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Customizable Instructions on Registration Pages and Select

Classifications Pages
Journals can customize instructions that appear on the ‘Registration’ page, ‘Select
Personal Classifications’ page, and the ‘Select Document Classifications’ page.

@Editorial Manager" p/ a&%‘.ﬁgg‘ﬁl

HOME = LOGIN = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW Mot logged in.
MAIN MENU * CONTACT US = SUBMIT A MANUSCRIPT + INSTRUCTIONS FORAUTHORS

Registration

To register to use the Editorial Manager systern, please enter the reguested information. Reguired fields
have a * next to the label. Upon successful registration, you will be sent an e-mail with instructions to verify
your registration.

Insert Special Character

First Marme Last Mame E-rnail Address

Cancel | Subrmnit |

[Above: Customizable text on Registration page]

/} select Personal Classifications - Microsoft Internet Explorer _|&l =l

Select Personal Classifications

Please identify your areas of interest and specialization by selecting one or more classifications from the list below.

You must click "Submit” here before you leave this window.

Cancel Submit
[~ 1.000 PHARMACOLOGY :I
[~ 1020 Drug interactions plus

[Above: Customizable text on Select Personal Classifications page]

/3 select Document Classifications - Microsoft Internet Explorer _|&l =l

Select Document Classification

Flease identify your manuscript's areas of interest and specialization by selecting one ar more classifications fr e list below.

Click 'Submit' at the bottom of the page when you are done.

[T 1.000 PHARMACOLOGY
[T 1.020  Drug interactions plus

[Above: Customizable text on Select Document Classification page]

The ‘Registration’ instructions and the ‘Select Personal Classifications’ instructions are
customizable on a new PolicyManager page called ‘Edit Registration Instructions’.
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T e e

ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

rsion: 3.0

Insert Special Character

‘ Line Wrap: |50ﬂ 'l

| Instructions

Registration Information

General Registration
Instructions (Top of
Registration Page)

To register to usSe the :J
Editorial Manager system,

please enter the redquested
information. Reguired fields
hawe & * next to the label.

Upon successful registration,
vou will he sent an e-mail

with instructions to wverify

your registration.

[ |

iew Default Instructions Fevert to Default Instructions

Select Personal
Classifications
popup window

Please identify your areas of :J
interest and specialization

Ly selecting one or wore
classifications from the list
helow.

] [ 5 [ mtemet

[Above: Customize text on Edit Registration Instructions page in PolicyManager]|

The ‘Select Document Classifications’ instructions are added to the existing
PolicyManager page called ‘Edit Manuscript Submission Instructions’. There are two
pages dealing with Document Classifications in the Submit Manuscript interface: ‘Select
Classifications’ and ‘Select Document Classification popup window’.

Editar

Select Classifications Click 'Select Docimoent

Classifications'

Click 'Select Docurment
Classifications'

|
|

Wiew Default Instructions

to open &
window containing a list of
the classifications
pertaining to this journal.
Click the checkbox next to
any classification you wish
to select., Tou way sSelect as
many classifications as is
appropriate. Click 'Submwit!

Bevert to Default Instructions

to open &
window containing a list of
the classifications
pertaining to this journal.
Click the checkbox next to
any classification you wish
to select., Tou way sSelect as
many classifications as is
appropriate. Click 'Submwit!

Bevert to Default Instructions

Select Document Classification
popup window

FPlease identify wour
manuscript's areas of
interest and specialization
by Selecting one oOr more
classifications from the list
below. Click 'Submit' at the

FPlease identify wour
manuscript's areas of
interest and specialization
by Selecting one oOr more
classifications from the list
below. Click 'Submit' at the

[Above: Customize text on Edit Manuscript Submission Instructions page in PolicyManager]|

TO CONFIGURE: Go to System Administration, then to PolicyManager.
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To create/edit the ‘Registration’ instructions and the ‘Select Personal Classifications’
instructions find ‘Edit Registration Instructions’ in the PolicyManager list. The
instructions can be edited, and default instructions can be restored.

