Seb Atay Dirk Nov 23 MNov 23 Mowv 30 7 0 0 o 0 0
D-15-00003 Communication no. 55 Strider 2017 2017 2017

Details ¥ T:14AM 7i18AM 11:59PM

—\\/7es



Reviewer Reminder Report

Send Reviewer Reminder E-mail

Select a letter to send to the Reviewers.

Reviewer - Batch Late Review

Reviewer - First Late Reminder

{Reviewer - Second Late Reminder

Reviewer Reminder - Before Agree or Decline
Reviewer Reminder - Before Due Date

1 3




Reviewer Reminder Report

Reviewer Reminder Report - Customize Letters

You have selected the following Reviewers to receive a reminder letter. (more...)

Cancel | Send All Letters |
Manuscript Number Article Title Reminder Letter Do Not Remind
Seb Atay (Reviewer) DEMOSA122-D-16-00005 Test Paper no. 57 Reviewer - First Late Reminder

Cancel |  Send All Letters |

—\\/7es



Aside--Excluding People from
Receiving Reminders

Search People

Search People - Search Results

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character

Criterion Selector

Value

Last Name - 'Begins With

| [~
[Last Name | ~ [Begins With | = |
| I

[Last Name

-

~ |Begins With

Download Search Results |

I

Clear Search

Page: 1 of 1 (12 total People Matches)

Merge City | State or Province
People AV |AY

Robert Reviewer

Remy Referee

Otto Oppositional
Olivia Opinion
Edwin Expert
Edna Editor

Author
Role AV

UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES
UNITED STATES

Register New User

User Role

ALL REVIEWER ROLES

- [enp[ -

Display 500| ~ results per page.

[Author]
[Author]
[Author]
[Author]
[Author]
[Author]
[Author]
[Author]

Reviewer

Role
[Reviewer]
[Reviewer]
[Reviewer]
[Reviewer]
[Reviewer]
[Reviewer]
[Reviewer]

[Reviewer]

Editor
Role

[Editor]

[enp[ ~

Publisher
Role
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Aside--Excluding People from

Receiving Reminders
Search People—Update Information Screen

i C S P
User Information Open Special Character Palette

Search People -

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

To update any information, make the

changes on the form and click Submit. Default Login Role: [Editor ~
Required fields have an asterisk next —
to the label. Default Login Menu ‘Ed|tor|a| Menu -

Available as a Reviewer? * Yes (@ No
Dirk Strider ¥ Board Member? Yes () No (@

Proxy-Registered: Forbidden as a Reviewer? Yes () No (e
Dec 02 2014 08:32AM - .

(Data Unconfirmed by User) Reviewer Role * Reviewer -

Publis * \ .

Last Modified: ublisher Role MJone l

Sep 07 2016 10:16AM Editorial Role *  [Editor in Chief -
Inactivate this User | Editor Description  [EIC extraordinaire

Activity Details |

Additional People Details |

Send Login Details |

**The user will be sent an email with

a link to reset their password. The Personal Information
password will not reset until the user
clicks that link. Title (Mr., Mrs., Dr., etc.)

[] Exclude this user from receiving Given/First Name *
all batch and reminder emails:

Dirk

® Always

When Unavailable Dates are Family/Last Name *
active

Strider

|
{
Middle Name ’
|
Degree [

(Ph.D., M.D., etc.) \ ries
7 N\ Hsystems



Reviewer Reminder Reports

Automated Reviewer Reminder Report
Reports Menu

Reviewer Reminder Reports
Reviewer Invited - No Response Report

Automated Reviewer Reminder Report




Reviewer Reminder Reports
Automated Reviewer Reminder Report

Automated Reviewer Reminder Reports

Creats 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 Response. Send Reminder: Send 2n zutom

Reviewers who have

ding invit:

her accepted nor declined the

vited or term

Reminder Before Due Date: Serd

ews that are exactly 10
agreed to the review invitation but have not yet

Reminder Past Due Date: Send 2n 2.

reminder report is run, enter 0 days, Rem

tomated reminder e-mail for revie

at are exactly |7

ers will be sent to Reviewers

¢ho have agresd to the review inv
Reviewer Role:

Handling Editor:

Reminder Name:

Reminder Letter:
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Vou may further ¥
desired itzms in the selection

y selecting all, or choosin
. On 2 Mac,

one or more values below. On a PC, multiple values may be selected by holding down
he 'Commanc’ key s used while using the mouse to dick the desired items,

the ‘Ctrl’ key on your keydoard, while using the mouse to select the

Article Type:

d Original Study
e requirement (hidden

Ednorial (hidden v

Section/Category: Ba

ence Section

Clinical Section

Save as Automated Reminder

Saved Automated Reminders

want to permanently remove a2 saved reminder, and stop all au

for a saved reminden N
crested them. Re-order saved reminders by dragging and dropping the
tool.

ated reminder e-mails associated with
removed or edited by the user who
d reminder record to the new location via the Drag & Drop
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Reviewer Reminder Reports
Automated Reviewer Reminder Report

Reminder Type:

Reviewer Role:
Handling Editor:

Reminder Name:

Reminder Letter:

® No Response. Send Reminder: Send an automated reminder e-mail to Reviewers with outstanding invitations that were sent exactly ’57 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 |1p 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.

