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• Basic System Structure

• Overview of Editorial Workflows
• Author Submission

• Editor Triage and Decision

• Reviewer Invitation and Submission

• Searches & User Records

• Basic Reporting

• Resources

• Questions from Attendees

Welcome to 
EMUG: Day 1

Agenda
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System 
Structure

Breaking it down
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Customizable 
Workflow

Editorial Manager At Its Core

Ecosystem 
of Tools

Advanced 
Analytics

Role-Based 
System
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The Aries Ecosystem: Integrated Solutions

• Connects users with best-in-class 
tools and services, all in one place and 
directly within workflow

• Comprised of both Aries and third-party 
technology that plug into EM and/or PM

• Enables publishers to address new 
initiatives and workflow/quality gaps 
without additional investment

• Continuously evolving to meet needs of 
the industry
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• Consists of 4 role families: Author, Editor, Reviewer, and Publisher

• The Author role is the default role; one user account is limited to one role per role 
family

• Roles and their permissions are configured in “RoleManager”

Editorial Manager is a Role-Based System
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• RoleManager: where user roles and their permissions are configured

• ActionManager: who gets automated notifications when events occur

• PolicyManager: where general configurations are set

• AdminManager: Share Data, Transfer Submissions, Share Letters, restricted admin rights

How System Administrator is Organized
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For Editor roles with permission use:
• “System Administrator” link in System Administrative Functions box

• Shortcut link – full or restricted access

System Administrative Functions only appears for Editor roles with configured admin permissions

Accessing System Administrator
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RoleManager
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ActionManager

• A fixed set of events can trigger an automated notification

• Each role can have its own notifications configured

• A quick reference guide can be found here

https://www.editorialmanager.com/robohelp/17.0/index.htm
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ActionManager



This material contains information that is proprietary and confidential to Aries Systems. It cannot be shared with third parties without 
Aries Systems' consent. ARIES SYSTEMS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE. 

PolicyManager

• Bulk of site configurations done here

• Some configurations are multistep
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PolicyManager
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PolicyManager
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AdminManager

• Set your site live

• Configure Read & Publish 

preferences (relates to consortium-

funded Open Access funding)

• Configure System Administrator 

Access Rights
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Overview of 
Editorial Workflow
Author Submission Process
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• Author Main Menu

• Selecting Article Type

• Attaching Files

• Filling in Additional Information

• Building and Approving the PDF

Author Interface

Submission 
Process
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Author Main Menu (Live Demo)
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Submission Process (Live Demo)

• Each step in the submission process is customizable
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Selecting Article Type

• Available Article Types are set by the journal

• Each Article Type can have different steps and submission Item Types

• Selecting the Article Type will always be required for Authors (this is not configurable)
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Attach Files Step

• Completed steps are checked in green

• The Author may click the browse button or drag and drop
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Uploading and Naming: Item Types

• Author must upload item: 

Manuscript title, Authors, 

keywords, and abstract 

extracted (if Word file)

• .zip files, URLs, 

supplementary materials 

(ex: audio and video)

• Can restrict Item Types
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General Information

• Region of Origin, Section/Category, and Classification data entered here

• Sections are expandable via + sign or "next" button
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Expanded View



This material contains information that is proprietary and confidential to Aries Systems. It cannot be shared with third parties without 
Aries Systems' consent. ARIES SYSTEMS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE. 

Section and Category

• Allows the journal office to group similar submissions together (ex: similar topic/structure)

• This step can also be used with Editorial Manager's Direct-to-Editor (D2E) feature

• D2E feature saves time by sending the submission straight to the responsible Editor
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Classifications

• Terms set by the journal that can be associated 
with the submission

• Reviewers can be matched to submissions by 
searching for Reviewers by classifications

• The classifications can be organized hierarchically

• A limit can be set (min./max. or none)
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Review Preferences

• Publications can allow Authors to suggest/oppose Reviewers and request an Editor
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• Journal can set required fields in this 
step (first and last names always 
required)