To create/edit the ‘Select Document Classifications’ instructions find ‘Edit Manuscript
Submission Instructions’ in the PolicyManager list. The instructions can be edited, and
default instructions can be restored.
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Invited and Commissioned Papers

Some journals have a pre-submission phase, during which Authors are invited to submit
articles. The invitation may be for a specific subject area, a symposium in print, or a
festschrift honoring a distinguished colleague (e.g. a retiring Editor from an eminent
journal). There are two general scenarios where Author solicitations may occur:

1. Commentaries: A journal may solicit commentaries on a submitted article (that may
or may not have yet been accepted for publication). This feature provides a way to invite
an author to submit a paper and link the existing (‘parent”) submission to the associated
commentaries (‘child’ submissions).

2. Proposals: A journal invites a leading expert (or experts) to submit a manuscript
about a particular topic; or a journal devotes an entire issue (special issue) to invited
manuscripts for a particular topic(s). This feature provides a way to invite authors to
submit papers and link the submissions for the purpose of tracking.

Turning ‘Commentaries’ and ‘Proposals’ on
The appropriate RoleManager permissions must be turned on for Editors in order to
access the Commentaries and Proposals suite of features.

TO CONFIGURE ROLEMANAGER: Editors need to have the following RoleManager
permissions turned on in order to solicit and manage a Commentary: ‘Invite
Authors/Solicit Commentaries’, and ‘Override Author Invited Submission Due Dates’.

Also useful are: “View All Proposals and Submissions with Commentaries’, ‘Send
Author Reminders’.

Basic Workflow for Initiating and Managing Commentaries

Initiating a Commentary

A Commentary is created when an Editor determines that a particular submission requires
a commentary or a response (perhaps from an expert, one of the Reviewers, etc.). The
existing submission can be anywhere in the workflow (just received, under review, in
final disposition, etc.).

The Editor (with appropriate RoleManager permission) clicks the Action link ‘Solicit
Commentary’ on a submission record.
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HOME + LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNMAL OVERVIEW
MAIN MENU + CONTACT U5 » SUBMITA MANUSCRIPT » INSTRUCTIONS FOR AUTHORS

I
/ eEdltonaI
ELEL G

Manuscript | Article Article Author I[;la“t':I Status Current

Action « Nzumber Type Title Hame Submitted Da‘te Status J
Wiew Subrmission
Details History
Download Files
Edit Submission A Sample
ilagsmcat!ons DEMO-D-03- | Original Paper Used Anthony | Apr 23 Jun 3 Reqylred

ssign Editar o007 Study a5 an Author, | 2004 2004 Reviews
Invite Reviewers E KD 4:07FM 11:48AM || Completer
Solicit Commentary xample
Wiewy Rewiewer and Editor Cormments
Sirnilar Articles in MEDLINE
Subrnit Editor's Decision and Cormrments

I I I I I I I I
[Above: Solicit Commentary link]

The first step in the Solicit Commentary process is for the Editor to enter the following

information on the Target Publication Schedule page:

e ‘Target Publication Date’ (required)

e ‘Target Publication Volume’ (optional)

e ‘Target Publication Issue’ (optional)

e ‘Author Invitation Due’. This is the number of days the author has to respond to the
invitation. If a zero is entered, this indicates the invitation due date feature is not
being used.

e ‘Author Submission Due’. This is entered as a number (i.e. number of days), which
is used to calculate an actual date from the Target Publication Date. This means that
the Author’s due date is set backward FROM the ‘Target Publication Date’, and is not
set FORWARD from the date of invitation or date the invitation was accepted. If a
zero is entered, this indicates the submission due date feature is not being used.

The second step is to confirm the information entered in the Target Publication Schedule
step above.

The third step is to select an Author(s) from the Author Selection Summary page by
clicking the ‘Invite Authors’ link. This page is similar to the Reviewer Selection
Summary page. The Author Selection Summary page is the starting point for the Author
selection process. It also displays the list of Authors invited to submit a Commentary, and
shows the status of each Author invitation.

