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Publisher-defined fields



Additional Manuscript Details

o Editorial Manager contains many system fields, or, fields that
are available across all sites by default
o In many cases, you can choose whether system fields are:
o Hidden or Visible
o Hidden, Optional, or Required for any step in the workflow
o Additional Manuscript Details (AMDs) are publisher-defined
fields
o EM may not have a field for the specific information you
wish to capture
o Examples
o Publish Ahead of Print? Y/N

o Open Access Paper? Y/N



Additional Manuscript Details

o There are several ways to configure an AMD:

o Text (200 character limit)

o Date

o Integer

o Decimal

o Notes (20,000 character limit)

o List Value (drop-down only)

o You can also choose whether these AMDs apply to all Article
Types (eg, Publish Ahead of Print) or just for select Article Types
(eg, Rapid Review Required)



Additional Manuscript Details

o AMD fields may also be configured at various points in the EM
interface:

O

O O O O O O

Link on Details page (Hide, Display only, Editable)
Display on Details page (Hide, Display only, Editable)
Transmittal Form (Hide, Display only, Editable, Required)
Display for Invited Submissions (Hide or Display only)
Search Submissions (Hide or Display only)

Search Proposals (Hide or Display only)

Schedule Group TOC (Hide, Display only, Editable)



Display on Details Page



Additional Manuscript Details

Details for Manuscript Number: Unassigned "EMUG 2016 Additional Manuscript Details™

CancelJ Save J Save and CloseJ

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors Additional
Information

- —
publish Ahead of Print Eloash thone

Display 'Fast-Track to Publication' Flag
| Please Choose ¥

Open Access Paper ‘

Display 'Open Access Paper' Flag

Additional Manuscript

Details: Add/Edit Additional Manuscript Details
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Details for Manuscript Number: Unassigned "EMUG 2016 Additional Manuscript Details"

Cancel | SaveJ Save and CloseJ

.

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors Additional
Information

Publish Ahead of Print R o

Display 'Fast-Track to Publication’ Flag

' No v
Open Access Paper

Display 'Open Access Paper' Flag

Additional Manuscript

Details: Add/Edit Additional Manuscript Details
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Details for Manuscript Number: Unassigned "EMUG 2016 Additional Manuscript Details™

CancelJ Save J Save and CloseJ

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors Additional
Information

. —
Publish Ahead of Print Eloash thone

Display 'Fast-Track to Publication' Flag
| Please Choose ¥
Open Access Paper ‘
Display 'Open Access Paper' Flag

Additional Manuscript
Details:

Add/Edit Additional Manuscript Details




Additional Manuscript Details

www.editorialmanager.com says:

Details for Manuscri Pt Youare navigating to a new page; changes you have made to data on the al Manuscript Details"
main Details page may be lost. On returning to this page, fields that also
appear on the new page will not reflect any changes made on the new
page until you refresh or reload the page.

Abstract Manuscript Notes Produl Proposed by Editors Additional

Click Cancel to return to the details page and save your changes.
Click OK to continue to the new page without saving changes.

Prevent this page from creating additional dialogs.

- : Pl
Publish Ahead of Print |-==ka8 OK Cancel

rast-Track to Publication’ Flag

| PleaseCHOGSE Y™
Open Access Paper ‘
Display 'Open Access Paper' Flag

Additional Manuscript

- Add/Edit Additional Manuscript Details
Details:




Additional Manuscript Details

Additional Manuscript Details for Submission Number DEMOKH122-
S-16-00010
"EMUG 2016 Additional Manuscript Details”

Cancel | Save and Close)

Publish Ahead of r : e

Print | Please Choose ¥ Display 'Fast-Track to Publication' Flag : |
Open Access Paper | Please Choose ¥ Display 'Open Access Paper' Flag :
Pub Code ABC

CancelJ Save and Close J




Additional Manuscript Details

Additional Manuscript Details for Submission Number DEMOKH122-
S-16-00010
"EMUG 2016 Additional Manuscript Details”

Cancel | Save and Close)

Publish Ahead of

Print  Please Choose ¥ Display 'Fast-Track to Publication' Flag : |
Open Access Paper | Please Choose ¥ Display 'Open Access Paper Flag :
I Pub Code ABC I

CancelJ Save and Close J
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Search

Search Submissions | Search People

Editor 'To-Do’ List

My Pending Assignments (2)
New Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment (0)
Submissions with Required Reviews Complete (0)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)
Submissions with Active Discussions (1)




Additional Manuscript Details

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 v

Remaove Search DeﬂnitionJ Edit Selected Search DeﬁnitionJ Share Selected Search DeﬂnitionJ Run Selected Search Deﬁnition)

Help with Searching Insert Special Character Value Options Advanced Criteria

Criterion

[

| Manuscript Number is v | Contains v || [

Add

Clear |  Search |
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Help with Searching
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Insert Special Character

_--
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Handling Editor Last Name
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Submission Flag Name

Sub. Target Online Publication Date

Sub. Actual Online Publication Date
Schedule Group Notes

Schedule Group Target Online Publication Date
Schedule Group Target Publication Date
Schedule Group Target Publication Volume
Schedule Group Target Publication Issue
Target Number of Pages

Black and White Image Count
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Discussion Topic
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Open Access Paper
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Help with Searching Insert Special Character Value Options Advanced Criteria
(| Criterion 15/15 not m—m—
| v | Publish Ahead of Print v |is Y | EqualTo

No | Add




Additional Manuscript Details

Save SearchJ Download Search Results J Search Again J

Switch to Production View

Page: 1 of 1 (1 total submissions) Display [ 100 v
Manuscript| Author| Article Article Short Current |Status Initial Date
Number Name | Title Type Title Status Date Submitted
= Action A AY AV |AY AV AY Classifications | AV AY '\ 4 Reviewers
View Submission Kate M  EMUG Rapid 10: Manuscript 04 May 2016 04 May 2016
CrossCheck/iThenticate Results (97%) Horgan 2016 Communication First Major Term Submitted
Details V¥ w & Additional
Initiate Discussion Manuscript
History Details

File Inventory

Edit Submission
Classifications

Remove Submission

Send Back to Author
Assign Editor

Set Final Disposition
Initiate Production

Similar Articles in MEDLINE
OVID - Title and Keywords
B Author Search

B] Title Search

Send E-mail

Linked Submissions

Page: 1 of 1 (1 total submissions) Display | 100 ¥ |
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Additional Manuscript Details

o AMDs are configured in PolicyManager while access to view
and edit AMDs is configured in RoleManager
o PolicyManager
o Add/Edit Additional Manuscript Details Fields
o Define Custom Details Page Layout
o Edit Transmittal Form Layout
o RoleManager
o Editor/Publisher Roles
o View Additional Manuscript Details
o Edit Additional Manuscript Details



Additional Manuscript Details

PolicyManager Main Menu

Expand All Collapse Al

# Registration and Login Policies
# Status Policies
# Submission Policies
# Questionnaire Policies
= Additional Data Policies
Add/Edit Additional People Detail Fields
| Add/Edit Additional Manuscript Detail Fields |

Add/Edit Legacy Manuscript Fields for Conversion
Edit Additional Invitation Details

# 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




Additional Manuscript Details

Add/Edit Additional Manuscript Detail Fields

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

appear next to the field

Add
Associated
Order Description with Flag Actions
A Publish e Fost
3 Ahead of Remove Edit
Print TEEkn
Publication
o Open # Open ‘
’5 Access A Remove Edit
Paper ccess
Paper
6 Pub Code Remove Edit

Update Item Order |

Add |




Additional Manuscript Details

Add Additional Manuscript Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

iPMC Deposit Required
Maximum 256 characters

Field Type: | Please Choose ¥
Maximum Field Length: “ =

(A value from 1 to 200)
Default Value for Field: ® Norie

If 'None' is selected, an empty text box :
will appear if the checkbox 'Editable’ is i i Yalue [EnierVElve: Do)
checked in the grid below. Insert Special Character

® Display Field for All Article Types

Display Field for Selected Article Types

iongma| Study . Select On a PC, multiple values may be selected by holding
| Editorial ) All down the 'Ctrl" key on your keyboard, while using the
! Review mouse to select the desired items in the selection box.

[ [ m ' ' F ;
| Rapid Communication” '~ Clear On a Mac, n'o.d down the 'Command' key while using the
All mouse to select the desired items.




Additional Manuscript Details

Add Additional Manuscript Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

\PMC Deposit Required
Maximum 256 characters

Field Type: Please Choose ¥
Please Choose [f——
Maximum Field Length: b
Date 400)
Default Value for Field: Integer
If 'None' is selected, an empty text box Decimal L
will appear if the checkbox 'Editable’ is Notes ,lter Yaiiic heow)
checked in the grid below. List rpcter
® Display Field for All Article Types
Display Field for Selected Article Types
Original Study . Select On a PC, multiple values may be selected by holding
Editorial All down the 'Ctrl" key on your keyboard, while using the

mouse to select the desired items in the selection box.
Clear On a Mac, hold down the 'Command' key while using the
All mouse to select the desired items.