• Does not automatically attach 
Reviewer to submission
• Suggestion only

• Can add a Reviewer outside of the 
system. Journal can add them later

Suggesting a Reviewer
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• Journal can allow Author to 
oppose a Reviewer

• Fields can be configured

Opposing a Reviewer
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Requesting an Editor

• Journals can allow Authors to request an Editor

• May be used in conjunction with D2E – chosen Editor immediately gets the submission

• Journal can decide what information is presented – information about the Editors themselves
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Additional Information

• Journal creates custom 
questions and add to 
Author and Submission 
Questionnaires

• Configured in a variety 
of ways

• optional or required
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Additional Information Continued

• Flags can also be set to go off for specific answers
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Comments

• The Author may also enter comments for the editorial office to consider
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• Automatic extraction of key metadata 
from manuscript:

• Title, abstract, Author 
names, keywords, etc.

• Can be edited or entered manually

Manuscript Data: Xtract
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Manuscript Data Continued

Keywords:

• Free form terms used to identify 
areas of study; can add limits

• Useful when classifications alone 
do not do the trick; searchable

Author Names:

• The Author at the top of the list is 
the first Author

• Corresponding Author must be 
registered in EM
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Author Field

• Co-Authors can be added and set as 
corresponding Author

• Contributor Roles can be enabled to specify 
what each Author contributed to the 
submission (CRediT Taxonomy)

• Degree of contribution can be specified
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Funding Information

• Funding information can be 
added as a step, either 
required or optional

• Crossref Open Funder 
Registry

• If the step is required but no 
information can be given, 
then "Funding information is 
not available" can be 
checked
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Step Warning

• Warns Author when a 
required part of the 
submission process is 
skipped

• The Author will receive a 
pop-up box when attempting 
to build without resolving 
the issue
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Building the PDF

• Users can build PDFs once all steps are complete

• Two PDFs are built – an Author/Editor and Reviewer PDF

• The two are generally different, with the Reviewer's 
having only essential information
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Approving the PDF

• The Author must check the box and view the submission

• The rightmost column header can be customized

• Viewing the submission shows the Author/Editor PDF

• Author/Editor PDF is the cover page followed by submission 
items in order of how they were attached
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Author/Editor vs Reviewer

• Editor roles can have access to both types 
of PDFs — Author/Editor and Reviewer PDF

• Items on PDFs can be changed

• Watermarks can be added if desired
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Overview of 
Editorial Workflow
Editor Triage & Assignment
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• Where is the assignment received?

• Technical checks (if required)

• Selecting an Editor

• Editor terminology

• Overview of the Details page

Editor Interface

Assigning 
an Editor
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Editor Main Menu

• Submissions either go to the 
“New Submissions” or “New 
Submissions Requiring 
Assignment” folder

• Clicking either will navigate 
users to a submissions grid

• Signposting (colored bars of 
green, yellow, or red) signal 
Warning Thresholds
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Technical Check
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Assigning an Editor

• Accessible from the "Assign Editor" action link

• Select Editors based on a variety of factors and block Editors
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Example Editor Chain

• Assign multiple Editors to form a chain; can be done in one step with predefined Editor chain

• Last in chain (Sally Solicitor) is the Handling Editor
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• Attached Editor: Editor (typically an editorial office person) who 
picks up the submission and assigns to the first Editor. Has a "special 
relationship" to the submission

• First Editor: Editor first assigned the submission. May be the 
Handling Editor as well

• Handling Editor: Editor handling the submission at the time. Has 
current responsibility

• Assigned Editor: any Editor assigned the submission. In Editor 
chain in Details page. Can be First, Handling, or any other Editor type

• Corresponding Editor: Editor responsible for communication. 
Typically, First Editor, unless this is changed in “Details” or 
“PolicyManager”

Different Types of Editors
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Detail of Details Page

• Details Page: accessible via 
Action Links

• Contains key pieces of 
information: corresponding 
Author, editorial status, 
classifications, etc.

