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BOOTCAMP AGENDA:

°* Welcome

* Basic EM Structure

* A Brief Overview of System Administration

* -The Author Submission Process: a walkthrough.

* -Editorial Functionality: editor chains, editor designations.

* -Reviewer Functionality: How to search for and invite reviewers.

* -Basic Reporting: Saved searches, creating custom reports, searching people and
submissions.

* -Resources: How to utilize the “Help” link and the Aries video tutorial library;
contacting your account coordinator.
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How Editorial Manager is Organized

4 Editorial
anager,

@

* There are 4 role families: Authors, Editors, Reviewers and Publishers.

* The author role is the default user role; one person can only be assigned one
role from each of these role families.

* Roles are created and permissions assigned in RoleManager.




How System Administration is

Organized
Manager
|

: System Admin
Policy "W  Administration
Manager

Action
Manager

RoleManager — Roles are configured and permissions assigned.
PolicyManager — General Configurations.
ActionManager — Who gets what letter at what event.

AdminManager — Share data, Transfer submissions, Share letters.
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System Administration

Administrative Functions

System Administrator Functions
Register New User

Reports

Send Reminder Letters

Send Batch E-mail

The Administrative Functions section will appear at the bottom of the Editor main

menu for those Editors with either full or restricted access to System

Administration.
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ries  Training and Demo Site

Role Manager 7

ROLEMANAGER * ACTIONMANAGER * POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP

Edit Role Definition

RoleManager

Role Name:* |Managing Editor

Maximum Role name is 40 characters.

Author Role

Reviewer Role Check the functions that this role is permitted to perform. Mote: in boxes with multiple rows
. dizplayed, yvou may =select or deselect multiple terms by holding down the CTRL (FC) or
Editor Role CMO/Apple key (Mac) when clicking.

Fublisher Role

Expand All Collapse all

Fl New Submissions
Y| Receive Mew Submissions in 'New Submissions Requiring Assignment’ Folder

Y| Perform Technical Check (submission received in 'New Submissions' Folder)

Managing Editor Remove Edit Copy Y| Receive New Transferred Submissions in 'Transferred Submissions' Folder

Editor (by invitation) Remove Edit Copy ¥ Submit Manuscript as an Editor

Editorial Assistant - with tech check Remowve Edit Copy Restrict to 'Editor/Publisher Use Only' Article Types

Super User (all access) Remove Edit Copy Y| Can set 'Accept on Submission’ Final Disposition on 'Editor/Publisher Use Only' Types

Editor-in-Chief Remove Edit Copy Editor Assignment

Reviewer Invitations
Editor Decisions

Proposals/Commentaries

—\\/7es



Action Mdndger ,"ries Training and Demo Site

ROLEMANAGER * ACTIONMANAGER * POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP

ActionManager

. . . * There are a fixed set of
ActionManager allows vou 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. events thf can frigger a

Document Status |e-|--|-er.
Author Letters

Test Reviewer Letters
Reviewer Letters

= * Each role can have it’s own
Managing Editor Letters

Editer {by invitation) Letters Ieﬂers configured

Action Manager Events Quick Reference Guide

http: //www.editorialmanager.com/robohelp /14.1 /index.htm#t=ActionManager Events Quick Reference
Guide.htm&rhsearch=letter%20events&rhhlterm=letter%20events&rhsyns=%20 .
o\ 5



http://www.editorialmanager.com/robohelp/14.1/index.htmt=ActionManager_Events_Quick_Reference_Guide.htm&rhsearch=letter%20events&rhhlterm=letter%20events&rhsyns=%20
http://www.editorialmanager.com/robohelp/14.1/index.htmt=ActionManager_Events_Quick_Reference_Guide.htm&rhsearch=letter%20events&rhhlterm=letter%20events&rhsyns=%20

Action Manager

Reviewer Assigned

Event

Reviewer Letters

Reguest Unregistered Reviewer

| NONE

Reviewer Invited

Original Submission:

Revision - Re-Invite:

Revision — First Invite:

Reviewer Invitation

Reviewer Invitation on
Revision

Reviewer Invitation -
Revision: First Invite

Select Letters

Reviewer Assigned (Mot Invited)

Original Submission:

Revision - Re-Invite:

Revision — First Invite:

Reviewer Assignment Letter
Reviewer Assignment Letter
Reviewer Assignment Letter

Select Letters

Reviewer Agree

Original Submission:

Revision - Re-Invite:

Revision — First Invite:

MOME
MOME
MOME

Select Letters

Reviewer Decline | NONE | -
Review Due Date Changed | Reviewer Instructions and Due Date | r
Un-invite Reviewers Before Agreeing to Review | NOMNE | *
Un-assign Reviewers After Agreeing to Review | NONE | *

-
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PO“C)’ Mcmc:ger L \ries Training and Demo Site

ROLEMANAGER * ACTIONMANAGER * POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP

PolicyManager Main Menu

Expand All Collapse all

Registration and Login Policies
Status Policies

Submission Policies
Questionnaire Policies
Additional Data Policies

Editor Assignment Policies
Suggest Editor 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

—\\/7es



Policy Manager — Submission Policies — Edit Article Types

PolicyManager Main Menu

Ewpand All
Registration and Login Policies PolicyManager Main Menu
Status Policies
Submission Policies Expand All Collap=se All

Questionnaire Policies
Additional Data Policies

Editor Assignment Policies

Registration and Login Policies
Status Policies

= Submission Policies
Suggest Editor Policies ] ]
Edit Article Types
Reviewer and Editor Form Policies ] o
Edit Submiz=sion Items
E-mail and Letter Policies ] ) ]
Configure Color Codes for Companion Files
General Policies ) ] ]
Edit Sections/Cateqgaries
Discussion Forums o ) )
Set Classifications Display Policy
Linked Submissions Policies ] o
Edit Classifications

Conference Submission Policies

Edif
Transmittal Policies Def
= . .
{produXion Manager cor Edit Article TYDES
Sall Listed below are the Article Types available for manuscript submission, conference submissions, proposal creation, invited submissions, commentaries and
submissions by an Editar. (maore...)
Set
Editor/Publish
Order Article Type Article Type Family Invited Use Only
1 Quick Submission Regular Remove Edit Copy
2 Original Study Regular Remove Edit Copy

3 Editorial Regular Remove Edit Copy




Policy Manager — Email and Letter Policies — Edit Letters

PolicyManager Main Menu

Ewpand All Callapse all

Registration and Login Policies

Status Policies

+

Submission Policies
Questionnaire Policies
Additional Data Policies
Editor Assignment Policies
Suggest Editor Policies
Reviewer and Editor Form Policies
=l E-mail and Letter Policies

Edit Letters

Cefine Custom Merge Fields

Set "Email From" Address

Edit Letters

Thiz =ite iz 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
yvou want to be available to subscriber sites, then click the 'Save Changes and Update Subscriber Sites' button.

(more...)

Letter Family

Letter Purpose Group by:

Manage Preferred Method of Contact Settings AY AY
Configure Waiver Regquest X Reject and Decision
Configure Email Import Transfer
Set Motify Author Blinding Policy ¥ Author Author
Set Notify Editor Preference Reminder Report  Reminder
Test Letter
Welcome Letter - | Batch E-mail
Go Live
Welcome General

Wiew Subscriber Sites

Back to PolicyManager

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

ActionManager Roles and Events

Author - New User Registers

Letter Format

Rich Text

Text | (HTML)
@ Edit & Edit
@ Edit ® Edit
@ Edit ® Edit
@ Edit ® Edit

All Formats

Remove |
Hide

Remove |
Hide
Remove |
Hide

Remove |
Hide




Admin M ,’\ries Training and Demo Site
min Manager

ROLEMANAGER * ACTIONMANAGER * POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP

AdminManager Main Menu * Set your site live
Set Live Journal Flag = Configure TrOnSferS

Manage Publication Groups

* Share people (portal functionality)

Configure Enterprise Analytics Reporting Menus

Set Default Target FTF Site for Extract of Conference Submissions ° ShQ re Leﬂ-ers

Share People

Configure Shared Letters Management * Configure Restricted System Administration
Configure Cross-Publication Submission Transfer

View File Transfer Statistics AcceSS

Caonfigure Restricted System Administration Access Rights

—\\/7es



The Submission Process: Author Interface




Author Main Menu

Author Main Menu

Alternate Contact Information
Unavailable Dates
For additional help with yvour

submission, please click here for the
Author Tutorial.