Review
Rapid Communication ~
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Add Additional Manuscript Detail Field

Cancel ]  Submit |

Field Description: Insert Special Character

\PMC Deposit Required
Maximum 256 characters

Field Type: | Text v
Maximum Field Length: 1200
(A value from 1 to 200)

Default Value for Field:

® None

If 'None' is selected, an empty text box .

will appear if the checkbox ;')E{m'tab.'e' is Singie Value (enter value below)

checked in the grid below. Insert Special Character

® Display Field for All Article Types

Display Field for Selected Article Types
| Original Study . Select Ona PC, multiple values may be selected by holding
Editorial All down the 'Ctrl' key on your keyboard, while using the
Do mouse to select the desired items in the selection box.
Rapid Communication Clear On a Mac, hold down the 'Command' key while using the

All mouse to select the desired items.




Additional Manuscript Details

Add Additional Manuscript Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

\PMC Deposit Required
Maximum 256 characters

Field Type: | Text v
Maximum Field Length: 200
(A value from 1 to 200)
Default Value for Field: ® None
If 'None' is selected, an empty text box e
will appear if the checkbox ;’)E}c;rtabre' is SIgE.Yelue (EHierywe Uoiom)
checked in the grid below. Insert Special Character
® Display Field for All Article Types
Display Field for Selected Article Types
| Original Study . Select On a PC, multiple values may be selected by holding
Editorial ' All down the 'Ctrl" key on your keyboard, while using the
Reviéw mouse to select the desired items in the selection box.

Rapid Communication v Clear On a Mac, hold down the Comrr_land key while using the
All mouse to select the desired items.




Additional Manuscript Details

Add Additional Manuscript Detail Field

Cancel ]  Submit |

Field Description: Insert Special Character

'PMC Deposit Required
Maximum 256 characters

Field Type: | Text v

i
Maximum Field Length: 1200

(A value from 1 to 200)
Default Value for Field: ® None

If ‘None' is selected, an empty text box
will appear if the checkbox 'Editable’ is
checked in the grid below. Insert Special Character

[

|

' Single Value (enter value below)

® Display Field for All Article Types

' Display Field for Selected Article Types

‘ Original Study . Select On a PC, muitiple values may be selected by holding

| Editorial All down the 'Ctrl" key on your keyboard, while using the
mouse to select the desired items in the selection box.

Clear On a Mac, hold down the 'Command' key while using the

All mouse to select the desired items.

Review
|Rapid Communication v
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Add Additional Manuscript Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

\PMC Deposit Required
Maximum 256 characters

Field Type: | Text v
Maximum Field Length: 1200 _

(A value from 1 to 200)
Default Value for Field: ® None

If 'None' is selected, an empty text box ¢
will appear if the checkbox ‘Editable’ is Single Value (enter value below)
checked in the grid below. Insert Special Character

Display Field for All Article Types

® Display Field for Selected Article Types

Original Study .| Select On a PC, multiple values may be selected by holding
Editorial All down the 'Ctrl" key on your keyboard, while using the

Hoiow mouse to select the desired items in the selection box.
/ /| " ’ 'Il '
Rapid Communication g Clear On a Mac, hold down the 'Command' key while using the
All mouse to select the desired items.
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RoleManager

Author Role
Reviewer Role
Editor Role
Publisher Role




Additional Manuscript Details

¢ Add/Edit External Correspondence
¥ Add Attachments to External Correspondence
# View All Submissions

! View Completed Reviews Grid in Main Menu

A

View Additional Manuscript Details

« Edit Additional Manuscript Details

¥ \iew Notes on Manuscript Details
« Edit Notes on Manuscript Details
¥/ Turn On Manuscript Notes Flag
¢ Turn Off Manuscript Notes Flag
¥ View Production Notes

#| Edit Production Notes




Additional Manuscript Details

o Links to EM Help for additional configuration help:

o http://www.editorialmanager.com/robohelp/12.2/Editorial
Manager Help/User-
Defined Fields for Submissions and People.htm

o http://www.editorialmanager.com/robohelp/12.2/Editorial
Manager Help/Details Page.htm

o http://www.editorialmanager.com/robohelp/12.2/Editorial
Manager Help/Transmittal Forms.htm




Reporting



Additional Manuscript Details

o Tables to know:
o Additional Manuscript Details Fields
o Additional Manuscript Details Values
o These two tables can be joined with any number of other views
and tables to report on AMDs
o Some view recommendations
o Manuscript Status History View
o Editors & Submissions
o Authors & Submissions
o First join desired view to the AMD Field Values table using
Document 1D
o Next, AMD Field Values table to AMD Fields using Unique
Identifier and AMD ID
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style

Filters || Preview

Elreport st | tew bdsave bdsavess.. et sof | B @ (€] 6) ] [ @ | Resuks/ 1000 v

i orIahle
|‘ Authors & Submissions View

v

| Additional Manuscript Details Field Values

v | Unique Document ID

|Additional Manuscript Details Fields

Continue to Fields |

¥ | [ Unigue Identifier

e

J

| Authors & Submissions View

A [ Unique Document ID

v | Left (FirstExisv E3 *

| Additional Manuscript Details Field Values

b 4 [ ’ Additional Manuscript Detail ID

v | Left (First Exis v | E3 *

¢l 4l

¢!l
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview

».ReportLis.t | Jnew HSa_ve HS_ave As... (@ Print sol | =) @ [x] &) » 2 | Results | 1000 v

Please choose a View or Table

Continue to Fields |

Authors & Submissions View v
l Additional Manuscript Details Field Values v ] rUnique Document ID v =
| Additional Manuscript Details Fields ¥ < ’ Unique Identifier M

—

Authors & Submissions View

v | Unique Document ID

v | Left (FirstExisv E3 &

Additional Manuscript Details Field Values

v | Additional Manuscript Detail ID

v | Left (First Exis v |E3 &

¢l 4l

¢!l
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Data Sources || Fields || Summary || Chart || Gauge || Misc

Style || Filters || Preview

[Ereport st | new bdsave bdsavess.. deint sl | ) @ [x] 6] W] [ fd | Resuks| 1000
Please choose a View or Table
| Authors & Submissions View v
| Additional Manuscript Details Field Values ¥: | ] l Unique Document ID *F
|Additiona| Manuscript Details Fields ¥ || \ Unigue Identifier v =
Continue to Fields |
J
"
lAuthors & Submissions View v l Unigue Document ID v ’ Left (First Exis ¥ B > S
| Additional Manuscript Details Field Values v | Additional Manuscript Detail ID v [Left (FirstExisv |E3 & =
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style

Filters || Preview
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview
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| Authors & Submissions View v

| Additional Manuscript Details Field Values ¥ | Unigue Document ID v =
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J

¢!l
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Data Sources Fields! Summary || Chart || Gauge || Misc || Style || Filters || Preview

[Elreport Lt | new bisave bdsavess.. Fenc sl | B @ [¥] 6) W] ) @ | Resuts[ 1000 v 4

Records

Field Description Sort VG A Function Format

| Manuscript Number v [Manuscript Number [ [ (| v | <
[ Aticle Title v |Aticle Title B e8| v | B
| Corresponding Author First Name v 'Corresponding At @ @ @ |.. v < B
| Field Description v lAdditional Manuscri @ @& @ | w | e vE>rT
| Drop Down Item ID v |Additional Manuscri [ () (0 | v [0.000 vBew
= x| B @8 @ (. v | v B+

] Add Subtotals

Quick Add | Add Pivot | Continue to Summary | Preview |

TR EEE:
— — ¢ —
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters! || Preview

[Elreport st | tew bdsave blsavess.. Hpinc sl | B0 @ (%] ) @] 2 B | Resuts] 100v

Filter Field Operator Value(s) Blank Param
Open Access Paper B
1 |Field Description v ]Equals (Multiple) v |Pub Code 0O B2 %3
Publish Ahead of Print
2 | Drop Down Item ID v ’Isn't Blank v 0 “vB32*>%1
ol v [ v 0 982> %2

[J Show Filters In Report Description

Require | .. v Parameters in Viewer

Filter Logic |1 and 2

Preview l
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Data Sources || Fields

Summary || Chart || Gauge || Misc || Style || Filters || Preview

[Slreport List | nNew bdsave bdsaveas.. Fprint sal | B @ [x] &) [(w] 9 | Results| 1000 v

Manuscript Number
DEMOKH122-D-16-00009

Corresponding Author First Name Additional Manuscript Detail Description
EMUG 2016 Additional Manuscript Details Kate Publish Ahead of Print