• Configurable
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• Reviewer Selection Summary.mkv (with audio)

Reviewer 
Selection 
Summary

Live 
Walkthrough

https://ariessys-my.sharepoint.com/:v:/p/pleary/EVaPyXlBsx1Aj66Cor_QduQBeM62v1BNXH0Ko7CBiwrogw?e=dzxeOk
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Overview of 
Editorial Workflow
Reviewer Invitation & Submission
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• Reviewer Search & Selection Options
• Custom Classifications & API Database Integration

• Reviewer Statistics

• Multiple Options for Inviting/Assigning Reviewers

• Automatic Reminders & Notifications

Reviewer 
Search & 
Selection

Editor Interface



This material contains information that is proprietary and confidential to Aries Systems. It cannot be shared with third parties without 
Aries Systems' consent. ARIES SYSTEMS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE. 

• Accessible from "Invite Reviewers" Action Link

• Manage and Search for Reviewers

• Edit Review Parameters (Due Dates and # of Reviews Req.)

Reviewer Selection Summary (RSS)
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• Assigning Reviewers
• Assumes the Reviewer has already agreed to review

• Alternate Reviewers
• Allows users to automatically promote Reviewers if 

others decline
• Can be linked to specific invited Reviewers

• Proposed Reviewers
• Allows an Editor to create a list of potential Reviewers 

who can be registered or invited later

Invitation Options

Reviewer 
Selection
Results



Proprietary & Confidential

This material contains information that is proprietary and confidential to Aries Systems. It cannot be 
shared with third parties without Aries Systems' consent. ARIES SYSTEMS PROPRIETARY & CONFIDENTIAL. 
DO NOT COPY. DO NOT DISTRIBUTE. 

Standard Search

Reviewer 
Search

• Standard Search – first/last, email, etc.

• Multiple search parameters with Logic
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Suggested by 
Author

Reviewer 
Search

• Searches database for existing users

• A link to register users without accounts
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Personal 
Classifications

Reviewer 
Selection
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Personal 
Classifications

Reviewer 
Selection
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Suggest Reviewers

(Custom Saved 
Search)

Reviewer 
Selection
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Reviewer Selection: Results
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Notification / Due 
Date Options

Reviewer 
Selection:
Notifications

• Automatic notification system
• Customizable notification templates

• Change review due dates
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Reviewer Selection: Summary
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Reviewer
Forms

Customize Reviewer Feedback
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• Select a recommendation term (customizable)

• Overall rating of the manuscript

Reviewer Recommendation Terms
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• Create Custom Review Questions

• Multiple input options (list, 
buttons, open response)

• Required vs optional

• Can be automatically included in 
Author decision letter

Custom Reviewer Questions/Fields
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• Comment Boxes
• Customize starting/instructional text

• Confidential comments to Editorial Staff

• Optional Attachments

Review Form: Comments & Attachments
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Overview of 
Editorial Workflows
Editor Decision and Comments
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• When all reviews are completed, the Editor is notified via a 
letter

• Editors use the “View Reviews and Comments” action link 
to review the responses

• All recommendations, comments, ratings, and attachments 
from Reviewers are collected in one place

Editor Interface

Making a 
Decision
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• Accessible via "View Reviews 
and Comments" action link

View Reviews & Comments
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Submit 
Editor’s 
Decision

• Assigned Editor with permissions can 
make a decision at any time

• Editors with permissions can terminate 
outstanding Editor/Reviewer assignments 
to proceed with the decision

• Two parts to making a decision in EM:

• Editor Decision

• Notify the Author

• Editor can “Draft & Save Decision” for another Editor in Chain

• Ability to notify the Author of a decision is an Editor permission

Manuscript 
Disposition
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Completing Editor Decision Form

• Select Editor Decision 
Phrase

• Decision phrases can be 
customized by the journal

• View Reviews & 
Alternate Reviewer 
Comments
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Author Decision Letter

• Custom Notification 
Templates for 
each Decision Term

• Automatic inclusion 
of Reviewer Feedback

• Save Decision for 
Editorial Review
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• Merge Fields automatically insert 
key content and context into 
letters (names, dates, feedback)

• Blinded review feedback

• Make necessary changes

• Save notification draft for 
Supervising Editor if needed

Author Decision Letter
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• Following manuscript acceptance, transfer to downstream to initial production and publication

• EM seamlessly connects with ProduXion Manager (PM) and other systems for a true end-to-end solution!