| (All Reviewers) I -

[ (Al Editors) [~

Insert Special Character

Maximum 200 characters

[Please Choose an Automated Reminder Lett| ~

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:

Section/Category:

Rapid Communication A Select Al
Rapid Communication 2

Rapid Classification Vv

Onginal Study Clear all

Clinical Section (hidden) Select Al
Basic Science Section (hidden) A
Epidemiology Section (hidden) v
Victorian Age (hidden) Clear all

Save as Automated Reminder |
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Reviewer Reminder Reports

PolicyManager—Edit Letters

Reviewer - Batch Late Review

Reviewer - First Late Reminder

Reviewer - Second Late Reminder

Reviewer Reminder - Before Agree or Decline

Reviewer Reminder - Before Due Date

Reviewer Reminder
Reviewer Reminder
Reviewer Reminder
Reviewer Reminder

Reviewer Reminder
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Reviewer Reminder Reports

Reviewer Thank-You List
Reports Menu

Reports

Custom Report
Database Help
Search/Manage Conference Submissions

Status Reports

Accepted Manuscripts Without a Publication Date

Current Status Report

Publishing Pipeline Report

Published Table of Contents Report

Editor's To-Do List Report

Current Role Designations Report
Author Reminder Reports

Co-Author Reminder Report

Author Revision Status Report

Author Revision Reminder Report

Automated Author Revision Reminder Report
Invited Author Reports

Proposal Pipeline Report

Authors Invited - No Response

Author Invitation Status Report
Editor Reports

Assignment Status Report

New Assignments Report

Required Reviews Complete Report
Reviewer Reports

Reviewer Invited - No Response Report

°
Reviewer Reminder Report ’ Ies
Automated Reviewer Reminder Report 7 N systems



Reviewer Reports

Reviewer Thank-You List
Enterprise Analytics Reporting (EAR) Menu

Enterprise Analytics
Reporting

Create Report

Get more help about database tables
and their contents

Get more help about Views and their
contents

Standard Reports

. Editorial Reports

Accept and Reject Decisions by Editor in selected timeframe
Accept and Reject Decisions in selected timeframe

Average Days to Decision by Editor

Completed Reviews Detail Report

Editor Submission Counts - All editors by Role

Editor Submission Counts - Editors at End of Chain

People and Classifications

People and Institutions

People Detail Sheet Subreport

Status of Submissions Received in selected timeframe
Submission Turnaround Times - Editorial

Submissions Accepted - by Country and Year
Submissions Received - by Article Type and Year
Submissions Received - by Country and Year

Submissions Received - by Month and Year
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Reviewer Reports
Reviewer Thank-You List

Reviewers completi the most reviews - top 25 Reviewers

Last Name First Name Reviewer People ID - drill down to people details Number of Completed Reviews¥ Average Days Late Reviewer People ID - drill down to prior year completed re
| |Analyst Amy 11|trash11@ariessc.com 30 1

Commentator |Claire 6|trash6@ariessc.com 26

Reviewer Robert 7|trash7@ariessc.com 1 0

First Name People ID Completed¥ Dedined Terminated Uninvited Average Days Late People ID drill down to prior year completed reviews

Analyst Amy 11|trash11@ariessc.com 30 0 0 .93

Commentator Claire 6|trash6@ariessc.com 26 1 0 1 .00

Reviewer Robert 7|trash7@ariessc.com 1 0 0 0 .00
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Reviewer Management

Questions?



Additional Resources



Videos

* Reviewer Experience: Responding to Reviewer invitations in Editorial Manager
https://vimeo.com /242994253

* Reviewer Experience: Submitting Reviews in Editorial Manager
https: //vimeo.com /252206513

* Inserting Merge Fields into Letters
https://vimeo.com /174717022

* Top 5 Innovations for Reviewers Using Editorial Manager
https://vimeo.com /26723821 1

* Using StatReviewer for Automated Statistical Analysis in Editorial Manager
https://vimeo.com /270471134

*  Madaking Changes to Reviewer Forms
https://vimeo.com/116556273

*  Discussion Forums
https: //vimeo.com/112092271

* How to create a report to extract data for reviewer recognition services, such as Publons
https://vimeo.com/162693464

*  ORCID Reviewer Recognition \4 .
https: //vimeo.com /262974582




Release Notes

https: / /www.ariessys.com/2s=releasetnotes

Release Notes

Release Notes Digests



Help

@Fditorial

anhager

Help System

What's new in version 14.17?

Complete feature details can be found in the Release Notes!
Short on time? Try the Release Digest!
Browse additional resources on our Video Library!

Minimum System Requirements
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Help

Reviewer Features

+

e

DD rarararagrara

The Reviewer's Main Menu structure

Submitting a Review

Reviewer's View - Overview

Expedited Reviewer Login

Asking Reviewers to suggest other qualified Reviewers
Anonymous Reviewer numbers

Customize Information Accessible by Invited Reviewers
Download High Resolution Version Link

Downloading Source Files from the PDF

Customize Information Accessible for Pending Reviews
Reviewers May View Similarity Check Results

Reviewer Instructions

Author's Response to Reviewers

Un-blinding Reviewers

Open Peer Review: Reviewer Access

Reviewer Consultation (Discussion Forum for Reviewers)
Reviewer Statistics Available to Reviewers
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Your Aries Account Coordinator