The Author Selection Summary screen lists the following Author Selection modes:
Search for Authors; Search by Personal Classifications. Other functions available from
the Author Selection Summary page include access to the Manuscript Details page and
the Un-invite Author function.
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«Editorial Manager" / Bestora

HOME = LOG OUT + HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW Ed
MAIN MENU * CONTACT US = SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS Chief EM Yers

Author Selection Summary - Manuscript DEMO-D-03-00037
“A Sample Paper Used as an Example”

Manuscript Details

Invited Authors

Search My Journal I

<] Gl
Search B F'ersnal Classn’catluns :

[Above: Two Author selection modes]

is submission.

Search for Authors Mode: When ‘Search for Authors’ is selected from the search mode
dropdown box, the Editor is delivered to a search interface. The user can enter up to
three sets of criteria.

The following fields are included in the criteria drop-down box:
Last Name

First Name

Position

Department

Institution

City

State

Country

When the results are returned, the user can select one or more Authors to invite by
checking the box next to the person’s name.

Search by Personal Classifications Mode: When ‘Search by Personal Classifications’ is
selected, the Editor can search for Authors based on the Personal Classifications
associated with each Author. The Editor is delivered to a page that lists all of the
Classifications that are assigned to people in the system with a checkbox next to each
term. The Editor can select a maximum of 5 Classification Terms. A list of Authors
associated with the selected Classifications is returned. The user can select one or more
Authors to invite by checking the box next to the person’s name in the results that are
returned.

NOTE: The list of Classifications may appear incomplete because it is a list of all
Classifications assigned to people; it is not a complete list of Classifications. If a
Classification term does not appear in the list, it means no one in the system has selected
that term as a Personal Classification.
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The fourth step, after an Author(s) is selected, is to send either the default invitation letter
(as set up in ActionManager), or customize the default letter.

Multiple Authors can be invited at the same time. The Editor will have an opportunity to
customize each letter by clicking on the letter name next to the Author name. The Editor
will also have the opportunity to NOT invite an Author from the list of invited Authors,
without having to back out of the entire process, by checking the ‘Do Not Invite’
checkbox next to the Author name.

Authors can also be ‘Un-invited’ by clicking the Un-invite link on the Author Selection
Summary page. Authors can be un-invited after they are invited, as well as after they
have agreed to submit but before actually submitting the paper.

UEditorial Manager" Secionn

HOME » LOG OUT » HELP » REGISTER » UPDATE MY INFORMATION » JOURNAL OVERVIEW Username: mary
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FORAUTHORS Rale: Mahading Editor EM Version: 2.0

Author Selection Summary - Manuscript TONYTEST30-D-04-00007
“Current Opinions December Issue”

Manuscript Details

Invited Authors

Search My Journal |Search for Authors j EI
Andrew Author, MD Author Complete
Anthony Authar, WMD Author Complete
Donna Donna Agreed to Subrnit Un-invite
Thomas Fifth, MO Author Imvited Un-irwite
Jdane First, PhD Author Imvited Ur-irwite
Mancy Fourth, MD Author Declined

[Above: Un-inviting Authors on a Commentary]|

Invited Author’s Perspective

An Author is notified of an invitation to submit a manuscript via e-mail. Once an Author
receives the e-mail, the Author must login to the system. From the Author Main Menu
the Author will see a heading called ‘Invited Submissions’ with two links below:

e My New Invitations — this folder holds Proposals and Commentary Solicitations for
which the Author has not yet ‘Agreed’ or ‘Declined’ to submit a related article.

e My Accepted Invitations - this folder holds Proposals and Commentary solicitations
for which an Author has ‘Agreed’ to submit a related article. Submissions move out
of this folder once a related submission has been sent to the PDF builder.
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HOME » LOGOUT » HELP » REGISTER = UPDATE MY INFORMATION - JOURNAL OVERVIEW Usetharne: Andy
MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS Role: Author EM Varsion: 2.0

Author Main Menu =

Invited Submissions

My MNewr Invitations (1)
My Accepted Invitations (1)

New Submissions
Submit Mew Manuscript
Incomplete Submissions (0
Subrissions Waiting for Author's Approval (0)
[Above: Author’s Main Menu, Invited Submissions sub-menu]

The ‘Invited Submissions’ header and related folders should only appear if the Author
has been invited (through Invite Authors or Solicit Commentary links), and should
disappear when the Author ‘Declines’ all submissions or when the Author is uninvited
from all submissions, or if an Author has no open invitations (i.e. he has submitted the
related article).