MNew Submissions

-

Revisions

Completed

Submit Mew Manuscript

Submissions Sent Back to Author (0)
Incomplete Submissions (1)
Submissions Waiting for Author’s Approval {(0)

Submissions Being Processed (1)

Submissions Meeding Revision (0)
Revisions Sent Back to Author (0)
Incomplete Submissions Being Revised (0]
Rewvisions Waiting for Author’s Approval (0)
Rewvizions Being Processed (0]

Declined Revisions (0)

Submissions with a Decision {0)

Submissions with Production Completed (0)

After logging in as an author, the user can begin the new submission

process by clicking “Submit New Manuscript” in the Author Main

Menu.
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Incomplete Submissions

Are you submitting one of the following?

Incomplete Submission: : Select & Continue |
(Title not yet Supplied)

Incomplete Submission: : Select & Continue J
(Title not yet Supplied)

Mo, Start Mew ManuSErith

If the author goes to submit a new manuscript when they still
have a submission that hasn’t been completed yet, they will be
asked via pop-up message if they’re trying to submit a

previously un-completed submission.
%‘n‘es
systems



The Author Submission Process: A New Look
o

Article Type Attach Files Manuscript
Selection Data

choose the Article Type of Select Article Type

your submission from the
drop-down menu.

| Naone | - ‘

Original Study

Editorial

v —
Rapid Communication

Case Report
Letter to the Editor
Annual Meeting Abstract

* Each step of the submission process has customizable submission instructions.
* The list of available article types is configured by the publication.
* Each article type can have differently configured submission steps/items.
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Article Type

O

Article Type Aftach Files Manuscript
Selection DCata

Choose the Article Type of Select Article Type
yvour submission from the
drop-down menu.

ariginal Study -

* Authors Can Select an Article Type from this dropdown menu, then upload their source files by
clicking “Proceed”.

* Article types will always be a required submission step; this is non-configurable.
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Attach Files

O, O

Article Type Attach Files
Selection

Please provide a single file
containing your manuscript
now. Data included in your
manuscript may be used to
populate information for you
fater in the submission
process.

Mo Items have yvet been attached for this submission.

General
Information

Review
Preferences

OR

O O O
Additional Commenis Manuscript

Infarmation Data

Insert Special Character

Drag & Drop
Files Here

S

* Notice that completed submission steps are highlighted with a green

checkmark.

* Authors may upload files by browsing their computer or dragging and

dropping them onto the page.
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Uploading And Naming Source Files

©

* The author must upload one manuscript
file. While the author moves through the
submission process, EM attempts to
extract :

*  Manuscript title

M
v

M
v

N\ ~\ O * List of authors
U/ U/

: [ J
Article Type General Review Additional Comments Manuscript A b ST ra CT

Selecton Information Preferences Information Data K d

* Key words
Insert Special Character .

Required For Submission: e C NOfe- If yOU def fO U$e fhe EX fI'GCf

¥ Manuscript Select Item Type .

Please provide any additional items, such “HManuscript hd fed fUl'e, yOU m USf UplOCd yO UI' mdnUSCl'lpf

as tables, figures or supplementary Description

material. Manuscript on as o Word file

L]
Manuscript Word Count: Drag & Drop
is e * Authors can upload
* Zip files — We can unpack or
The order in which the attached items appear is the order established by this publication. You may re-order any items of the same type manually if necessary. nOT
Order Item Description File Name Size Last Modified Actions Select
1 *Manuscript ‘ - Manuscript Author Submission Demoa.docx 11.4 KB Apr 27, 2018 [Eldc‘,tw?f::aid L4 U R LS
* Supplemental material (
Check All - Clear A
.
movies )

@ * You can restrict the types of files

that authors upload at submission.
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General Information

#rticle Type Adtach Files General Review Additional Comments Manuscriot
Selection Information Preferences Information Data
Please provide the regquested Insert Special Character
information.

[~ reqion oromgn

Select the Region of Origin related to your submission from the drop-down menu below.

UNITED STATES -

— @ Section / Category

J
4+ Keywords J
J

+ Classifications

* “General Information” is where region of origin, section/category, keywords and
classifications for the submission are collected. The new collapsible menu enables
authors to view either one section at a time or all sections at once. You can expand

each new section by clicking the + sign or “Next”.
%‘n’es
systems



Compressed “General Information” Menu vs. Uncompressed “General Information” Menu

Insert Special Character

Insert Special Character

Select the Region of Origin related to your submission from the drop-down menu below.

= Region Of Origin

Select the Region of Origin related to your submission from the drop-down menu below.

UNITED STATES -

UNITED STATES L4 = Section/Category |
¥ Next
Select the Section or Category related to your manuscript from the droep-down menu below.
+ Section/Category J
+ Keywords J None =
+ Classifications J

Please enter keywords separated by semicolons. Each individual keyword may be up to 256 characters in length.

Limit 3 Keywords
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Additional Information

Insert Special Character
4 Region OF Origin

= SectionfCategory

Select the Section or Category related to your manuscript from the drop-down meno below,

| Maone | -

Basic Science Section

+ | Clinical Section J

Proceed <9

4 | Epidemiology Section

* Selecting a section or category for a submission allows the editorial office to group submissions
with similar topics or structures together.

* The Section/Category submission step can also be used in conjunction with Editorial Manager’s
Direct-to-Editor functionality.

* Direct to editor functionality allows the submission to be directly assigned to a specific editor
bypassing the need for manual editor assignment.
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Keywords

Insert Special Character
4+ Region Of Origin J

+ Section/Category |

Please enter keywords separated by semicolons, Each individual keyword may be up to 255 characters in lenath.

[ Limit 3 Keywnrd;] ' Kevword Cu:uunt:sl

Editorial; Manager; EMUG

o

+ Classifications J

* Keywords are free form terms that can be used to identify the areaq(s) of study found in the
submission.

* You can restrict the number of keywords an author is allowed to enter.

* Keywords are searchable, and can be used by the editorial office to match submissions with
qualified reviewers.
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Classifications

Insert Special Character Cancel | | Submit |
+ Region Of Origin J Please identify your manuscript's areas of Interest and specialization by selecting one or more classifications from the list below. Click
"Submit’ at the bottom of the page when you are done.
+ Section/Category J - o \
To save changes you must click "Submit" before you leave this window. (less...)

+ Keywords I
= (Classifications Search: Search Clear

[Matching terms display in red text]

Expand Al Callapse All Selected Classifications: Select up to 3 Classification(s)
Please identify your submission's areas of interest and specialization by selecting one or more classifications, E : 1: Pasta 1: Pasta
L 01: Penne 1.01: Penne
: - 02 g 1.02: Linguini
Sslect up to 2 Classification(s) 10: First Major Term HerHng
(Mone Selected) 20: Second Major Term
i 30: Third Major Term
Add Classifications
Add-=
<-Remave
—
* Classifications are terms from the journal’s taxonomy that can be associated with the
submission.
* Searching for reviewers by classifications can match submission content with reviewer
expertise.
* A classifications list can be hierarchical, with a major term (e.g “Pasta”) being followed up
with a subset of minor terms (e.g “Penne”, “Linguini”) ,-I‘es

systems



Reviewer Preferences

© © © O O O

Article Type Attach Files General Review Additional Comments
Selection Inforrmation Preferences Information

Please provide the requested - Suggest Reviewers
information.

Please suggest potential reviewers for this submission and provide specific reasons for your suggestion in the comments box for
each person. Please note that the editorial office may not use your suggestions, but your help is appreciated and may speed up the
selection of appropriate reviewers.

Current Suggested Reviewers List =4+ Add Suggested Reviewer

There are currently no Suggested Revigwers in the list,

4 Add Suggested Reviewer

J

* The publication can allow authors to suggest reviewers for their submission.

+ Oppose Reviewers
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= Suggest Reviewers

Please suggest potential reviewers for this submission and provide specific reasons for your suggestion in the
comments box for each person. Please note that the editorial office may not use your suggestions, but your help is
appreciated and may speed up the selection of appropriate reviewers.