Additional Manuscript Detail Value
Yes
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Publisher-defined fields



Additional People Details

o Editorial Manager contains many system fields for user records
o Display to new or existing registrants as optional or required
fields (eg, Title, Degree, Institution)
o In select instances some fields may be designated as hidden (eg,
secondary fields, personal identifiers)
o Some fields are visible only to an Editor with permission to Search
People(eg, Available as a Reviewer? Editorial Board Member?)
o Additional People Details (APDs) are journal-defined fields for
capturing user-specific data
o EM may not have a field for the specific information you wish to
capture
o Examples

o Membership ID
o Continuing Education Participant



Additional People Details

Additional People Details can be configured as:

Text (200 character limit)

Date

Integer

Decimal

Notes (20,000 character limit)

List (Drop-down list only)

APDs are not role specific so once configured they will appear
across all user records

APDs are only visible to Editors with appropriate view and/or
edit permissions

APDs are not never visible to the user when they choose to
Update My Information

O O O O O O



Additional People Details

o APDs may be configured to display:
o Additional People Details link (Hide, Display only, Editable)
o People Activity Details (Hide, Display only)
o Transmittal Form (Hide, Display only, Editable, Required)
o APDs can be transmitted as custom metadata to production
o Must be configured to at least display on the transmittal
form to include in export



Additional People Detail Page
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Search

Search Submissions | Search People

Editor ‘'To-Do’ List

My Pending Assignments (2)
New Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment (0)
Submissions with Required Reviews Complete (0)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)
Submissions with Active Discussions (1)
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Search People

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character
Criterion Selector Value :
Last Name v |Begins With Y ;Horgan | ALL
| Last Name v | Begins With v.
Last Name v _f'Begins With v

ClearJ Search J

Register New User

User Role
Y |END ¥

[END ¥
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Search People

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User
Criterion Selector Malue - User Role
| LastName v | Begins With ¥ | Horgan ALL Y [END Y
| LastName v | Begins With v | 'END ¥
Last Name v Begins With v

ClearJ Search J
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Search People

Choose the criterion for selecting People Records.

Register New User

User Role

Help with Searching Insert Special Character
Criterion Selector Value :
| LastName v | Begins With ¥ |Horgan | ALL
| LastName v | Begins With v.|
Last Name v Begins With v

ClearJ Search J

v [END Y
'END Y
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Page: 1 of 1 (2 total People Matches)

Merge City State or Province | Country Author
People AV AV AY Role

Paul Horgan ¥ v Jackson Hole MO

Kate M Horgan, MD FV w & Danvers MA

Page: 1 of 1 (2 total People Matches)

Merge People Records J

Download Search Results J

UNITED STATES
UNITED STATES

Download Search Results J

Display |50 v results per page.

[Author]
[Author]

Reviewer
Role
AY

[Reviewer]

[Reviewer]

Editor
Role
AY

[Managing Editor]

Display |50 v results per page.

Publisher
Role
AY

[Publisher]
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User Information

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

- [
User Name |Kate

>x [ -
Password | bunnyandkitty Password Rules

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

Default Login Role: fEditor v

Default Login Menu | Editorial Menu ¥
Available as a Reviewer? Yes ® No
Board Member? Yes No =
Forbidden as a Reviewer? Yes No (®
Reviewer Role * {_Reviewer v
Publisher Role = | Publisher v

Editorial Role = 1\WManaging Editor v

Editor Description [

Activity Details

Additional People Details |




Additional People Details

Additional People Details - Kate M Horgan, MD

Cancel Save and Close J
Continuing Education [Yes v
Participant !
Date of First Review [ 78] (mm/dd/yyyy)

Membership ID

CancelJ Save and Close J
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Additional People Details - Kate M Horgan, MD

Cancel Save and Close J
Cont.in_uing Education Wés =5
Participant
Date of First Review \65/0112—0—15 78] (mmy/dd/yyyy)
Membership ID ‘5468731 58987

Cancel Save and Close J




People Activity



ditional People Details

User Information

User Name =

Password *

Default Login Role:
Default Login Menu
Available as a Reviewer?
Board Member?
Forbidden as a Reviewer?
Reviewer Role =

Publisher Role *

Editorial Role *

Editor Description

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

\Kate

Ebunnyandkitty Password Rules

The default legin 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.

|Editor v
| Editorial Menu ¥

Yes ® No
Yes No »

Yes No

| Reviewer v
| Publisher bt

TManaging Editor v

Activity Details

Additional People Details |




Additional People Details

Page: 1 of 1 (1 total submissions)

1
= Acti Author a Manuscript a | Article o | Section/ a | Article a
L Name Y Number Y |Type Y |Category ¥ |Title ¥

View Submission
CrossCheck/iThenticate Results
(87%)

Details ¥

Initiate Discussion

History

File Inventory

Edit Submission

Send Back to Author EMUG 2016
Remove Submission IKate KEFIGradu D Rapid Basic Science Additional
Classifications oy =® Communicat Section Manuscript
Assign Editor Details

Set Final Disposition

Initiate Production

Similar Articles in MEDLINE
OVID Title and Keywords Seard
BJ Author Search

B] Title Search

Send E-mail

Linked Submissions




Additional People Details

Additional People Details

Continuing Education Participant: Yes

Personal Classifications (* indicates match with document)

Classification

Experience Ranking
10: First Major Term

10.200: Minor Term under First

10.400: Another Minor Term under First
20: Second Major Term




Configurations



Additional People Details

o APDs are configured very similar to AMDs
o PolicyManager
o Add/Edit Additional People Details
o Edit Transmittal Form Layout
o RoleManager
o Editor/Publisher Roles
o Search People
o View People Activity Details
o View Additional People Details
o Edit Additional People Details



Additional People Details

PolicyManager Main Menu

Expand All Collapse All

# Registration and Login Policies

# Status Policies

# Submission Policies

# Questionnaire Policies

= Additional Data Policies

Add/Edit Additional People Detail Fields
Add/Edit Additional Manuscript Detail Fields
Add/Edit Legacy Manuscript Fields for Conversion
Edit Additional Invitation Details

# 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




Additional People Details

Add/Edit Additional People Detail Fields

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

Additional People Detai r the Transmittal Form.

Add

Order Description  Actions

. Continuing

1 Education = Remove Edit
Participant

[0 Date of First :

2 Review Remove Edit

3 :‘gembershlp Remove Edit

Update Item Order |

Add

Back to PolicyManager




Additional People Details

Add Additional People Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

lAward Recipient
Maximum 256 characters

Field Type: [_E)ate v

Maximum Field Length: |

Default Value for Field: ' None

If 'None' is selected, an empty text box ;

will appear if the checkbox "Editable’ is e
checked in the grid below. |




Additional People Details

Add Additional People Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

’Award Recipient
Maximum 256 characters

Field Type: I Date v

Pl Ch
Maximum Field Length: Teifse Ll

Default Value for Field: M
If 'None' is selected, an empty text box || Integer
will appear if the checkbox 'Editable’ is || Decimal frcr e belon)

checked in the grid below. Notes
List




Additional People Details

Add Additional People Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

IAward Recipient
Maximum 256 characters

Field Type: ' Date v

IMaximum Field Length: |

Default Value for Field: None
If 'None' is selected, an empty text box
will appear if the checkbox ‘Editable’ is
checked in the grid below. ’

'’ Single Value (enter value below)




Additional People Details

Add Additional People Detail Field

Cancel |  Submit |

Field Description: Insert Special Character

IAward Recipient
Maximum 256 characters

Field Type: ' Date v

Maximum Field Length: |

Default Value for Field: None
If 'None' is selected, an empty text box
will appear if the checkbox ‘Editable’ is
checked in the grid below. ’

'’ Single Value (enter value below)




Additional People Details

Page ||Hide || Editable || Required Help Text

Additional
People @ N/A
Details

People
Activity O N/A N/A
Details

Transmittal ||
Form




Additional People Details

Page ||Hide || Editable || Required Help Text

Additional
People @ N/A
Details

[ ————————

People
Activity O N/A N/A
Details

Transmittal ||
Form




Additional People Details

Page ||Hide || Editable || Required Help Text

Additional
People @ N/A
Details

People
Activity O N/A N/A
Details

Transmittal ||
Form




Additional People Details

RoleManager

Author Role
Reviewer Role
Editor Role
Publisher Role




Additional People Details

= Viewing and Editing People Data

¥ Search People

¥/ View/Change Username and Password
¥ Send Username and Password

# Change E-mail Address

« Change Preferred Method of Contact

¥ Change Editor Role Designation to/from : |[ALL EDITOR ROLES -«
| Managing Editor
| Editor
| Editorial Assistant
| Editor-in-Chief -