When an Author Agrees to submit a Commentary (by clicking ‘Agree to Submit’ in the
My New Invitations folder), the Author will be delivered to the My Accepted Invitations
folder. The Author can then submit the manuscript when ready by using a new Submit
Invited Manuscript link in this folder. The Author must use this link to submit an invited
manuscript, or the manuscript will not be linked to the parent submission.

TO CONFIGURE ACTIONMANAGER: The following new Events have been added to
ActionManager. The first four events do not affect Document Status and are only used
for sending Letters at the appropriate times. The fifth event can affect Document Status
and can also be used to send letters at the appropriate times.

Solicit Commentary on Submission (letter only)
Un-invite Authors (letter only)

Author Agrees to Invitation (letter only)

Author Declines Invitation (letter only)

New Child Submission Sent to Journal (letter and status)

For the events ‘Solicit Commentary on Submission’, ‘Un-invite Authors’, ‘Author
Agrees to Invitation’, and ‘Author Declines Invitation’, you should create new Letters in
PolicyManager, Edit Letters. Then go to ActionManager and configure letters in the
appropriate Roles.

For example, the Author Role should be set up to receive a letter on the Solicit
Commentary on Submission and Un-invite Authors events. The Editor who is sending
out (or monitoring) Author invitations should receive a letter on the Author Agrees to
Invitation and Author Declines Invitation events.
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For the “New Child Submission Sent to Journal’ event, this event is triggered when an
Author submits a Commentary on an already-submitted manuscript OR a submission
related to a Proposal.

A status change should be configured for this event in the Document Status section of
ActionManager. You must first create a Document Status Term in PolicyManager, Edit
Document Status. Then you can go into ActionManager and select the newly created
status term from the dropdown box next to the New Child Submission Sent to Journal
event.

NOTE: This Document Status affects the child submission, not the parent submission.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to any Editor role that needs to know when Authors have
submitted a Commentary on an already-submitted manuscript OR a submission related to
a Proposal. You can also set up a letter to go to the Author to confirm receipt of the
submission by the journal, if desired. You must first create a letter in PolicyManager,
Edit Letters. Then you can go into ActionManager and select the newly created letter
from the dropdown box next to the New Child Submission Sent to Journal event.

TO CONFIGURE POLICYMANAGER: You will need to create Article Types that can
be used for Commentaries. The key setting on any Article Type that you want to use for
Commentaries is the ‘Invited’ checkbox. Any Article Type with the ‘Invited’ checkbox
checked will only appear for the Author when the Author has been INVITED to submit a
paper. This means that an Author using the regular Submit Manuscript interface will not
see any Article Type that is designated as ‘Invited’. Only Authors actually invited will be
able to select an invited Article Type.

(W) Ay
ROLEMAMAGER = ACTIONMAMAGER * POLICYMANAGER * ADMINMAMAGER = ADMINISTRATION HELP == f

Role: Managing -E ditar EM Wersion: 3.0

Edit Article Type 2

Cancel | Subrmit |

Article Type: |Commentary
Maxirmum Article Type name is 40 M

Family: IReguIar -] Invited: [

[T Hide ‘When you Hide an Article Type, the Aticle Type will be deactivated (not available for new or revised manuscripts).

[T Allow file uploads from Los Alamos ariv server

First Subsequent
Author Parameters Revision Revisions
Mumber of days Author has to I— l— Set this value to zero if you
Revise Submission: 5 10 do not want to use Rewision Due Dates.