Current Suggested Reviewd ppter Suggested Reviewer Details m '

There are currently no Sugge H E" ' 'S Insert Special Characters
Given/First Name * |C|aire

+ Add Suggested Reviewer Middle Name|

Family/Last Name * |Commentator

Degree|

Position |

+ Oppose Reviewers Institution|

Departmentl

E-mail

. |

|trash14@ariesscn.com

Feason

* The required fields for this step can be configured by the editorial office.

* Note that this does not register this reviewer into EM; it's merely a suggestion to the
publication.



- Suggest Reviewers |

Please suggest potential reviewers for this submission and provide specific reasons for your suggestion in the
comments box for each person. Please note that the editorial office may not use your suggestions, but your help is
appreciated and may speed up the selection of appropriate reviewers.

Current Suggested Reviewers List =+ Add Suggested Reviewer

FOm Claire Commentator

-4 Add Suggested Reviewer

Enter Opposed Reviewer Details B 1
. . Insert Special Characters
BBl e
Given/First Name * ||
~ Middle Namel
= Oppose Reviewers
Family/Last Name * |
Degreel
Please identify anyone who Positionl
possible to allow us to identi
review your submission in th Institution |
here, but will try to accommy
Departmentl -
E-mail xl
Currently Opposed Review Reason * I

There are currently no Oppol

-+ Add Opposed Reviewer

.

* Authors can also suggest reviewers who should not review their
submission. The same information fields are available as for suggesting
a reviewer.
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Additional Information

* Questions and questionnaires are configured in

PolicyManager.

Please confirm you have approval from all Co-authors to submit this manuscript?

* Question responses can be configured in a

Answer Yes [+

Required: variety of formats, from text boxes, to numerical
ratings systems, to checkboxes with pre-written
Please enter the Word Count of your manuscript responses.
567

* Questions can be configured to be required or
optional.

On a scale of 1-5, how would you rate this submission, 5 being the best, 1 being the worst?

AﬂS'l'{E_r Please select a response
Required:
1
2
3
4
]

Why do you think your submission is perfect?

Answer Character Count: 13

Required: . - 4
because it is Limit 200 characters ”es

systems



Comments

© © 9, © © O O

Article Type Attach Files General Review Additional Comments Manuscript
Selection Information Preferences Information Data

Inzert Special Character

Please provide the
requested information. = Enter Comments

Please enter any additional comments you would like to send to the publication office. These comments will not appear
directly in your submission.

Submitting with EM has been fantastic!

e Comments that authors have for the editorial office can be entered here.
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Missing Required Information

© © ©—==-0 O O O

Article Type Attach Files Genera Review Additional
Selection Information FPreferences Information

Comments Manuscript
Data

* When an author doesn’t submit information into a required field, the
step missing the required entry will glow red with a white
exclamation mark. If this reminder isn’t heeded, a window will pop

up instructing the author to go back if they try to build the PDF in
the last step.



Manuscript Data

Full Title (required) «
Limit 300 characters

Author Submission Demo ‘

Secondary Full Title

Character Count: 22

Short Title
Limit 20 words

s

= Abstract

Abstract (required) v

Limit 100 words Word Count: 11

This paper demonstrates how to submit a manuscript to Editorial Manager.

Secondary Abstract

You may reorder the authors by dragging and dropping an Author's summary line to the correct position in the Current Author List.

Current Author List + Add Another Author

0, Mr. Zdeno Chara [Corresponding Author] [First Author] [You]
Smithsonian Institution

+ Add Another Author

EM has been able to extract article info
from the manuscript doc, such as title
abstract and author list.

* |f this information wasn’t able to be
extracted, it can still be entered
manually.

Authors have the ability to add co-authors
here, and even promote them to first author or
make them the corresponding author.
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Manuscript Data

* Co-authors can also be

added and promoted to

You may reorder the authors by dragging and dropping an Author's summary line to the correct position in the Current Author List. fl I’ST Gnd/OI’ COI’I’eSpond |ng
author from the Manuscript
Data step.
Mr. Zdeno Chara [Corresponding Author] [First Author] [You]
vy Smithsonden Iostitytinn

* To promote to first author,
you can use the blue bars
to drag and drop the co-

=3 author’s name to the top

of the author list.

H E" - m Insert Special Characters

4+ Add Another Author

Given, First Name* |Claire * The corresponding author
Middle Name of a submission must
Family/Last Name* |Commentator regis'rer/be regisfered in
Academic Degres(s) EM.
Affiliation
* You can configure the
. z option to list a co-author’s
-mail Add * |t 14@ari . q q
Frmal AddressT HERITATATERE COT contribution role to the
ORCID Fetch 0 . . .
What is ORCID? submission, which is driven
by CRediT Taxonomy.
Contributor Roles B 4@ Instructions * You can even list the
¢l Conceptualization Select degree] - degrees of each
Data curation Select degree ] COhfI’ibUﬁOh, be it
Formal analysis Equal Supporting, Equal or Lead.
Funding acquisition Supporting
| Investigation Selectdegree|v
Methodology 4
Project administration ”es

systems
Resources



Manuscript Data

([ ]

Please choose a funding source from the list that displays as you start to enter the funder's name. If you are unable to make a selection from the list you can continue to enter
the entire funder's name. Then enter the award number and select the award recipient.

Required *

Funding information is not available.

There are currently no Funding Sources in the fist

+ Add a Funding Source

4 Add a Funding Source

Current Funding Sources List

Enter Funding Source Details ]

BB @

Insert Special Characters

Find a Funder:

Award Number:

Grant Recipient: |

L |

Funding information can be added as
a required or optional step.

Users can enter the funding institution,
award number and grant recipient, or
simply click “Funding Information is
Not Available”
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Building the PDF

. * Once all manuscript data steps have
Build PDF for Approval = been filled out, you can build your
submission’s PDF.

* Two PDFs are built here- one for Authors
and Editors, and another for Reviewers.

* The Reviewer PDF will have less
A formation than the Author PDE- it just

You cannot complete your submission until the following requirements are met (click on the bold text to be navigated to the appropriate step): - has the essentials.
* EM will not build the submission’s PDF if
The Abstract is missing. « there are required fields that are
Required information is missing from the Funding Information step. < missing information. You'll receive a

reminder pop-up that specifies what
information is missing.

0K |
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Approving the PDF

Submissions Waiting for Approval by Author Zdeno Chara

If no Actions appear for your submission, please wait a few minutes for your PDF 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 Edit Submission to make changes to the meta-data and to remove and upload new files that make up your submission.

The "Remove Submission’ link removes your submission from the system. Please use this ONLY if you would like to permanently remove this submission from the system.

Page: 1 of 1 (1 total submissions) Display [10 | » results per page.
Title Date Submission Began Status Date Current Status
@ Action & |AYT AT This column header can be customized with links to outside websites e.g. ethical rules etc.

Action Links Author Submission Demo Apr 30, 2018 Apr 30, 2018 Meeds Approval

Page: 1 of 1 (1 total submissions)

JC Demo 14.1

Once the PDF has been built, the author will need to view the submission Author Submission Demo
and check the “l Accept” box. This will allow them to approve the TR——
submission, sending it to the editorial office. o
Article Type: Original Study
* The “l Accept” Box can be configured to host resource links that the o— s

Zdeno Chara

author can use for assistance. Gomesponding Author: R .

UNITED STATES

* The Author PDF contains all the metadata captured during the submission ™=

process, as well as the source files placed in the order in which they were oo nmors soconcary

First Author: Zdeno Chara
uploaded or sorted by the author. s Pt Aebor Sy rmats

Order of Authors: Zdeno Chara

Order of Authors Secondary Information:

Manuscript Reglon of Origin: UNITED STATES

Abstract: This is a test abstract

Suggested Reviewers: Kenny Chesney
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Author /Editor PDF vs. Reviewer /Editor

Manuscript Number:
Full Title:

Short Titie:

Articie Type:

Corresponding Author:

Comesponding Author Sacondary
Information:

Corresponding Author's Institution:
Corresponding Author's Secondary
Institution:

First Author:

First Author Secondary Information:
Order of Authors:

Order of Authors Secondary Information:

Manuscript Reglon of Origin:

JC Demo 14.1

Author Submission Demo
--Manuscript Draft--

Author Submission Demo

QOriginal Study
Basic Science Section
Hockey

Zdeno Chara

Smithsonian Institution
UNITED STATES

Smithsonian Institution

Zdeno Chara
Zdeno Chara
UNITED STATES

This is a test abstract

Kenny Chesney

PDF

Manuscript Number:

Full Tite:

Article Type:
Section/Category:
Keywords:

Manuscript Reglon of Origin;
Abstract:

JC Demo 14.1
Author Submission Demo

--Manuscript Draft--

DEMOJC141-D-18-00029

Author Submission Dema

Qriginal Study

Basic Science Section

Hockey

UNITED STATES

This is a test abstract

Both authors and reviewers receive separate PDFs.

