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System Administration



System Administration



User Registration
Self and Proxy Registration



Policy Manager



Registration Fields



Registration Fields (cont.)



Policy Manager – Institution 
Name Normalization



Institution Name Normalization



Role Manager



Role Manager - Proxy 
Registration Permission



Policy Manager



Proxy Registration



Proxy Registration (cont.)



Managing People Records
Merging, Inactivation - Maintaining a clean database!



Role Manager



Role Manager - Editor



Merge/Inactivate Permissions



Submission Configurations
Article Types, Requirements and Co-Authors



Submission Policies



Manuscript Submission 
Instructions



Submission Policies



Edit Article Types



Submission Steps



Submission Step Limits



Co-Authors/Other Authors



Other Author Data



Submission Policies



Co-Author Options



Section/Categories



Section Category

Direct to Editor functionality - more details: 
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Autonomous_
Editor_Direct_to_Editor.htm



Classifications



Edit Classifications



Questionnaire Policies



Create Custom Questions



Question Options



Question Options (cont.)



Follow Up Questions



Follow Up Questions 
(cont.)



Follow Up Questions 
(cont.)



Question Options (cont.)



Create Questionnaires



Create Questionnaires (cont.)



Apply Questionnaire to Article 
Types



Apply Questionnaire to Article Types



Suggest/Oppose Reviewers 
– minimum in Edit Article 

Types



Suggest/Oppose Reviewers



Suggest/Oppose Reviewers



Region of Origin



Region of Origin



Edit Submission Items



Submission Items



Submission Items – PDF Handling



Submission Items – Edit Article Types



Policy Manager - “I Accept” Checkbox 
and Author PDF Approval Page



“I Accept” Checkbox and Author 
PDF Approval Page



Technical Check
Processing New Submissions and Send Back to Author



Configure Technical Check



Configure Technical Check



Role Manager - Editor



Edit Letters



Add New Technical Check Letter



Action Manager – Set Technical 
Check Letter for Author Role



Send Back To Author Event



Action Links
Duplicate, Details, History and Help!



Configure Duplicate Submission Check



Duplicate Submission Check



Details Page Layouts – Role 
Manager/Policy Manager



Details Page



History – Role Manager Permissions



Help!
Cross Check:
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Automated_Integration_with_CrossCheck.htm

Discussion Forum:
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Discussion_Forums.htm

Remove Submission:
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Remove_Submission.htm

Set Final Disposition:
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Setting_Final_Disposition.htm

Linked Submissions:
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Linking_Submissions.htm
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Review_Sharing_for_Linked_Submissions.htm

Custom Flags
http://www.editorialmanager.com/robohelp/12.2/Editorial_Manager_Help/Customizable_Flags_for_Submissions_and_People.ht
m



Assign Editor
Assigning Editors

(Additional Session Tomorrow)



Role Manager - Editor



Set Editor Assignment Options



Editor Assignment Options



Action Manager - Set Letter for 
Editor Assignments



Action Manager – Editor 
Assigned Event



Reviews and Reviewers
Search Reviewers, Review Forms and Re-Opening Reviews



Role Manager – Editor 
Permission to Search Reviewers



Classifications on Registration



Classifications on Submission



Policy Manager



Edit Reviewer 
Recommendation Terms



Edit Manuscript Rating Questions



Match Review Forms – Add MRQ’s



Match Review Forms – Add 
MRQ’s (cont.)



Create Custom Review Questions



Add New Custom Review Question



Add New Custom Review Question 
(cont.)



Create/Edit Review Forms



Create/Edit Review Forms



Create/Edit Review Forms



Create/Edit Review Forms (cont.)



Match To Article Types



Role Manager – Reviewer



Role Manager – Reviewer



Role Manager – Reviewer (cont.)



Create & Store Blinded Decision Letter



Reviewer Attachment Sanitization



Reviewer Attachment - Sanitization



Reviewer Attachment - Availability



Role Manager – Author: Blind 
Settings



Editor Decisions
Forms and Comments



Required Reviews Complete



Role Manager – Editor (reviews)



Role Manager – Editor (Decisions)



Policy Manager – Editor Forms



Editor Decision Terms

Alternative Text for Authors Configuration – Policy Manager > Status Policies > Edit Document Statuses 



Editor Decision Terms



Create Editor Forms



Create Editor Forms



Create Editor Forms (cont.)



Configure Editor Forms – Match AT and Roles