Hew and Revised
Submissions
Suhemissinne will e tn tha Ll

[Above: PolicyManager, Edit Article Types, identifying the Article Type as ‘Invited’]

Reviewer Parameters:
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Completed Commentaries

Any Editor with permission to Solicit Commentary (enabled in RoleManager) will have
access to the ‘Manage Proposals Menu’ tab. The Manager Proposal Menu is accessed via
a tab below the standard Navigation Bar. An Editor with this permission will see two
different tabs, one labeled, ‘Main Menu’ the other labeled ‘Manage Proposal’.

e

Editorial Manager" "Manager:

HOME » LOG OUT + HELP » REGISTER = LIPDATE MY INFORMATION = JOURNAL OVERVIEW 18 mary
MAIN MENU * CONTACT US = SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS ) naging Editar EM Version: 3.0

Main Menu Manage Proposals Menu =

Managing Editor Manage Proposals Menu

Search
Search Submissions | Search People

New Proposals

Initiate Proposal
Incomplete Proposals (1)

Active (0)
Mew Proposals Reguiring Assignments (0
My Pending Proposals (0)
My Submissions YWith Pending Commentaries ([0)

Completed (1)
My Completed Proposals (1)
My Submissions YWith Mo Pending Commentaries (0)

[Above: Manage Proposals Menu tab]

The folder labeled ‘My Submissions with Pending Commentaries’ on the Manage
Proposals Menu is used primarily as a reference. This folder lists all submissions
assigned to that Editor for which Commentaries have been solicited. The Editor must
click the Move to Completed Folder action link to move all Commentaries out of the
pending folder into the Completed Folder.
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WoEuiIwI ial maliayel

HOME = LOGOUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENU » CONTACT US = SUBMIT A MANUSCRIPT = INSTRUCTIONS FORAUTHORS

Role: Editorin-Chief EM Yersion: 3.0
Submissions with Pending Commentaries - Edward Editor, MD =

Contents: These are submissions for which commentaries have been solicited that have been Assigned to the Editor. They require one
the following: 1) another Editor assignment; 2) Yiew Related Submissions; 3) Solicit additional Comrmentaries, or 4) Move to Complete
folder. Use the up/down arrows to change the sort order.

Page: 1 of 1 (4 total commentaries) Display |1D ‘I results per page.
0 - ;: # of # of # of # of i
Action & M;:ums;::f p ﬁ-mc:; A;ti't'l:;e Authors | Authors Authors Author HE:;?:';'
& yp Invited | Accepting | Declining | Submissions
1
YWiew Submission
Yiew Related Submissions Edwiaid
e e 3 s 0

Det_al_ls History 0 ) Original :I:hls isa 3 5 o ] Eilltor:
Solicit Commentary Study fill MD
Move to Completed Folder
Similar Articles in MEDLINE

[Above: My Submissions with Pending Commentaries folder, Move to Completed Folder link]

Submissions cannot be moved out of the My Submissions with Pending Commentaries

folder until all invited Authors have either declined to submit a paper, or have finished
submitting a paper.

] s * ™ WWEditorial
@'Ed itorial Manager Manager -
HOME * LOG OUT » HELP = REGISTER * UPDATE MY INFORMATION * JOURNAL OVERVIEW sername: Ed
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS - Editar-in-Chief
Page: 1 of 1 (4 tatal commentaries) Display |1D ‘I results per page.
i ; . # of i of # of # of 3
Manuscript Article ‘ Article i P P Al Handlii
Acton -+ [T 0l o |t
Microsoft Internet Explorer x| Eihmissinns
Alert: This submission cannot be moved to the Completed Folder because there are
outstanding Author invitations, or there are authors who have agreed but have not et
Wiew Subrigsion submitted their manuscripk, Please click Solicit Cammentary to un-invite these Authars,
Wiew Related Subrmissiol Edveard
Details P Histary Editar
Solicit Commentary MO '
Move to Cormpleted Folder
Similar Articles in MEDLINE
‘View Submission ‘ ‘ ‘ ‘ ‘ ‘ ‘

[Above: My Submissions with Pending Commentaries folder, Move to Completed Folder link
warning message]

Basic Workflow for Initiating and Managing Proposals

Initiating a Proposal

This feature is designed for when a journal (or an Editor) is planning a ‘special issue’, or
wants to invite Authors to submit papers on a particular topic, for a particular purpose.
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The Editor (with appropriate RoleManager permission) must first go to the Manage
Proposals Menu by clicking on the ‘Manage Proposals Menu’ tab at the top of the screen
(directly below the Navigation Bar).