PDF cover pages are configurable.

Editors can have access to both PDFs.

You can configure what submission items are visible on both

PDFs.

—\\/7es



Submissions Being Processed Folder

New Submissions

Submit New Manuscript

Submissions Sent Back to Author (0)
Incomplete Submissions (3)

Submissions Waiting for Author's Approval (0)

Submissions Being Processed (2)

*

* Once approved, the submission will now be
visible to the author in the “Submissions Being
Processed” folder in the author main menu.
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Now, let’s take a break. %\n’es
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Assigning an Editor



Editor Main Menu

Editor 'To-Do’ List

My Pending Assignments (26)
New Submissions (12)
Revised Submissions (0)
New Submissions Requiring Assignment (9)
Revised Submissions Requiring Assignment (2)
New Invitations (0)
New Assignments (0)
Submissions with Rescinded Decision (3)
Submissions with Required Reviews Complete (0)
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)

Page: 1 of 2 (12 total submissions)

View Submission
Similarity Check/iThenticate Re)
(80%)

Duplicate Submission Check (1
Details ¥

Initiate Discussion

History

Technical Check

View QC Results

File Inventory

Edit Submission WEBDEM-D-18- Original
Send Back to Author 00005 Study
Remove Submission
Classifications

Set Final Disposition

Initiate Production

Similar Articles in MEDLINE
Send E-mail

Linked Submissions

Google Scholar Title Search
Google Title Search

Google Scholar Author Search

Contents: These are the new submissions that require a Technical Check. Use the up/down arrows to change the sort order.

Invited Editor
Section

Role:

Super User (all access)| ~ [IUSEREMERSLILT]

New Submissions - John Super User, MD

1 2

> M
Manuscript icle Section Article Title Author Name Initial Date Status Current Status
Number Type Category Submitted Date

Papillary
fibroelastoma of a .

) Allan Author MD © May 31,  Manuscript
mitral valve v May 31, 2018 2018 Submitted

chordae - case
report

* The submission is now in the Editor’s Main Menu in the To Do List: either in New Submissions or New

Submissions Requiring Assignment.

* Clicking on either of these links will take the Editor to the Action Grid.
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View Submission
Duplicate Submission Check (9%)
Details ¥

Initiate Discussion

History

Technical Information

File Inventory

Edit Submission

Send Back to Author

Remove Submission

Classifications

Assign Editor
mdr DIsposition

Initiate Production

Send E-mail

Linked Submissions

Assigning an Editor

Assign Editor

Manuscript Number: DEMOHW141-
D-18-00032

Title: Petrol, Diesel or Electricity?
Tomorrow’s vehicles discussed

The following have been identified as
candidates to edit this submission.
Select the one you want and send
them either the default editor
assignment letter or a customized
letter.

One or more notification letters may
be configured to be sent when an
editor is assigned or invited. Choosing
'Send Custom Letters’ allows you to
choose which letters are sent and
customize those letters as
appropriate. Choosing 'Send Default
Letters' will send the default letters as
configured, bypassing the selection
and customization process.

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

Manuscript Classifications

(1) Biotechnology; (2) Bioinformatics; (3) Nanotechnology

Cancel | Send Custom Letters | Send Default Letters |

Editor Role Editor Name Current Assignments | # Classification Matches _ n " _
Select| AV AV AY AY Classification Matches| Available during next 30 days
Yes

Editor Amy Winehouse V¥ 2 0
Senior Editor Sarah Senior ¥ 0 0
Editorial Board Olivia Opinion ¥ 2 0
Managing Editor mary mary ¥ 3 0
Editor-in-Chief Edwin Expert ¥ 0 0
Editor Edward Editor ¥ 1 0
[e] Editor Claire Commentator ¥ 1 1 1

Cancel |  Send Custom Letters |  Send Default Letters |

Yes
Yes
Yes
Yes
Yes
Yes

When you have a submission that’s ready to go, you can assign an Editor.
Use the Action Link: this will open the Assign Editor Page.
Your options for assigning are shown to you: from there, choose your candidate.

You can also blind Editors from here.

systems



Editor Chain

Editors
Name: mary mary ¥V [Proxy]
Role: Managing Editor
Date Assigned: 06-06-2018

Date Completed:
Elapsed Days: 0
Recommendation:

Name: Claire Commentator V¥ [Proxy]
Role: Editor
Date Assigned: 06-06-2018

Date Completed:
Elapsed Days: 0
Recommendation:

Name: Edwin Expert V¥ [Proxy]
Role: Editor-in-Chief
Date Assigned: 06-06-2018

Date Completed:
Elapsed Days: 0
Recommendation:

* Here’s an example of an Editor Chain on a Details page of a paper.

* Edwin Expert is currently the Handling Editor.
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Editor Terminology

An ‘Attached Editor’ is the Editor who picks up a new or revised submission and assigns the first Editor.

Generally a editorial office person. They have a ‘Special Relationship’ with the submission, although they are
not assigned to it.

‘Handling Editor’ is the Editor with current responsibility for the submission.

‘First Editor’ is the Editor who was first assigned to the submission and may or may not also be the Handling
Editor.

‘Assigned Editor’ is any Editor who is assigned to the submission and is in the list of Editors on the Details
page. The Assigned Editor can be the First Editor, the Handling Editor, or any other Editor in the Editor Chain.

‘Corresponding Editor’ is the First Editor, unless the ‘Corresponding Editor’ setting is changed on a submission’s
Details page.
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Corresponding Author:

Corresponding Author E-Mail:

Author Comments:
Global MS ID:

Short Title:

Article Type:
Section/Category:
Keywords:
Classifications:
Requested Editor:
Technical Check:
Initial Date Submitted:
Editorial Status Date:

Current Editorial Status:

Submission Target Publication Date:

Submission Target V

Submission Target Issue:

Transmittal Form:

Author Days To Revise:

Final Disposition Term:

Corresponding Editor:

Abstract:

|After all, he's just a man.

Abstract Manuscript Notes

Details, Details

Mrammy wynette B v
BAHAMAS [Proxy]

trashl@ariessys.com

EM_WEBDEM_556

Original Study

Clinincal Section
Vermont Mountains; Mount Hunger

Technical Check Information
Jun 05, 2018
Jun 06, 2018

Under Review

1 (mmy/dd/yyyy)

Link to Transmittal Form

Production Notes

|30

MEjien Editor, PHD, Editor ¥ [Proxy]

Editors

Cancel

Reviewers

Save

Alternate Reviewers

Save and Close |

Reviewers Proposed by Editors

Details for Manuscript Number: WEBDEM-D-18-00009 "Standing by Your Man: it's Overrated"

Additional Information

* This is the Details page, which is accessible via the submission’s Action Links.
* It compiles all the key pieces of information about the submission.

* It is configurable: you can show the information that is important to your workflow. rres
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Reviewer Search and Selection




Terminology Time! Invite or Assign?

In EM, there is the option to either INVITE or ASSIGN Editors and Reviewers. What's the difference?
Inviting an Editor or Reviewer allows them to accept or decline an invitation to participate.
Assigning an Editor or Reviewer assumes the participant’s agreement!

Just as you can un-invite someone, you can also un-assign them.