¥ Inactivate Users
¥/ Merge Duplicate Users
¥ View People Activity Details
¥ View Additional People Details
| Edit Additional People Details
View People Notes
Edit People Notes

View Detailed People Notes

LI YR IR C Y

Manage Detailed People Notes

LN

View Portal-Shared Detailed People Notes
¥/ Manage Portal-Shared Detailed People Notes
View People URLs
| Edit People URLs




Additional People Details

= Viewing and Editing People Data

¥ Search People
« View/Change Username and Password
¥ Send Username and Password
« Change E-mail Address
« Change Preferred Method of Contact

¥ Change Editor Role Designation to/from : \ALL EDITOR ROLES -
| Managing Editor
| Editor
| Editorial Assistant
| Editor-in-Chief -

«| Inactivate Users

¥/ Merge Duplicate Users

¥ View People Activity Details

¥ View Additional People Details

| Edit Additional People Details
View People Notes
Edit People Notes

View Detailed People Notes

CIRC YR C YR C S

Manage Detailed People Notes

LN

View Portal-Shared Detailed People Notes

L

Manage Portal-Shared Detailed People Notes
View People URLs
| Edit People URLs




Additional People Details

= Viewing and Editing People Data

¥ Search People
¥/ View/Change Username and Password
¥ Send Username and Password
# Change E-mail Address
« Change Preferred Method of Contact

¥ Change Editor Role Designation to/from : |[ALL EDITOR ROLES -«
| Managing Editor
| Editor
| Editorial Assistant
| Editor-in-Chief -

¥ Inactivate Users
¥/ Merge Duplicate Users

¥ View People Activity Details

¥ View Additional People Details
| Edit Additional People Details

View People Notes
Edit People Notes

View Detailed People Notes

LI YRR IR

Manage Detailed People Notes

LN

View Portal-Shared Detailed People Notes
¥/ Manage Portal-Shared Detailed People Notes
View People URLs
| Edit People URLs




Additional People Details

o Helpful links to additional configuration steps:
o http://www.editorialmanager.com/robohelp/12.2/Editori
al Manager Help/User-
Defined Fields_for Submissions_and_People.htm




Reporting



Additional People Details

Tables to know:

o Additional People Details Fields

o Additional People Details Values
These two tables can be joined with any number of other views
and tables to report on AMDs
Some view recommendations

o People & Address

o People & Classifications

o People & Keywords
First join desired view to the APD Field Values table using
People ID and People Unique ID

Next, APD Field Values table to APD Fields using Unique ID
for the field and APD ID



Additional People

Details

Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview

[Elreport List 1 Atew brdsave bdSaveAs.. Hprnt sof | E) @ [%] &)

— —
2 b | Resuis[ 1000 v

Please choose a View or Table

‘ People & Address View v
] Additional People Detail Field Values v | People D
| Additional People Detail Fields v | Unigue ID for the field

Continue to Fields |

i

¢!

[ People & Address View v . | People Unique ID

¢!l

v |Leﬂ (First Exisv &4 =

] Additional People Detail Field Values il . | Additional People Details ID

v |Left (FirstExisv B3 & =




Additional People Details

Preview

| ] Q) B | Resus[ 1000 v 4

Records

Field Description Sort VG A Function Format

| First Name v |First Name @@ al B > B K« s
| Last Name v |Last Name B 8 .. | 2 > K « s
| E-mail Address v |E-mail Address B 8 a|. % ] e 2 < IE K - s
| Field description v }Field descripton ) [ [ | v | ' < = K < s
| Text Value ¥ ’TextVaIue B 8@ v | B > K« s
[ ]| B a8 o[ v | ;< KR F

(] Add Subtotals

Quick Add | Add Pivot | Continue to Summary | Preview |




Additional People Details

Data Sources || Fields || Summary || Chart || Gauge

Preview
Elveporc st | . bdsoe_bdsare s, dpns sl | S0 @ (2 ) [ ) @ | fosts 1007
Filter Field Operator Value(s) Blank Param
1 | Field description v | Equals (Select) v | Membership ID v O D R>»
2 | Text Value v | lsnt Blank v O “R3=*
3(... v - g B>

(] Show Filters In Report Description

Require ‘ v Parameters in Viewer

Filter Logic |Ex:(1 OR 2) AND (3 OR 4)

Preview |




Additional People Details

Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview

[Elreport List | INew bdsave bdsaveAs.. Hprrint sof | E) @@ [x] &) w] <) @@ | Results 1000v B4

Kate Horgan khorgan@ariessc.com Membership ID KH75398518426




People Notes Field

Traditional way to store what you really think



People Notes

o The traditional People Notes box appears at the end of every
user record
o Free-text box used historically to capture specific
information about the user to share amongst those with
permission to View and/or Edit People Notes
o Examples include:
o Award recipient information
o Excellent Reviewer
o Banned Author
o Unresponsive Reviewer
o People Notes are searchable through the Search People and
Invite Reviewers interface



People Notes

Search

Search Submissions | Search People

Editor 'To-Do’ List

My Pending Assignments (2)
New Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment (0)
Submissions with Required Reviews Complete (0)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)
Submissions with Active Discussions (1)




People Notes

Search People

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character Register New User

Criterion Selector Value User Role
LastName v ] Begins With v ‘ ALL v |END ¥
Last Name A = =
First Name [ Sl . ‘ ’ END v
Institution | Begins With v |
City
State Clear |  Search |
Country

E-mail Address
Phone Number
Personal Classifications Editor Main Menu
Personal Keywords Production Tasks Menu
People Notes Production Status Grid
People Flag Name
Registration Date
Proxy Registration

j




People Notes

Search People - Search Results

Choose the criterion for selecting People Records.

Help with Searching Insert Special Character
Criterion Selector : Value _
| People Notes v | Begins With v | amazing ALL
LastName v | Begins With v
| LastName v | Begins With v

|

CIearJ Search |

Register New User

User Role

v |[ENDY
'END ¥




People Notes

Help with Searching

Criterion
| People Notes

| LastName

;Lastame

Search People - Search Results

Choose the criterion for selecting People Records.

Selector

v | Begins With
v [ Begins With

v | Begins With

Insert Special Character

_ Value
¥ |amazing
—
v ke
Clear | SearchJ

| ALL

Register New User

User Role

v [END Y
'END Y




People Notes

Page: 1 of 1 (1 total People Matches)

Merge City State or Province | Country
eople AV AV AY Role

Kate M Horgan, MD B @&  Danvers

Page: 1 of 1 (1 total People Matches)

Merge People Records J

Download Search Results J

UNITED STATES

Download Search Results |

Display |50 v results per page.

[Author]

Reviewer
Role

[Reviewer]

Editor
Role

[Managing Editor]

Display{ 50 v results per page.

Publisher
Role

[Publisher]




People Notes

People Notes

55/4/2016 - The most amazing reviewer of all time.

CanceIJ SubmitJ




People Notes

People Notes

§5/4/2016 - The mosy amazing peviewer of all time.

CanceIJ SubmitJ




People Notes

People Notes

6/1/2016 - Not such a great author.
5/4/2016 - The most amazing reviewer of all time.




People Notes

New Editor Assignments - Stacey Jellerson

Contents: These are submissions that have been Assigned to the Editor. They require one of the following: another Editor
arrows to change the sort order.

Page: 1 of 1 (1 total submissions)

Manuscript
Number
=2 Action A AY
View Submission
Details ¥
Initiate Discussion
Ei'lzt?;ientor DEMOKH122-D-16- Rapid Basic Science  EMUG 2016 Additional
Y 00009 Communication Section Manuscript Details

Assign Editor
Invite Reviewers
SUBMIE Edtor 5 pecision and Comments
Send E-mail

Page: 1 of 1 (1 total submissions)




People Notes

Reviewer Selection Summary - Submission DEMOKH122-
D-16-00009

Kate M Horgan, MD
EMUG 2016 Additional Manuscript Details

Reviewer Search

® Search My Publication Search for Reviewers v from | All 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 3 [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...)