Chkditorial Manager" / Qo

HOME = LOGOUT + HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW Lsername: Ed
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Role: Editorin-Chisf

m Manage Proposals Menu (=

Editor-in-Chief Main Menu

Submissions With:

| 1 Feview Complete |2 Reviemiomplete |3 Reviews Complete |4+ Reviews Complete
| 7 | 3 \ | 0 | 0
N

Search

Search Submissions | Search People

[Above: Manage Proposals Menu tab]

From the Manage Proposals Menu the Editor clicks the link labeled ‘Initiate Proposal’.
This link delivers the Editor to a page where the Editor can create a Proposal (parent
submission) using an enhanced version of the manuscript submission interface.

(UEditorial Manager" )/ Weiisonal

HOME * LOGOUT # HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW L ame: Ed
MAIN MENU * CONTACT US = SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS : ditor-in-Chief EM Yersion: 3.0

Main Menu Manage Proposals Menu =

Editor-in-Chief Manage Proposals Menu

Search
Search Submissions | Search People

New Proposals
Initiate Proposal

Active [3)
Mew Assignments - Proposals (0)

My Pending Proposals (1)
My Submissions With Pending Commentaries (4)

Completed 2)

[Above: Initiate Proposal link] -

The first step in the Initiate Proposal submission process is for the Editor to enter the
following information on the Target Publication Schedule page:

e ‘Target Publication Date’ (required). Once the Editor has entered a Target
Publication Date, the default Author Submission Due Date can be calculated (see last
item in list).

e ‘Target Publication Volume’ (optional)
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e ‘Target Publication Issue’ (optional)

e ‘Author Invitation Due’. This is the number of days the author has to respond to the
invitation. If a zero is entered, this indicates the invitation due date feature is not
being used.

e ‘Author Submission Due’. This is entered as a number, which is used to calculate an
actual date from the Target Publication Date. This means that the Author’s due date
is set backward FROM the ‘Target Publication Date’, and is not set FORWARD from
the date that Author was invited or the date the Author accepted the invitation. If a
zero is entered, this indicates the Submission due date feature is not being used.

After completing the ‘Target Publication Schedule’ page, the regular Submit Manuscript
interface is displayed. The Editor fills in the required information (as configured in
PolicyManager, Edit Article Types).

After building and approving the PDF, the Proposal must be assigned to an Editor who
will handle the Author Invitation process via the New Proposals Requiring Assignments
folder on the ‘Manage Proposals Menu’.

NOTE: The Proposal submission is not a regular submission. A proposal will not go
through any peer review and will not receive any Decision. The proposal is used solely
as an invitation vehicle. The Proposal PDF can be used to deliver the details of the
proposal to the invited Authors and it can be used to provide supplementary materials to
the invited Authors (such as scanned articles, outlines, etc.). The Proposal is also used to
keep Author invitations organized, and as a single point where submitted articles can be
viewed and monitored.

TO CONFIGURE ROLEMANAGER: Editors need to have the following RoleManager
permissions turned on in order to create and manage a Proposal: Initiate Proposals, Invite
Authors/Solicit Commentaries, and Override Author Invited Submission Due Dates.
Also useful are: View All Proposals and Submissions with Commentaries, Send Author
Reminders, and Set Final Disposition on Proposals.

Inviting Authors for a Proposal

Once an Editor is assigned to handle a proposal, the next step is to select an Author(s)
from the Author Selection Summary page by clicking the ‘Invite Authors’ link. This link
appears in the Action column of the Editor’s ‘New Assignments — Proposals’ folder on
the ‘Manage Proposals’ menu. This page is the same as the Author Selection Summary

page.

The Author Selection Summary screen is the starting point for the Author selection
process. It also displays the list of Authors invited to submit, and it shows the status of
each Author invitation.

The Author Selection Summary screen lists the following Author Selection modes:
Search for Authors; Search by Personal Classifications.
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Other functions available from the Author Selection Summary page include access to the
Manuscript Details page and the Un-invite Author function.