Whether you are invited or assigned depends on your role permissions.
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Return to View All Assigned
Submissions

Return to Main Menu

View Submission Information

Manuscript Details ¥V ™M

History

Classifications

View Submission

Author's Reviewer Preferences

Quick Action Links
Send E-mail

Register and Select New Reviewer

Set Preferences

My Suggest Reviewer Preferences

My Reviewer Display Preferences

Reviewer Selection Summary Page

Reviewer Selection Summary - Submission DEMOHW141-D-18-00029

Frankie Hollywood
The Sights and Sounds of Cambridge

Reviewer Search

® Search My Publication Search for Reviewers - from :AII Reviewers v Go

= Review Settings

This Submission will move to the 'Submissions with Required Reviews Complete’ folder as soon as 2 [Change] review(s) have been
completed.
Automatically un-invite Reviewers who do not respond to an invitation within 5 [Change] day(s). (more...)

Automatically un-assign Reviewers who do not complete a review within 0 [Change] day(s) of the review due date. (more...)

Selected Reviewers

* This useful page allows you to manage everything Reviewer-related in one place.

* In the review settings section, you can override the default article type settings.

* You can conduct all your searches for Reviewers from the Reviewer Search box.

ries

systems



Reviewer Search and Selection: is it me you're looking for?
Reviewer Search

® Search My Publication Search for Reviewers - from |All Reviewers - Go |

Reviewer Search

® Search My Publication Search by Classification Matches | = from |All Reviewers - Go |

Reviewer Search

® Search My Publication 'Sagigested by Author = from |All Reviewers v Go |

* There are a number of ways to search for reviewers using EM:
* Standard search — plug in first /last name, email address. Great if you know who you’re looking for...
* Suggested by Author
* Search by Classification Matches
* Search by Personal Classifications

* Search the Entire Database — everyone who is AND isn’t a Reviewer.
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Options for Inviting Reviewers

Selected Reviewers

Invited Reviewers and Linked Alternate Reviewers

Arnold Appraiser (Reviewer) ¥V

Un-assign
M Claire Commentator (Reviewer) V¥ i
Un-assign
mmmm! s : v
Charles Critic (Reviewer) Un-invite
Cressida Darwin (Reviewer) V¥ i
Un-invite
Sarah Conacher (Reviewer) V¥ invi
Un-invite

Alternate Reviewers
= fr o2 M Mimi Dolphin (Reviewer) ¥

Alternate Reviewer Invitation Letters

Alternate Reviewers will be promoted automatically. (more...)

Proposed Reviewers

¥ Display Proposed Reviewer Flag I»

Edwin Expert
m (Reviewer) mary mary 16-05-2018
Vv

There are plenty of options:
* Assigning: assumes the Reviewer has already agreed to complete a review.

* Alternate Reviewers: allows you to automatically promote Reviewers if others decline.
* Alternate Reviewers can be linked to specific invited Reviewers.

* Proposed Reviewers: Allows an Editor to create a list of potential Reviewers who can be invited later !\Zteeng



Reviewers suggested by Author

Reviewers Suggested By Author

Adam Ant, adam@ariestrash.com;

Re

Select a checkbox by each person you wish to select as

Page: 1 of 1 (1 total Reviewers)

Reviewer
| Inv. | Asn. | Alt. | Prop. | Name

Adam Ant W (Reviewer)

This publication:
Author may have suggested this reviewer; an email match was found.
Proposed Reviewer for 1 other submission

* EM locates existing Users/ Reviewers suggested by the author in the journal database.

* Allows you to Register and Select New Reviewer from scratch if the person is not already in the system.
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| Inv. Asn. Alt.|Prop.Name ______ ____________________|Member Classifications_______ (Agreed Invitations)

[ R

Inv. Asn. Alt. Prop.

oo o

Reviewer Search and Selection: Classification Matches

Display |10 | « results per page.

Number of
Classification Reviewers

Page: 1 of 1 (3 total Classification matches)

O 1 EMUG Presentations 5
O 1.01 Introduction to EAR 3
O 1.02 EM Bootcamp 5

Display |10 | « results per page.

Page: 1 of 1 (3 total Classification matches)

Abby Olivia Author (Reviewer) No 2 Class match with MS Reviews in Progress:
* 1: EMUG Presentations Completed Reviews:
*1.02: EM Bootcamp Un-assigned After
Agreeing:

Terminated After Agreeing:

Last Review Agreed:
Last Review Completed:
Last Review Declined:
Avg Days Outstanding:
Manuscript Rating:

Avg Review Rating:

Charles Critic (Reviewer) No 3 Class match with MS Reviews in Progress:
* 1: EMUG Presentations Completed Reviews:
*1.01: Introduction to EAR Un-assigned After
*1.02: EM Bootcamp Agreeing:

This publication:
Author may have suggested this reviewer; a match on
first and last name was found.

Last Review Agreed:
Last Review Completed:
Last Review Declined:
Avg Days Outstanding:
Manuscript Rating:

Avg Review Rating:

Terminated After Agreeing:

0

o oo ooo
o

o

Date Last Invited:
Outstanding Invitations:
Agreed:

Declined:

Un-invited Before
Agreeing:

Terminated:

Total Invitations:

Date Last Invited:
Outstanding Invitations:
Agreed:

Declined:

Un-invited Before
Agreeing:

Terminated:

Total Invitations:

[=RE=Ri=RYa)

o

oooo|!

o
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Reviewer Recommendation Forms

Reviewer Recommendation and Comments for Manuscript Number WEBDEM-D-18-00009
Standing by Your Man: it's Overrated

Original Submission
Remy Reviewer (Reviewer 3)

Recommendation: | Major Revision +~  Overall Manuscript Rating (1-100):

Cancel Save & Submit Later |  Upload Reviewer Attachments Proof & Print |  Proceed |
View Reviewer Comments
Manuscript Rating
Please rate your answers 1-5 where 1 is excellent and 5 is poor.
*The subject addressed in this article is worthy of investigation.
N/A 1 2 3
The information presented was new.
N/A 1 2 3 4 5
The conclusions were supported by the data.
N/A 1 2 3 4 5 6 7 8 9 10

Reviewer Recommendation Forms allow you to collect information from Reviewers about the paper.
Rating Questions are available on a scale of 1-3, 1-5, 1-10.
Add custom questions with various response types (dates, digit, note, nested).

Comments to Author are automatically pulled through to your decision letter. Don’t worry! You can edit these to
improve sense or remove anything defamatory. ,-ies
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View Reviews and Comments

View Reviews and Comments for Manuscript

View Submission

similarity Check/iThenticate Results (31%) Y;EBD;M'Tii'°°°39 i Barriad’

Duplicate Submission Check (0%) . tan llng bY four Man: it's Overrate

Details ¥ rigina ubmission

HiSto-rY : Click the recommendation term to view the comments for the submission.
Classifications

Unassign Editor Attachments (1) View Manuscript Rating Card View Review Question Responses

File Inventory
Edit Submission ——

s - Cancel |
Invite Reviewers Constantin F. Aliferis (Reviewer 1)

Solicit Commentary i i WEBDEM-D-18-00009
= itor Oliver Bennett (Reviewer 2) "Standing by Your Man: it's Overrated"

- 2 Original Submission
View Reviews and Comments Ellen Editor, PHD  (Editor) =
Author Decision Letter Oliver Bennett (Reviewer 2)

et = - X Edit Reviewer Comments

Tammy Wynette (Author)

Re-open Review |  Save and Close |

Reviewer Recommendation Term: Minor Revision
Overall Reviewer Manuscript Rating: N/A
Rate Revi I

Please enter a number from 1-100
Mamuscrit Rating Queston(s): sce ——— Jrang |
The subject addressed in this article is worthy of investigation. [1-3] 2

The information presented was new. [1-5]
The conclusions were supported by the data. [1-10]

3
6

Is there a financial or other conflict of interest between your work and that of the authors? No
Would you be willing to review a revision of this manuscript? No
Which of the following categories do you feel this submission fits into? o Education
o Emerging Technologies

Comments to Editor:

Terrible author. SAD

* When all Reviews are completed, the Editor is notified via a letter.
* They can then use the View Reviews and Comments action link to look at the responses.
* All recommendations, comments, ratings, and attachments from Reviewers are collected together in one place.
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Making a Decision




Editor Decision and Comments for Manuscript Number DEMOHW141-D-18-00029

The Sights and Sounds of Cambridge

Original Submission
Claire Commentator (Editor)

Decision: Revise ‘ ~ Overall Editor Manuscript Rating (1-100): \:!
Cancel |  Save & Submit Later |  Proof & Print | Proceed |
Details ¥ & & History Attachments (0) Assign Editor Invite Reviewers View Manuscript Rating Card Send E-mail

Original Submission

Claire Commentator (Editor) Assigned - No Decision
mary mary (Managing Editor) Assigned - No Decision
Author Decision Letter

Frankie Hollywood (Author)

If the decision is Revise, the author has 30 days to revise this submission.
Editor Instructions |

Please rate the article as appropriate.