People Notes

Search for Reviewers

Help with Searching Insert Special Character
(| Criterion 15/15 not _-—
| v |LastName v ||is v |Beginswith v | v |OR v |Remove |
LastName
v | FirstName lis v |BeginsWith v | l v [OR v |Remove |
: E-mail Address
| ¥ | Position lis v | Begins With v:|] [ v [OR v Remove |
; Department
| ¥ | Institution lis v | Begins With v | v [OR v |Remove |
City
[ v |state lis v |Beginswith v | | v [oR v |Remove ]
" Country
BN Pcople Notes \ is v | Begins With v:|] [ v Remove |
People Flag Name
Personal Classifications ﬂ)
Personal Keywords
Secondary Last Name
Secondary First Name

Clear J Search J




Configurations



People Notes

o People Notes are a basic field on the user record page that can
be accessed with two RoleManager permissions
o RoleManager
o Editor/Publisher Roles
o View People Notes
o Edit People Notes
o If you plan to store sensitive information be sure who you allow
access to this field
o If you have an Associate Editor who is also a consistently
late reviewer, be sure the editor does not have access to the
People Notes fields if you plan to note him as such



Additional People Details

RoleManager

Author Role
Reviewer Role
Editor Role
Publisher Role




Additional People Details

= Viewing and Editing People Data

¥ Search People
¥/ View/Change Username and Password
¥ Send Username and Password

« Change E-mail Address

¥ Change Preferred Method of Contact

¥ Change Editor Role Designation to/from : [ALL EDITOR ROLES -
Managing Editor
| Editor
i Editorial Assistant
| Editor-in-Chief -

LS

Inactivate Users
Merge Duplicate Users

View People Activity Details

(YR (Y

View Additional People Details
# Edit Additional People Details

View People Notes

Edit People Notes

View Detailed People Notes

Manage Detailed People Notes

(CYRCYRINCY) I C

View Portal-Shared Detailed People Notes

s

Manage Portal-Shared Detailed People Notes
| View People URLs
| Edit People URLs




People Notes

o Helptul Links to configuration options:
o http://www.editorialmanager.com/robohelp/12.2/Editorial _
Manager_Help/Notes_field_in_People_Record.htm



Reporting



People Notes

People Notes are available in many different views and tables as
a field

No need to join together multiple tables or views unless needed
for the specific report

Some view recommendations

o People & Address

o Authors & Submissions

o Reviewers & Submissions
Table recommendation

o People Table
Use the People Table to join to any other tables or views in your
report
MI())st common join would be with Unique People ID



Detailed People Notes

Let’s get specific



Detailed People Notes

EM v 12.1 introduced the Detailed People Notes functionality
These notes are automatically timestamped upon clicking the
Submit Note button

The Operator who entered the Detailed People Note is also

automatically captured.

Therefore, the context of the notes field can be kept to only the
context of the note. Not any additional identifying and/or
versioning information

Detailed People Notes, unlike the traditional People Notes, can
be synched across EM Portal linked sites



etailed People Notes

Detailed People Notes

Add New Note: ©

Character Count: 0 / 4000

View/Print All
Operator Date B
AY AV

No Detailed People Notes are available

P,
i

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: €&
Kate is the most amazing reviewer of all time

Character Count: 45 / 4000

Submit Note

iew/Print All |
Operator Date
F 4 AV Action

No Detailed People Notes are available

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: €&
Kate is the most amazing reviewer of all time

Character Count: 45 / 4000

Submit Note

iew/Print All |
Operator Date
F 4 AV Action

No Detailed People Notes are available

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

View/Print All |
Operator Date >
AY AV
Kate M Horgan, MD Kate is the most amazing reviewer of all time 04 May 2016 m

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

View/Print All |
Operator Date >
AY AV
Kate M Horgan, MD ate is the most amazing reviewer of all time 04 May 2016 m

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

View/Print All |
Operator >

AY
Kate M Horgan, MD | Kate is the most amazing reviewer of all time D4 May 2016 m

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000
View/Print All |
Date =

Operator
AY F''4

Kate M Horgan, MD  Kate is the most amazing reviewer of all time 04 May 2016 m

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

Operator
AY

Kate M Horgan, MD  Kate is the most amazing reviewer of all time 04 May 2016

View/Print All |

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

Operator
AY

Kate M Horgan, MD  Kate is the most amazing reviewer of all time 04 May 2016 m

View/Print All

Display this section at the top of this page




etailed People Notes

Detailed People Notes

Add New Note: &

Character Count: 0 / 4000

View/Print All |
Operator Date >
AY F''4
Kate M Horgan, MD  Kate is the most amazing reviewer of all time 04 May 2016 m

Display this section at the top of this page




Detailed People Notes

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.

Ms Kate M Horgan ¥V &

Proxy-Registered:
07 Feb 2014
(Data Verified by User)

Last Modified:
04 May 2016

Inactivate this User

Send Login Details

Open Special Character Palette
Detailed People Notes

Add New Note: i)

N

Character Count: 0 / 4000
View/Print All

Operator &
AY

Kate M Horgan, MD Kate is the most amazing reviewer of all time 04 May 2016

4 »

! Display this section at the top of this page




Detailed People Notes

Help with Searching

Criterion

Selector

Search People

Choose the criterion for selecting People Records.

Insert Special Character

Vahie

Register New User

User Role

Detailed Pecople Notes v \ Contains

v ALL

Last Name i
First Name | Begins With

Institution
City
State
Country
E-mail Address
Phone Number
Personal Classifications
Personal Keywords
People Notes

People Flag Name by
Reqgistration Date
Proxy Registration

| Begins With

Clear | SearchJ

Editor Main Menu
Production Tasks Menu
Production Status Grid

v |[END ¥

END ¥




Detailed People Notes

Search People

Choose the criterion for selecting People Records.

Help with Searching

Insert Special Character

Register New User

Criterion Selector Value User Role
| Detailed People Notes ¥ | Contains v {reviewed ALL Y ENDY
| Last Name v | Begins With v END Y
| LastName v | Begins With v

ClearJ Search J




Detailed People Notes

Help with Searching

Search People

Choose the criterion for selecting People Records.

Insert Special Character

Register New User

Criterion Selector Value User Role
| Detailed People Notes ¥ | Contains v {reviewed | ALL Y ENDY
| Last Name v | Begins With v END Y
| LastName v | Begins With v

ClearJ Search J




Detailed People Notes

Page: 1 of 1 (1 total People Matches)

Download Search Results J

Display\'50 v results per page.

Editor
Role

Publis
Role

Reviewer
He City State or Province |Country Role
AV AV AY Role AY

Danvers UNITED STATES [Author] [Reviewer]

Kate M Horgan, MD = va

Page: 1 of 1 (1 total People Matches)

Merge People Records J Download Search Results J

[Managing Editor]

Display [ 50 v results per page.

[Publisher]




Configurations



Detailed People Notes

o Detailed People Notes have a few more permissions as they can
be shared across EM-Portal sites
o RoleManager

o Editor/Publisher Roles
o View Detailed People Notes
o Manage Detailed People Notes
o View Portal-Shared People Notes
o Manager Portal-Shared People Notes



Detailed People Notes

RoleManager

Author Role
Reviewer Role
Editor Role
Publisher Role




Detailed People Notes

= Viewing and Editing People Data

¥ Search People
¢ View/Change Username and Password

¥/ Send Username and Password

' Change E-mail Address
¥/ Change Preferred Method of Contact
¥ Change Editor Role Designation to/from : | ALL EDITOR ROLES -
| Managing Editor
| Editor
| Editorial Assistant
| Editor-in-Chief -

¥ Inactivate Users
¥/ Merge Duplicate Users
¥/ View People Activity Details
¥ View Additional People Details
« Edit Additional People Details

S

View People Notes

LY

Edit People Notes

View Detailed People Notes

LI

Manage Detailed People Notes

L8

View Portal-Shared Detailed People Notes

¥/ Manage Portal-Shared Detailed People Notes
View People URLs
Edit People URLs




Detailed People Notes

o Helptul links to configuration options:
o http://www.editorialmanager.com/robohelp/12.2/Editori
al Manager Help/Detailed People Notes.htm
o http://www.editorialmanager.com/robohelp/12.2/Editori
al Manager Help/Inter-journal Resource Sharing.htm




Reporting



Detailed People Notes

A new table called Detailed People Notes is available to capture
these notes and may be joined with other views and tables
The Detailed People Notes are available in several tables and
views
Join with any other table that includes people data on Unique
People ID to report on this information
Some view recommendations

o People & Address

o Authors & Submissions

o Reviewers & Submissions
Source publication is available in this field and should be
used for determining where a Detailed People Note

originated



Detailed People Notes

Data Sources || Fields || Summary I Chart || Gauge || Misc | Style l Filters I Preview

[Slreport List | INew bfsave bdsavens.. dpint sof | ) @@ [] &) [w] |9 @) | Resutts| 1000 v
Please choose a View or Table
People & Address View v
Detailed People Notes Y I | People ID v =

Continue to Fields |

¢!