After Acceptance: Initiate Production!
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Searching 
People & 
Submissions
Surfacing key information
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Search Function.mkv

Searching People 
& Manuscripts

Live 
Walkthrough

https://ariessys-my.sharepoint.com/:v:/p/pleary/EcVTXGSiqN1Ahq7b29IWbngBdLdTtw47ip1BluNIFtjYKw?e=aOxhhv


Proprietary & Confidential

This material contains information that is proprietary and confidential to Aries Systems. It cannot be 
shared with third parties without Aries Systems' consent. ARIES SYSTEMS PROPRIETARY & CONFIDENTIAL. 
DO NOT COPY. DO NOT DISTRIBUTE. 

• Navigation Bar: Shortcuts Menu

• Editor Main MenuWhere to start?

Searching
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• Simple Search:
• NavBar
• Author Name
• Article Title
• Manuscript Number

• Custom Search:
• Multiple Search Criteria
• Advanced Criteria
• Saved Searches
• Shared Searches

Search Submissions
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Search Submission Results

Search for All Submissions by inputting a value of "*spacebar*"
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• Click on the “disk” icon in top left on results page:

Saved Searches

• Name your Search: • Search will appear in Main Menu:
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• Access to Update People Information

• View & Assign User's Roles

• Proxy as another User

• Correspondence and Activity Histories

Search People
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• No Saved Search

• Yellow Highlighted Role = Proxy as User

• Blue Name = View and Edit User Records

People Search: Results
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Managing 
People Records
Updating User Information
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• Use Search People to 
locate user records

• via Editor Main Menu or 
NavBar Shortcuts menu

• Click user's name to 
open the user record

• Can “merge” 
duplicate accounts

Accessing User Records
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• “Inactivate this user”

• Assign user roles

• “View Activity Details”

Deactivating Users & Assigning Roles
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• Update personal and 
business-related 
information, classifications 
keywords, and people notes

• People notes display for 
Editors with Reviewer 
search results

• Users will not see their own 
people notes

Deactivating Users & Assigning Roles
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• Users can update information 
from main navigation bar

• Clicking on name allows Role 
Swap without logging out

• "Update Information" can be 
used to change personal & 
login info

Updating User Records
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Reports & 
Reminders
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• Navigate to the bottom of the Editor Main Menu (Admin Functions)

• Custom Reports & Default Reports

Reporting
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• Enterprise Analytics Reporting (EAR)

• Custom Report Tool

• General Data Export

• Database Search & Export

• Automated Reminder Reports

• Authors

• Reviewers

• Editor Reports

• Assignment Status Reports

• New Assignments Report (outstanding Work)

• Assignments vs Invitations

Reports & Reminders: Custom and Standard
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Author Reports: Automated Reminders
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Reviewer Reports: Automated Reminders
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Editor Reports/Reminders: Assignment Status
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• View the status of Outstanding Assignments & Invitations for your Editors

• Send Reminders & Reminder History

Editor Reports: New Assignments
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• Summary of Reminder tools

• View Reports that can send Reminders

Send Reminders
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• EM Help Articles

• Aries Video Library

• EM/PM Release Notes Archive

• EM/PM Beginners Tutorial Documentation

• Aries Blog & Newsletter

• Your Aries Account Coordinator!

Resources
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Questions?
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Stay Connected

Thank 
you! Michael Parke

Account Specialist

Mparke@ariessys.com

Peter Leary

Account Coordinator

Pleary@ariessys.com

mailto:Mparke@ariessys.com
mailto:Pleary@ariessys.com


www.ariessys.com

50 High Street, Suite 21

North Andover, MA 01845 USA
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