The subject addressed in this article is worthy of investigation.
(]

N/A 1 2 3
The information presented was new.

N/A 1 2 3 4 5
The conclusions were supported by the data.

N/A 1 2 3 4 5 6 7 8 9 10

An assigned Editor with the correct permissions can make a decision at any time.
Editors with permission can terminate outstanding Editor or Reviewer assignments to proceed with the decision.
There are two parts to making a decision in EM: the decision, and notifying the author.

The ability to notify the author of a decision is an Editor permission.
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User Records

* Use search people to locate user records.
* Clicking the users name opens the user’s record.

Help with Searching Inzert Special Character Fegister New User
Criterion Selector Value User Role
|Last Name | - |EI-Egin5 With | il |EI|Jt|'|Dr ALL | - |END | -
| Last Mame | - | Begins With | - | END | =
| Last Mame | - | Begins With | - |
Clear |  Search |

Download Search Results |

Fage: 1 of 1 (3 total People Matches) DI5D|EI‘9’ 25 results per page.
Reviewer Editor |Publisher
Merge Clt\r State or Province Country Author RDIE Role Role
Penple AY AY Role AY AY
Allan &uthor UNITED STATES [Author]
D Abby Author UNITED STATES [Author]
E Abby Olivia Author UNITED STATES [Author] [Reviewer]

—\\/7es



User Information

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.

Default Login Role:
Default Login Menu

Available as a Reviewer?
Abby Olivia Author
v Board Member?
Proxy-Registered:

Jun 14, 2018

(Data Unconfirmed by User)

Forlladden as a Reviewer?
Reviewer Role *

Fublisher Raole *

Last Modified:
Jun 14, 2018

Editorial Rale *

. Editor Drescription
(has not viewsd them yet)

Inactivate this User |

User Records

Cpen Special Character Palette

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 | -

* |nactivate the user

Yes @ No O
Yes ) No @ * Assign user roles
Yes ) No @ °

View Activity Details
| Reviewsr | =
| None -

| None | b
| (C—

Activity Details |

Additional People Details |

ries
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User Records

Personal Information

: i Institution Related Information
Title | (Mr., Mrs., Dr., etc.)
Given/First Name * |Abby Eosition |
Middle N i E

iddle Name |O||u|a Institution | (max 300 characters)

Family/Last Name * |Author
Department | +  [max 450 characters)
Degree | (Ph.D., M.D, etc.) Strest Address ° U d I
Preferred Name | (nickname) p Gfe personq

Telephone Number | (including country caode) qnd business

Secondary Phone (including country code}

City

Fax Mumber | (including country code)

information,

) ) - State or Province
E-mail Address * |trash18@arlessc.com

classifications

|
|
|
Secondary Phone For ~ Mobile® Beeper) Home? Work®) Admin. Asst.©) | related
|
|
Zip or Postal Code |

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

between each address (e.g., Country or Region * | UNITED STATES -
joe@thejournal.com:jee@yahoo.com) ) . i k d d
Entering a second e-mail address from a different e-mail Address is for * WCIFI'C-@- HCII'I'IE-_- Dther-_. eywor S, qn

provider decreases the chance that SPAM filtzrs will trap

e-mails sent to you from onling systems, Read more Alternate Contact Information | peop Ie nofes.

Unavailable Dates |

ORCID
What is ORCID?

* People notes

People Notes

Areas of Interest or Expertise d isp I Cly fO r Ed i'I'O rS

Please indicate your areas of expertise either by selecting from

Ll .
the pre-definad list using the "Select Persenal Classifications” Wlfh ReVI eWe r

buttan ar by adding your swn Personal Keywords individually
using the "Edit Personal Keywerds" button.

search results.

Personal Classifications 1: EMUG Presentations
1.02: EM Bootcamp

Select Personal Classifications |

Perzonal Keywords (Mone Defined)

Edit Personal Keywords |

Cancel | | Submit |
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User Records

BPRI{IQ:* EMUG .Edlturlal

anager

HOME « LOGOUT + HELP + REGISTER + UPDATE MY INFORMATION = JOURMAL OVERVIEW Go to: - Search Page --
MAIN MENU = CONTACT US = SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Role: Managing E:Iit-:-r|

* Once logged into EM a user can update their own record by

clicking on the “Update My Information” link in the main navigation
bar.
* Individual users do not see the people notes field.

-

ries

systems



User Records — Activity Details

Reviewsr Recommendation Sumea Fy

Accepl:
Accept with Provision:
Major Revision:

Hinor Kewision:

Reject:

o o o o O

* Reviewer Recommendation

Current Author Invitation Statistics

Date Last Agreed | Invited Submissions in Progress | Dutstanding Inwvitations SummO r')’
Felb 18, 2018 1] 1

* Current Author Invitation Statistics
Historical Author Invitation Statistics C HiSfOl’iCCII AUThor InVifdﬁon STCﬂ'iSﬂCS

Total Avthar Invitations |ﬁur¢'¢:d 1o Subrmil Declined to Submil Uni-inwited Belore Agresing (o Submit ) AUThOI’ed Submissions
3 1 0 0

Historical Author Invitation Averages

Days to Respond to Author Invitation Days to Submit Invited Submission Days Late # of Author Reminders
0 0 0 u]

Authored Submissions

Initial Date Status Final
Title Submitted |Status Date Decision | Disposition Action

WEBDEM- INITIATE PRODUCTION MANUALLY - 7/18/12 May 25, Completed Accept Jul 12, 2012  Accept Accept Wiew Submission
D-12-00011 2012 Details ¥
Histary
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User Records — Merge Duplicate Users

Download Search Results |

Page: 1 of 1 (3 total People Matches) D‘ISI‘J-|EI‘9' 25 rasults peEr page.
Reviewer Editor Publisher
Merge City |State or Province Country Author Rnle Role Role
Penple AT |AY AT Role AY AY
Allan Author UNITED STATES [Author]
Abby Author UNITED STATES [&uthor]
Abby Olivia Author UNITED STATES [Author] [Reviewer]
Page: 1 of 1 (3 total People Matches) Display | 25 | = results per page.
Merge People Records | Download Search Results |

)

* Select the users to be merged and click the Merge People Records button.
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User Records — Merge Duplicate Users

Merge Duplicate Users - Verify Data

Please wverify 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 |
Abby Author (abby) Abby Olivia Author (AbbyAuthor)
UMNITED STATES UNITED STATES . .
trashl8@ariessc.com trashl8@ariessc.com C DeTel‘mIne Wh'Ch record ShOUId be kept.
. . o . 1] . .

Roles: Auth?r Roles: Auth?r, Reviewer ° Cllck on The Comblne qnd Keep ThIS
User has History? Yes User has History? No
User has Current Assignments? Yes User has Current Assignments? No d ” b
User has Shared their Searches? No User has Shared their Searches? No ReCOF UTTOI"I.
User has not viewed privacy policies User has not viewed privacy policies . - -
People Record Last Update Date: 06/08/2018 People Record Last Update Date: 06/14/2018 ® The user Is Sen‘r qa Ie‘"‘er no‘"fy'ng Them of
Personal Classifications: Personal Classifications: The merge-

This user has no personal classifications 1 EMUG Presentations I .

1.02 EM Bootcamp * The merged record is inactivated.
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.
» The old address (e.g. possibly the address under which & 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.

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

Cancel |

—\\7es



Basic Reporting

Searching Submissions
Displays a list of submissions
Search results can be downloaded
Search results can be saved to the Editor main menu (Quick Search)

Search results can be shared with selected Editor roles

Hard Wired Reports
Creating Custom Reports



Searching Submissions

/\rjes Training and Demo Site .Hggiggglﬁi!