People & Address View v | People Unique ID v |Left (FirstExisv B3 & =




Detailed People Notes

RgPortL'stJ New \kj&Save @%ave As... gPrint sol | & _. @ gl» ] .Q_, | Results| 1000 v B4
Records

Field Description Sort VG A Function Format

’First Name v lFirSt Name 0 @ @ | v | vBsa%
| Last Name v lLast Name B @ 8| 1|z 0 < B«
| Detailed People Notes v [Detailed People Not (1 [ (0| . v vBsa%
|Poster‘s Name v [Poster’s Name 8 8 @ ] v ] vE>rSTH?
[Post Date v |Post Date 2 @ @| v | Short Date vBerwu
[ v | B @8 al. ¥ [= L2 < FE- R s

] Add Subtotals

Quick Add | Add Pivot | Continue to Summary | Preview |




Detailed People Notes

Data Sources || Fields || Summary || Chart || Gauge || Misc

Style || Filters || Preview

[ElReportList | New brdsave bdSave As.. Fpint sal |

= B L] ‘::i{[_é ﬁ juLResults 1000v B4

YT e ¥

Filter Field Operator Value(s) Blank Param
1 | Detailed People Notes v |lIsnt Blank v g @OR3=2
Z |.. - v J 4 a R

] Show Filters In Report Description

Require| v Parameters in Viewer

Filter Logic |Ex:(1 OR 2) AND (3 OR 4)

Preview |

« ]

-




Detailed People Notes

Data Sources || Fields Summary || Chart || Gauge || Misc || Style || Filters Preview|

[Elreport List | JInew dsave brdsaveAs.. Frrint sof | =) @@ [x] &) [w] 2 f@) | Resuits[1000v XM

Detailed People Notes
Kate Horgan Kate is the most amazing reviewer of all time Kate M Horgan, MD 5/4/2016




Submission Flags

The emoijis of Editorial Manager



Submission Flags

Submission Flags are icons that may be appended to submissions at
any time in the workflow
Editors/Publisher roles may be given access to:

o View Submission Flags

o Turn on Submission Flags

o Turn off Submission Flags
Submission Flags are searchable throughout Editorial Manager

o Search Submissions (EM/PM)

o Search Proposals
Submission Flags can also be tied to Additional Manuscript Details
(AMD) field
Submission Flags may be designated as EM only, EM/PM, or PM only
Submission Flags can also be configured to display in Flag History



Submission Flags

= Action

View Submission
CrossCheck/iThenticate Results

(57%
Detai
History

Classifications

Unassign Editor

File Inventory

Edit Submission

Invite Reviewers

Salicit Commentary

Notify Editor

Set Final Disposition
Initiate Production

Similar Articles in MEDLINE
OVID Title and Keywords Search
B Author Search

Bl Title Search

Send E-maill

Linked Submissions




Submission Flags

= Action

View Submission
CrossCheck/iThenticate Results

Classifications
Unassign Editor

File Inventory

Edit Submission

Invite Reviewers

Salicit Commentary

Notify Editor

Set Final Disposition

Initiate Production

Similar Articles in MEDLINE

OVID Title and Keywords Search
B Author Search

Bl Title Search

Send E-maill

Linked Submissions




Submission Flags

Submission Flags: V
Select Submissions Flags: Add/Edit Submission Flags




Submission Flags

Submission Flags - Manuscript Number DEMOKH122-D-16-
00009 "EMUG 2016 Additional Manuscript Details"

Check the box of the flag(s) you want to display for this submission. (more...)

Cancel J SubmitJ

SET SUBMISSION FLAGS

ispay | Fog_[FlagName

#&  potential Duplicate Submission
] o= Fast-Track to Publication
52 Discussion in Progress
Conflict of Interest Forms Required
- Copyright Transfer Forms Required
Manuscript Will Require Significant Edits

Conflict of Interest Forms Received

Copyright Transfer Forms Received

%SISR

Open Access Paper




Submission Flags

Submission Flags - Manuscript Number DEMOKH122-D-16-
00009 "EMUG 2016 Additional Manuscript Details"

Check the box of the flag(s) you want to display for this submission. (more...)

CancelJ SubmitJ

SET SUBMISSION FLAGS

T ——

Potentlal Duplicate Submission
+ Fast-Track to Publication
52 Discussion in Progress

Cd Conflict of Interest Forms Required
*

A

Copyright Transfer Forms Required
Manuscript Will Require Significant Edits
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o The Submission and People Flag inventory is shared
between the two configurations although both settings are
housed separately in PolicyManager
o PolicyManager

o Create Customized Submission Flags
o RoleManager

o View Submission Flags

o Turn on Submission Flags

o Turn off Submission Flags
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the editorial or production side of the system, or both. If a flag is associated with a specific Additional Manuscript
Details (AMD) field, the option to attach or remove the flag displays next to the associated AMD field.
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o Helptful Links to contfiguration options:
o http://www.editorialmanager.com/robohelp/12.2/Editori
al_Manager_Help/Customizable_Flags_for_Submission
s_and_People.htm
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o Submission Flag History View can be joined with many
other views and tables to report on submissions with
current flags or to track historical flag settings

o View recommendations

o Authors & Submissions

o Manuscript Status History View

o Submissions & All Author Questionnaires View
o Most likely join would be the Unique Document ID
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People Flags are icons that may be appended to user records at
any time and can be visible in key areas of the interface
Editors/Publisher roles may be given access to:

o View People Flags

o Turn on People Flags

o Turn off People Flags
People Flags are searchable throughout Editorial Manager

o Search People
People Flags may be turned on/off by searching via Search
People or any name that has the flag icon associated with it



People Flags

Page: 1 of 1 (2 total People Matches)

Download Search ResultsJ

Display |50 v results per page.

Publisher
Role

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

Paul Horgan ¥ v Jackson Hole MO

Kate M Horgan, MD ¥ | w | Danvers MA

Merge People Records |

Page: 1 of 1 (2 total People Matches)

UNITED STATES
UNITED STATES

Download Search Results J

[Author] [Reviewer]

[Author] [Reviewer] [Managing Editor]

Display |50 v results per page.

[Publisher]




People Flags

People Flags - Kate M Horgan

Check the box of the flag(s) you want to display for this person. Once a flag is enabled,
the flag is displayed next to the person's name on many Editor and Publisher pages (if
the user has RoleManager permission to 'View People Flags').

Uncheck the box of the flag(s) you do not want for this person. Once the box is

unchecked and you click the 'Submit’ button, the flag is no longer attached to this
person.

Cancel J SubmitJ

SET PEOPLE FLAGS

Dispioy Flag_[Flaghame

= Late Reviewer
b 4 Do NOT Send Manuscript Back to This Author For Changes
p Propose Reviewers
) &  Works Remotely
2 ?  Questionable Reviewer Status
n #q  Continuing Education Participant




People Flags

People Flags - Kate M Horgan

Check the box of the flag(s) you want to display for this person. Once a flag is enabled,
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1 LastName v ‘ Beqgins With ¥ | Propose Reviewers k

Works Remotely
Questionable Reviewer Status
Continuing Education Participant
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Search for Reviewer All Reviewers - Manuscript Number DEMOKH122-D-16-00009
Kate M Horgan
EMUG 2016 Additional Manuscript Details

Manuscript Details ¥ == Register and Select New Reviewer

Change Search Type

® Search My Publication \%earch for Reviewers v from | All Reviewers v Go

Search for Reviewers

Help with Searching Insert Special Character
(| criterion 15/15 not valwe
v [LastName v IS v [ Begins with v \ \ EZ \ OR v | Remove
Last Name : x = >
Y | FirstName is v |Beginswith v | [ v [oR v | Remove
E-mail Address : - : = -
v | position lis v | Begins With v | v |OR ¥ |Remowe
Department : : = = =
v | Institution | is v | Begins With v \ | v |OR ¥ | Remove
City : : S —— :
v | state lis v |Beginswith v | | v |OR ¥ |Remove
— | Country - = o —
¥ | People Notes lis v |Beginswith v | [ v Remove
People Flag Name
Personal Classifications k ﬂj
Personal Keywords
Secondary Last Name
Secondary First Name
“Clear Search
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People Flags

o People flag configurations are similar to submission flags
o Same pool of potential icons
o PolicyManager
o Create Customized People Flags
o RoleManager
o Editor/Publisher Roles
o View People Flags
o Turn on People Flags
o Turn off People Flags



People Flags

= General Policies

Set Manuscript Number Type
Set Manuscript Number Revision Suffix

Set Date Format

Set Time Zone Display Policy

Configure Unavailability Check and Instructions

Set ISO Country Standard

Configure General Due Date Preferences

Set Reviewer Preferences

Configure Electronic Calendar Due Date Preferences

Set Editor Deep Link Expiration

Set Enterprise Analytics Reporting Deep Link

Set View Reviewer Comments for Author Deep Link Expiration
Define Details Page Layouts

Set Update Information Deep Link Expiration

Create Customized Submission Flags

Create Customized People Flags

Edit Production Notes Instructions

Edit Alternate Contact Notes Instructions

Customize Author Main Menu Instructions

Configure Personal Classification Rankings
Customize Reviewer Selection Summary Instructions
Enable Institution Name Normalization




People Flags

Create Customized People Flags

People Flags can be attached to people records on the People Flags page (accessible from the ‘People Information’
and ‘Search People — Update Information’ page), or by clicking on the flag icon on any page where a People Flag is
displayed. Users with permission to ‘'Turn On People Flags' can also set flags by clicking the ‘Set Flag' icon V. When a
flag is displayed for a person, it is visible to Editors and Publishers with appropriate RoleManager permission.