ELRGHN -- Scarch Page --

HOME « LOGOUT + HELP + REGISTER + UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENL = CONTACT US + SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS Role: _ Search Page —

submssons

Editorial Proposal Menu Production Tasks
Submissions (Production)
Proposals
Submissions With: People
Super User (all access) 0 Reviews 1 Reviews 2 Reviews | — Quick Access —
Main Menu Complete Complete Complete | production Status Grid
0 0 0
Systern Administrator Functions
Quick Searches:
Boot Camp 2018 Search
test 5/3/11 Search Submissions | Search People

* Editors with permission can search submission.
* Search from “Go To” menu or Search Submissions link.

ries

systems



Searching Submissions

Search submissions selection criteria Search submissions selection criteria

. . . - . y .
Display search results in PowerGrid ¥l 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 |

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remowve. You may refine your criteria further on the Advanced
Criteria

Search Definition: | Choose Saved Search | +

Remove Search Definition |  Edit Selected Search Definition | = Share Selected Search Definition | | Run Selected Search Definition |

Remowve Search Definition | | Edit Selected Search Definition | | Share Selected Search Definition |  Run Selected Search Definition |

Help with Searching Insert Special Character Value Options Advanced Criteria

[ lcriterion _____lIs/Isnot [Selector ________lvale | | |
( lcriterion ___________ |ls/Isnot [Selector ________lvale | )] | [T~ [submission Flog Neme [~ [ T+ [eaeelto [~ [wsing Comyrghitral = [ 1=

- |Manuscript Number | - |is | A |C0ntains | A | -

Classification g

Help with Searching Insert Special Character Value Options Adwanced Criteria

Add |
Add |
Color Figure Requested

Production Status Term Clear | | Search |

Help witl Sub. Target Online Publication Date
Sub. Actual Online Publication Date

* lse sifications; you can copy and paste Values from there.

« The Pre-Selected Schedule Group : date i not entered in this format, you will be required to re-enter the date in the specified
forn

= You Schedule Group Description % to execute a search. We recommend entering as much criteria as you know. The more
refil Schedule Group Notes ed. _ _ _ _

 Ify :s to ensure the evaluations are carried out in the right order. If you do not use
pary Schedule Group Target Online Publication Date , the AND relationship is evaluated first.

* Selg | case value.

 You Schedule Group Target Publication Date

= "Unspecified" Selector.
Schedule Group Target Publication Volume

Schedule Group Target Publication Issue

Target Number of Pages L Editorial Menu
=| Production Tasks Menu
Black and White Image Count Production Status Grid




Searching Submissions

Search Submissions - Search Results

Submission Flag Name is equal to 'Missing Copyright Transfer Information’

88932

Page: 1 of 1 (6 total submissions) - results per page.
1 Action Manuscript Author Article Title | Article Short Title Classificatiol Status Initial Date Review Status

Number Name Type Date Submitted
Action Links WEBDEM- Super User ¥ RADT May 9 Original RADT;May Completed May 16, May 09, 2011

D-11-00007R1 Trainin Stud 9;Trainin Flrst Major Terr Accept 2011
o= w B g Y a; 20, i} P

Second Major T
[ Missing Copyright Transfer Information ] 20.500:

Miner Term unc

Action Lin WEBDEM- Super User ¥ Test Paper Annual 10: Accept and Aug 12, Aug 12, 2011
b= D-11-00018 5/3/11 Meeting First Major Terr Transmit 2011
Abstract 10.200: Conference
Minor Term unc Submission
20:

Second Major T

B Save Search

»
Hover over the flag 2| Download Search Results

icon to display a Q) Search Again

description of the
P ?] Learn More

flag
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Quick Search

* Save a search to the main menu

* Clicking the quick search link
displays the current result set

Super User (all access)
Main Menu

Quick Searches:

Boot Camp 2018

test 5/3/11

Searching Submissions

Save Search Criteria

Check the provided checkbox and and click the "Submit” button again to overwrite the existing search with this
one. Alternatively, enter a new name for your saved search before proceeding.

Submission Flag Name is equal to 'Missing Copyright Transfer Information’ |Boot Camp 2018

Show this Search in Main Menus

Cancel |  Submit |

Back to Search Results
New Search
Editor Main Menu
Production Tasks Menu
Production Status Grid

Submissions With:

0 Reviews 1 Reviews 2 Reviews 3 Reviews 4 Reviews
Complete Complete Complete Complete Complete
0 0 0 0 0
Search

Search Submissions | Search People
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Searching Submissions

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 Definition |  Edit Selected Search Definition | [Share Selected Search Definition \] Run Selected Search Definition |

Help with Searching

Insert Special Character Value Options

Advanced Criteria

[ eriterion ot [selector ——————Jvale

+ [ Manuscript Number [~ [is [+ [contains [~ | -

Classification &

Color Figure Requested
Production Status Term

Help witl 5ub. Target Online Publication Date

Sub. Actual Online Publication Date

= Use
« The Pre-Selected Schedule Group

forr]
- YU'T'

refil Schedule Group Notes
. Ify

pary Schedule Group Target Online Publication Date
» Sele
= You

Schedule Group Description

Schedule Group Target Publication Date

Schedule Group Target Publication Volume

Schedule Group Target Publication Issue

Target Number of Pages =
Black and White Image Count

add |

Clear | | Search |

sifications; you can copy and paste Values from there.
: date is not entered in this format, you will be required to re-enter the date in the specified

¥ to execute a search. We recommend entering as much criteria as you know. The more
ed.

:s to ensure the evaluations are carried out in the right order. If vou do not use

\ the AND relationship is evaluated first.

| case value.

: "Unspecified” Selector.

Editorial Menu
Production Tasks Menu
Production Status Grid

Sharing Saved Searches
* Editors with permission can share their
search with selected Editor roles.

Save Search Criteria

Select the Roles that will be able to use this Search Definition. Users with access to 'Search Submissions' or
'Search Proposals' links will be able to select the definitions there; users without access to these links can only
use searches that are configured with the 'Show this Search in Main Menus' option set.

Cancel | | Proceed |

Managing Editor

Editor (by invitation)

Editorial Assistant - with tech check
Super User (all access)

Editar-in-Chief

Oo0OoOoo
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Hard Wired Reports

Administrative Functions

Systemn Administrator Functions

Register New User

Reports
Send Reminder Letters

Send Batch E-mail

Editors with permission can access reports from the Administrative Functions section of their

main menu.
The Reports link displays all hard wired reports, including reminder reports.
The Send Reminder Letters link displays only reminder reports.
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Reports

Report Tools
Enterprize Analytics Reporting
Cross-Publication Enterprise Analytics Reporting
General Data Export
Custom Report
Search/Manage Conference Submissions

Status Reports
Accepted Manuscripts Without a Publication Date
Current Status Report
Publizhing Pipeline Report
Publizhed 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
Automated Author Transfer Reminder Report

Invited Author Reports
Proposal Pipeline Report
Authors Invited - No Response
Author Invitation Status Report

Editor Reports
Assignment Status Report
Mew Asz=zignments Report
Required Reviews Complete Report

Reviewer Reports

Reviewer Invited - No Responsze Report
Reviewer Reminder Report
Automated Reviewer Reminder Report

Hard Wired Reports

Manuscript Rating Reports
Manuscript Ratings Report
Manuscript Ratings by Issue Report
Manuscript Ratings Summary Report

Summary and Annual Reports
Cla=sification 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 Detall Report
Reviewer Country of QOrigin Report
130 Standard Country Comparison Report

l:::J'Prcidu)[icm Manager Reports
Submission Tasks Reminder Report
Schedule Group Tasks Reminder Report
Editor/Publisher Assignment Totals by Task Type Report

Main Menu
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Hard Wired Reports

Automated Editor Summary Reminders are not configured in the Reporting section. They are configured
in Policy Manager — Editor Assignment Policies

£l Editor Assignment Policies
Set Editor Assignment Options
Define Editor Assignment Chain Templates
Set Editor Rotation Participants
Edit Instructions on Modify Editor Chain Page

Configure Automated Summary Reminders _
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Administrative Functions

System Administrator Functions

Register New User

- Reports

Send Reminder Le
Send Batch E-mail

tters

Creating Custom Reports

* Click the Reports link located in the
Administrative Section of the Editor main menu.
* Click the Custom Reports link located in the

Report Tools

Reports

Enterprize Analytics Reporting

Cross-Publication Enterprise &nalytics Reporting
General Data Export

Custom Report

Search/Manage Conferen

Report Tools Section of the Reports list.
* Click on the New Reports button.

Custom Report

Create a new report or choose an existing report to run, edit, or remove.

Report! | Choose Repc\rl:l -

Cancel | MNew Report | Remowve Report | Edit Report | | Run Report |

I Back to Reports
Back: to Main Menu
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Creating Custom Reports

Create Custom Report

Choose a view.

Table: | Choose View b

Cancel |  Submit |

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

Back to Reports
Back to Main Menu

Select the View that best describes the
information you want to report on.
Click “Get more help” for a list of
views and the data elements available
within that view.

Click Submit

Create Custom Report

Choose a view.

Table: | Choose View

Get more

Choose Wiew

All Schedule Groups Table of Contents and Headers View
Author Information View

Authors and Personal Identifiers View
Authors and Submissions View

Book Schedule Groups View

Book Submission Production View

Custom Metadata Identifiers Information View
Editors and Submissions View

ImpactVizor Final Decisions View

Manuscript and Keywaords View

Manuscript Status History View

Manuscripts and Classifications View

Merge Duplicate Users Audit Trail View

People and Classifications View

People and Keywords View

People and Personal Identifiers View
Production Task Questionnaire View

Proposal Pipeline View

m

t=.
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Custom Report - People and Address View

Select the fields to include in the report.

Cancel | Submit |

Check all Clear all

[7] publication Code

First Name

] Secondary First Name Field
[T Middle Nname

Last Name

] Secondary Last Name Field
D Username

[ password

[T Title

D Degree

[T Mickname

[T person is a Publisher

= People Record is Inactive
[[] publisher Role

[ person is an Editor

Editor Role

[ Editor Deszcription

[T person is Available as a Reviewer

Creating Custom Reports

Select the data elements that you want

in your report.

Click Submit.
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Choose the criterion for selecting People and Address View Records: To run a report in cross-publication mode, select the 'Cross-Publication Report - All Publications' checkbox. Selecting this checkbox will include all sites associated with

Insert Special Character

Creating Custom Reports

Custom Report - People and Address View

the same publisher.

Help with Searching

Criterion Selector Value

| Publication Cade | - | CONTAINS | - | E | END | -
| Publication Code | - | CONTAINS | - | 3 | END | -
| Publication Cade | - | CONTAINS | - | E | END | -
| Publication Code | - | CONTAINS | - | 3 | END | -
| Publication Code | - | CONTAINS | - | E

D First ORDER BY| First Name | + in | ASCENDING | ~ order.

[l Then oRrDER BYl First Name | - in | ASCENDING | ~ order.

| Exclude inactivated users | -
[7] cross publication Report - All Publications

@ sShow results onscreen

Create extraction data file for download _

[ show summary only

) Download extraction data file only

* Constrain your report if necessary using the Criterion pulldown.

* Check the Create extraction data file for download to download the file.
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Creating Custom Reports

Custom Report - People and Address View

Display First Name, Last Name, Editor Role, Reviewer Role, Institution, E-mail Address from People & Address View

Download the Data File _

Download the data file in Unicede format - UTF-8

Page: 1 of 14 (136 total records searched) 123456789 10=> = Display | 10 « results per page.

First Name Last Name Editor Role Reviewer Role Institution E-mail Address

Oliver moore trashl@ariessys.com
pippy longstocking trashl@ariessys.com
Anne Gable trashl@ariessys.com
Mary Jones trashl@ariessys.com
Caroline Webber trashl@ariessys.com
Winnifred LaFarge trashl@ariessys.com
author one Institution  trashl@ariessys.com
Associate Editor trashl@ariessys.com
tony alves trashl@ariessys.com
wendy wendy Test Reviewer trashl@ariessys.com
Page: 1 of 14 (136 total records searched) 1234567889 10> = Display | 10 - results per page.

Download the Data File

Cownload the data file in Unicode format - UTF-3

Save Report Definition | _

Modify Cutput Fields
Modify Search Criteria

Back to Custom Report
Back to Reports
Rack tn Main Menn

* C(Click the Download the Data File link to download the file.
* Click the Save Report Definition button to Save the Report.
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Creating Custom Reports

Save Custom Report

Report Name: |Boot Camp 2018

Custom Report

Create a new report or choose an existing report to run, edit, or remove.

Report: |Ch005e Report | bl

Boot Camp 2018
Cancel | Mew Report | Remove Heport | Edit Report | Run Report |

Back to Reports
Back: to Main Menu

Name the report.

The report will appear in Choose Report pulldown menu. You can choose to run, edit or

remove the saved report.
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Resources: How to Get Help While Using EM

‘ * If you're feeling stranded at some point
in your workflow, fear not! There are
multiple resources available that can be
used to your advantage.




Where to Find Help

(Editorial Manager’

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

EAL : -- @Ed itorial
Edltorlal Manager / Manager -
HOWE » LOGOUT « HELP + REGISTER » LPDATE WY INFORMATION + JOLRNAL C WERVIEW role: RV [scrname: mary

1 EHII * COMTACT LS + SLBMIT & MANUSCRIPT o IMNSTRLICTIC FOR ALTHS F

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

* The “Help” link
* The Video Library

* Contact your Account Coordinator



-
I
b

"
]

(;Editorial

anager

Help Systerm

What's new in version 14.17

Complete feature details can be found in the Belease Notes!
Short on time? Try the Release Digest!

Browse additional resources on our Video Library!

Minimum System Requirements

Help Links and What They Do:

The Release Notes detail what’s new to EM in version
14.1, including details about the setup and
advantages of the new author interface.

The Release Digest is essentially a condensed version
of the Release Notes. They list each new
enhancement present in 14.1, what it does and the
approximate time it takes to be configured.

The link to Aries’ Video Library brings up several
pages of tutorial videos located on
www.ariessys.com. These videos provide helpful, step
by step tutorials on a range of EM processes, from
updating your personal information to running and
saving searches and results.

In addition to these links, there is also a search bar
that can be seen by clicking on the magnifying glass
icon above the em logo. Users can enter a word or
phrase they’d like to learn about into the bar, and
multiple results can be brought up, explaining
functionality, configuration and more.
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http://www.ariessys.com/

Aries Video Library

ALL VIDEOS
Use 'CTRL + F' to search list by keyword

—

Action Links Compression
Adding Co-Authors
Article Workflow — Submission Items

Assessing Reviewers and Reviewer Staotistics

s]o] ¢

Assigning Contributors in EM

Automated Image Quality Check

Automated Plagiarism Detection ®

Ad d | N g Co_Auth ors Automatic Formatting of Bibliographic Information
Checking the Status of Submitted Manuscripts

Co-author Workflow

Collecting Social Media Content

Configure Issuing DOl at Acceptance

Configure Task Submittal Questions & Checklists

Configuring a Production Status

Contributor Invitation

Convenient Access to Reviewer Status Information
Conveniently Reminding Reviewers with Ad Hoc Letters
Creating Custom Fields for Details Page Display

TPRadiT Intamratinn

LATEST RELEASES

Top Five Innovations for Reviewers Using Editorial Manager ¥

ORCID Reviewer Recognition ¥

Email AutoFill for Ad Hoc Letters ¥

Editar Experience: Decision Letter Editing ¥

Optimizing Metadata Extraction using Xtract ¥

Transition to Xtract Submission Interface in Version 14.1: Updating Author Instructions #
Reviewer Experience: Submitting Reviews in Editorial Manager ¥

Manuscript Submission with Xtract in Editorial Manager %

Top Five Tips for Authors Using Editorial Manager ¥

Reviewer Experience: Responding to Reviewer Invitations in Editorial Manager ¥
Editor Experience: Making a Decision W

Assigning Reviewer Numbers

* The library offers dozens of tutorials and walkthroughs, from EAR-related videos to

system administration.

* Step-by-step commentary can help guide users through processes.

ries

systems



You are survivors of Editorial Manager
Bootcamp 2019!

Nothing can extinguish
your determination!