Add
Order Flag Flag Name
i1 &) Late Reviewer Remove Edit

Do NOT Send Manuscript Back to This )
’ ®  Author For Changes Remove Edit




People Flags

Add Customized People Flag

Cancel |  Submit |

Please enter the Flag Name and choose an icon from the matrix. Editors and Publishers with RoleManager
permission to 'Turn On People Flags' and 'Turn Off People Flags' can display/turn off People Flags for any person
on the People Flags page. When a flag is attached to a people record, it will be displayed next to the person’'s name
on many pages throughout the system (Editor and Publisher Roles must have permission to 'View People Flags').

Flag Icon: #

Insert Special Character

Flag Name: Award Recipient
Maximum 256 characters

EEEEEEE T EEEEEEEEEEEE:

H:

&P




People Flags

Add Customized People Flag

Cancel |  Submit |

Please enter the Flag Name and choose an icon from the matrix. Editors and Publishers with RoleManager
permission to 'Turn On People Flags' and 'Turn Off People Flags' can display/turn off People Flags for any person
on the People Flags page. When a flag is attached to a people record, it will be displayed next to the person’'s name
on many pages throughout the system (Editor and Publisher Roles must have permission to 'View People Flags').

Flag Icon: #

Insert Special Character

Flag Name: 1Award Recipient
Maximum 256 characters

# # # $ $§ 855588 6

i
+
+
H
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RoleManager

Author Role
Reviewer Role
Editor Role
Publisher Role
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# Viewing and Editing People Data
= Flag lcons
¥ View Submission Flags
¥ Turn On Submission Flags
« Turn Off Submission Flags

¥ View Submission Flag History

¥ View People Flags

¢ Turn On People Flags
“ Turn Off People Flags

# Proxy Activities




People Flags

o Helptful Links to contfiguration options:
o http://www.editorialmanager.com/robohelp/12.2/Editori
al_Manager_Help/Customizable_Flags_for_Submission
s_and_People.htm
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People Flags

o People flags requiring the joining of two tables to report on
flags associated with people records:
o People Flag Associations
o Configured Custom Flags
o These tables are joined based on Custom Flag Config ID
field
o Additional views can be joined from here
o People & Address View
o Authors & Submissions View
o Reviewers & Submissions View



People Flags

Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview

[Elreport List | JInew

=

Please choose a View or Table

| People & Address View v

I People Flag Associations ¥ . | People Unique ID v =
[ Configured Custom Flags x| ‘ Custom Flag Config ID v =
_Continue to Fields |

e
N —

| People & Address View v | People Unique ID v | Left (First Exis ¥

| People Flag Associations v | Custom Flag Config ID v | Left (First Exis v |
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Data Sources Fields, l Summary || Chart || Gauge || Misc I Style I Filters l Preview

[ElReport st | New brfsave brdsavens.. cdpint sof | Zu @@ [x] S [w] o] fd) | Results| 1000 v

Records

Field Description Sort VG A Function
| First Name v |First Name @ 88

| Last Name v |Last Name @ 88|

| E-mail Address v ’E-mail Address @ @\

| Custom Flag Description v 'People Flag @ 88|

... v | a8 ...

[ Add Subtotals

Quick Add | Add Pivot | Continue to Summary | Preview |
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style || Filters! || Preview

Filter Field Operator Value(s) Blank Param
(blank) =
1 |Custom Flag Description v |Equals (Multiple) v | Continuing Education Participani || ¥ [ |
Do NOT Send Manuscript Back *
Late Reviewer v

L] Show Filters In Report Description

Require | ... v Parameters in Viewer

Filter Logic [Ex:(1 OR 2) AND (3 OR 4)

Preview |

¢!

g
¢!l
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Kate Horgan khorgan@ariessc.com Continuing Education Participant
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Custom Questions

o Custom questions can be configured at the Article Type level:

O
O

Submission questionnaire — corresponding author only
Author questionnaire — corresponding author AND all co-
authors

o Questions can be configured as:

O O O O O O

Text (200 character limit)

Integer

Date

Decimal

Notes (20,000 character limit

List (Drop-down, Radio Button, Scrolling Selector,

Checkboxes)

o Follow-on questions may be added to any List value

question



ustom Questions

Insert Special Character
Please Enter the Following
New Submission

Additional Information is Required for Submission.
v Seleck Asticle Type Please respond to the questions/statements below.

v’ Enter Title

Add/Edit/Remove Authors

2 i Did all co-authors contribute significantly to the submitted work?
Funding Information

Select Section/Category Answer ® pi lack Please select a
Required: €36 SeIECE i ESPONSE response.

Submit Abstract Yes

Enter Keywords No

Select Classifications

= Additional Information
Was this paper reviewed by a statistician prior to submitting to the journal?
Enter Comments

Attach Files | Please select a response v |

Is this work currently under consideration for publication at another journal?

® Please select a response
Yes
No




Custom Questions

Please Enter the Following
New Submission

Additional Information is Required for Submission.

v Select Article Type Please respond to the questions/statements below.

v/ Enter Title

Add/Edit/Remove Authors

i i Did all co-authors contribute significantly to the submitted work?
Funding Information

Select Section/Category Answer

Ricirad: Please select a response
Submit Abstract ® Yes
Enter Keywords No

Select Classifications

= Additional Information
Was this paper reviewed by a statistician prior to submitting to the journal?

Enter Comments

Attach Files ‘ Yes v

Is this work currently under consideration for publication at another journal?

Please select a response
Yes
* No




Custom Questions

Additional Information Top

= Questionnaire Responses
Did all co-authoers contribute significantly to the submitted work?
Yes

Was this paper reviewed by a statistician prior to submitting to the journal?
Yes

Is this work currently under consideration for publication at another journal?
No

Please enter all conflicts of interest in the space provided. This informatiocn may be made available to reviewers at the discretion of the
editors.
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Kate Horgan, Harvard University B =

Corresponding Author: -
Danvers, MA UNITED STATES [Proxy]

Corresponding Author E-

= trashl1@ariessc.com
Mail:

Author Comments:

Michael Di Natalel™®™

Other Authors: Dashanna Terry ¥%

I Author Status I




Custom Questions

Corresponding Author Status

Author Name E-mail Address ORCID Identifier Academic Affiliation
Degree(s)

Horgan Kate khorgan@ariessc.com 0000-0002-1804-3311 (& MD Boston University View Author Details
View Questionnaire Responses

Other Author Status

Order | Author Name E-mail Address ORCID Identifier Academic |Affiliation |Confirmed?

AY |AY AY

mdinatale@ariessys.com S e,
2 Michael Di Natale Edit - ¥ 0000-0002-0136-5875 @ No Response View Author Details
Questionnaire Not Completed

dterry@ariessys.com SEEELLRA
3 Dashanna Terry Editry ¥s. No Response View Author Details
Questionnaire Not Completed
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Custom Questions

o Custom questions must be tied to Questionnaires in order
to link them to Article Types

o Questionnaires can be configured to display at New
Submission or First Revision

o Different questions can be asked at each point

o Co-authors are only prompted to answer questions once as
part of the Verity, Verity and Register at New Submission
or First Revision

o Submission Questionnaires — only for corresponding
author

o Author Questionnaires — corresponding and all co-authors



Custom Questions

PolicyManager Main Menu

Expand All Collapse All

# Registration and Login Policies
+ Status Policies

# Submission Policies

= Questionnaire Policies

Create Custom Questions

Create Questionnaires
Edit Co-Author Questionnaire Instructions




Custom Questions

Create Custom Questions

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

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

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

Actions Description
Add Question |
Edit Please enter all conflicts of interest in the space provided. This information may be made

available to reviewers at the discretion of the editors.

Edit § Did you or your institution at any time receive payment or services from a third party for
any aspect of the submitted work (including. but not limited to grants, data monitoring board.
study design, manuscript preparation, statistic analysis, etc...)?

Edit Is this work currently under consideration for publication at another journal?
Edit Did all co-authors contribute significantly to the submitted work?

Edit Was this paper reviewed by a statistician prior to submitting to the journal?




Custom Questions

Add Custom Question

Enter the question/statement. default response text (if required), and any instructions to be displayed as part of a
Questionnaire. Questionnaires may be configured to be presented as part of submission, author verification or production

task completion.

Cancel

Save and Close |
Save and Add Another Question |

Open Special Character Palette

Question text:

iPIease provide a one sentence summary of your paper in the space provided.|

Instructions for Author Response:

"Text" and "Notes" responses can contain any mix of characters and numbers. A "Date" response
must be entered in a mm/dd/yyyy format. "Integer” and "Decimal” responses can contain only a
number or decimal point. A "List" response type requires the Author fo select from the predefined

response values.

Response | Tox

Type:

v

Maximum Field Length (1-200): |




Custom Questions

Add Custom Question

Enter the question/statement. default response text (if required), and any instructions to be displayed as part of a
Questionnaire. Questionnaires may be configured to be presented as part of submission, author verification or production
task completion.

Cancel Save and Close |

Save and Add Another Question OpeivEpetil Guarprier Pakelie

Question text:
'Please provide a one sentence summary of your paper in the space provided.|

Instructions for Author Response:

"Text" and "Notes" responses can contain any mix of characters and numbers. A "Date" response
must be entered in a mm/dd/yyyy format. "Integer” and "Decimal” responses can contain only a
number or decimal point. A "List" response type requires the Author fo select from the predefined
response values.

TRyeSPonse Text v Maximum Field Length (1-200): |
pe:




Custom Questions

Add Custom Question

Enter the question/statement. default response text (if required), and any instructions to be displayed as part of a
Questionnaire. Questionnaires may be configured to be presented as part of submission, author verification or production

task completion.

Cancel

Question text:

Save and Close |
Save and Add Another Question |

Open Special Character Palette

'Please provide a one sentence summary of your paper in the space provided.|

Instructions for Author Response:

"Text" and "Notes" responses can contain any mix of characters and numbers. A "Date" response
must be entered in a mm/dd/yyyy format. "Integer” and "Decimal” responses can contain only a
number or decimal point. A "List" response type requires the Author fo select from the predefined

response values.

Type:

v

Response | Tox

Maximum Field Length (1-200): |
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Integration Options

¥ Include in Editorial Transmittal
@ Include in Production Task Transmittal

I Transmit as Author Note/Footnote
(applicable to specific transmittal methods)

Custom Metadata ID: ©

|

In addition to being displayed as part of a questionnaire, the question and response may be
included in the additional locations configured below. If Help Text is entered, it will be
available via a 'Help' link displayed on the appropriate page.

PDF Cover Manuscript Details Transmittal Form ©
Page O ¥ Display ¥ Display
¥ Display Help Text: (] Editable

") Required

Help Text:

™




Custom Questions

Integration Options

¥ Include in Editorial Transmittal
@ Include in Production Task Transmittal

") Transmit as Author Note/Footnote
(applicable to specific transmittal methods)

Custom Metadata ID: ©

|

In addition to being displayed as part of a questionnaire, the question and response may be
included in the additional locations configured below. If Help Text is entered, it will be
available via a 'Help' link displayed on the appropriate page.

PDF Cover Manuscript Details Transmittal Form ©
Page O ¥ Display ¥ Display
¥ Display Help Text: (] Editable

") Required

Help Text:

™




Custom Questions

Integration Options

¥ Include in Editorial Transmittal
@ Include in Production Task Transmittal

") Transmit as Author Note/Footnote
(applicable to specific transmittal methods)

Custom Metadata ID: ©

|

In addition to being displayed as part of a questionnaire, the question and response may be
included in the additional locations configured below. If Help Text is entered, it will be
available via a 'Help' link displayed on the appropriate page.

PDF Cover Manuscript Details Transmittal Form ©
Page O ¥ Display ¥ Display
¥ Display Help Text: (] Editable

") Required

Help Text:

™




Custom Questions

Integration Options

¥ Include in Editorial Transmittal
@ Include in Production Task Transmittal

") Transmit as Author Note/Footnote
(applicable to specific transmittal methods)

Custom Metadata ID: ©

|

In addition to being displayed as part of a questionnaire, the question and response may be
included in the additional locations configured below. If Help Text is entered, it will be
available via a 'Help' link displayed on the appropriate page.

PDF Cover Manuscript Details Transmittal Form ©
Page O ¥ Display ¥ Display
¥ Display Help Text: (] Editable

") Required

Help Text:

™




Custom Questions

Integration Options

¥ Include in Editorial Transmittal
@ Include in Production Task Transmittal

") Transmit as Author Note/Footnote
(applicable to specific transmittal methods)

Custom Metadata ID: ©

|

In addition to being displayed as part of a questionnaire, the question and response may be
included in the additional locations configured below. If Help Text is entered, it will be
available via a 'Help' link displayed on the appropriate page.

PDF Cover Manuscript Details Transmittal Form ©
Page O ¥ Display ¥ Display
¥ Display Help Text: (] Editable

") Required

Help Text:

™




Custom Questions

PolicyManager Main Menu

Expand All Collapse Al

# Registration and Login Policies
# Status Policies
# Submission Policies
= Questionnaire Policies
Create Custom Questions

Create Questionnaires
Edit Co-Author Questionnaire Instructions




Custom Questions

PolicyManager Main Menu

Expand All Collapse All

# Registration and Login Policies
# Status Policies
= Submission Policies
| Edit Article Types |
Edit Submission ltems

Configure Color Codes for Companion Files

Edit Sections/Categories

Set Classifications Display Policy

Edit Classifications

Edit Request Authenticated ORCID iD Instructions
Define PDF Cover Page Layouts

Select Author's Reviewer Preferences

Set Request Editor or Assign Editor Display Options
Edit Manuscript Geographic Region of Origin

Edit Manuscript Submission Instructions

Configure Instructions for New Submission Redirect
Configure Manuscript Services Icon

Set Maximum Size of Uploaded File

Set Other Author Parameters

Set Revision File Selection Option

Configure Duplicate Submission Check

Configure Technical Check

Configure Similarity Check

Configure Office 2007 and Higher Support
Configure Author Accept Checkbox




Custom Questions

o Helptul links to configuration options:
o http://www.editorialmanager.com/robohelp/12.2/Editori
al_Manager_Help/Custom_Questionnaires.htm
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Custom Questions

o Custom questions have their own unique views that cover
many common reports
o Recommended views:
o Submissions & All Authors Questionnaires View
o Submissions & Author Questionnaires View
o Question text and author response fields automatically
available in these views
o Can also determine whether a question was asked at initial
submission or revision
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Data Sourcesl Fields || Summary || Chart || Gauge || Misc || Style || Filters || Preview

Elreport st | vew bdsove bdsavers.. dpine sof | 2 @B (€ G) ] A B | Resus 1000 v

Please choose a View or Table

| Submissions & Author Questionnaires View v -

Continue to Fields |
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Data Sources Fields! Summary || Chart || Gauge || Misc || Style || Filters || Preview
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Records

Field

| Manuscript Number v
| Corresponding Author's First Name v
] Corresponding Author's Last Name v
[ Question Text v
| Author Response v
| Asked on Original v
™ v

(] Add Subtotals

Quick Add | Add Pivot | Continue to Summary | Preview |
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lCorresponding Autr
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Data Sources || Fields || Summary || Chart || Gauge || Misc || Style Filters! Preview

&ggggg; | dnew HSave HsaveAs #Print g | @“ﬁ @ G) [w] - 4 ) | Results| 1000 v

Filter Field Operator Value(s) Blank Param
1 ] Initial Date Submitted v l In Time Period ’ Current Month 0 vB3*>%2
2 | Manuscript Number v |Isn't Blank 0 vER*>»r%t
v O “B8=2>%1

3o v [

[l Show Filters In Report Description

Require l v Parameters in Viewer

Filter Logic |[Ex-(1 OR 2) AND (3 OR 4)

Preview |
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Data Sources || Fields || Summary || Chart ” Gaugel Misc || Style || Filters Preview

[Elreport List | INew prdsave bdsaveAs.. Fprint sl | B @ [x] 5] W] 9 | Results| 1000 v

Manuscript Number Corresponding Author's First Name Corresponding Author's Last Name Author Response Asked on Original

DEMOKH122-D-16-00009(Kate Horgan Did all co-authors contribute significantly to the submitted Yes - 1
work?

DEMOKH122-D-16-00009|Kate Horgan Did you or your institution at any time receive payment or - 14

services from a third party for any aspect of the submitted
work (including, but not limited to grants, data monitoring
board, study design, manuscript preparation, statistic analysis,

etc...)?

DEMOKH122-D-16-00009(Kate Horgan Is this work currently under consideration for publication at - 1
another journal?

DEMOKH122-D-16-00009|Kate Horgan Please enter <b>zll</b> conflicts of interest in the space 1

provided. <i> This information may be made available to
reviewers at the discretion of the editors.</i=

DEMOKH122-D-16-00009(Kate Horgan \Was this paper reviewed by a statistician prior to submitting to |No - 1
the journal?
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