. Editorial Manager" 4 |

HOME » LOGOUT » HELP » REGISTER » UPDATE MY INFORMATION » JOURNAL OVERVIEW Username: Ed
MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS Role: Editar-in-Chisf EM Version: 3.0

Author Selection Summary - Manuscript DEMO-D-03-00037
“A Sample Paper Used as an Example”

eEd itorial

Manager~

Manuscript Details

Invited Authors

Search My Journal |Search for Authors j El
. arch B F'ersonal Cla39|fcat|uns :

[Above: Two Author selection modes]

is submission.

Search for Author Mode: When ‘Search for Authors’ is selected from the search mode
dropdown box the Editor is delivered to a search interface. The user can enter up to three
sets of criteria.

The following fields are included in the criteria drop-down box:
Last Name

First Name

Position

Department

Institution

City

State

Country

Search by Personal Classifications Mode: When ‘Search by Personal Classifications’ is
selected the Editor can search for Authors based on the Personal Classifications
associated with each Author. The Editor is delivered to a page that lists all of the
Classifications that are assigned to people in the system with a checkbox next to each
term. The Editor can select a maximum of 5 Classification Terms. A list of Authors
associated with the selected Classifications is returned.

NOTE: The list of Classifications may appear incomplete because it is a list of all
Classifications assigned to people; it is not a complete list of Classifications. If a
Classification term does not appear on the list, it means no one in the system has selected
that term as a Personal Classification.

After an Author(s) is selected the Editor sends either the default invitation letter (as set up
in ActionManager), or customizes the default letter.
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Multiple Authors can be invited at the same time. The Editor will have an opportunity to
customize each letter by clicking on the letter name next to the Author name. The Editor
will also have the opportunity to NOT invite an Author from the list of invited Authors,
without having to back out of the entire process, by checking the ‘Do Not Invite’
checkbox next to the Author name.

From the Author Selection Summary screen (accessed by clicking the ‘Invite Authors’
Action link), the Editor may Un-invite Authors. The list of invited Authors will be
displayed, and a link called ‘Un-invite’ will appear next to the name of each Author who
has not yet submitted a submission. If the journal has created a letter, it will be sent to
the Author.

i bm i - MEditorial
ZEditorial Manager ' Manager -

HOME = LOG OUT. » HELP = REGISTER = UPDATE MY INFORMATION * JOURNAL OVERVIEW Username: Ed
MAIN MENU * CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Role: Editorin-Chief EM Version: 2.0

Author Selection Summary - Manuscript TONYTEST30-D-04-00007
“Current Opinions December Issue”

Manuscript Details

Invited Authors

Search MY Journal |Search for Authors j ﬂl
Andrew Author, #D Author Complete
Anthony Author, WD Author Complete
Donna Donna Agreed to Submit Un-invite
Thomas Fifth, D Authaor Invited Un-invite
Jane First, PhD Author Invited Un-invite
Mancy Fourth, #D Author Declined

[Above: Author Selection Summary screen with invited Authors with various invitation states (or
statuses)

Receiving Invited Submissions

All invited articles related to a proposal will be received in the “‘New Submissions
Requiring Assignments’ folder (just like a regular submission). The submission will
need to be assigned to an Editor who will handle the Peer Review process (if necessary)
and make a decision.

A new ActionManager event allows the journal to receive a letter when an Author
submits an invited manuscript. This event is called ‘Child Submission Sent to Journal’
and is similar to the ‘New Submission Sent to Journal’ event. This new event can be
used to distinguish invited submissions from unsolicited submissions.

Once the Editor is assigned, the submission can follow whatever workflow the journal
wishes. For example, the Editor can assign another Editor, Invite Reviewers, or Submit a
Decision.
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Viewing Related Submissions

All regular Action links are available, as well as the new Action link ‘View Related
Submissions’. The View Related Submissions link will deliver the Editor to a page that
displays the invited Article’s ‘parent’ submission (the Proposal), as well as all other
invited submissions related to that parent.

b II
(UEditorial M : eaitoria
itorial manager Manager~
HOME = LOG OUT « HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW d
MAIN MENU + CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FORAUTHORS
| Fropo=sal

Action Fropossal Froposal Fropossal Editor Initi=l Target Target Targst Status currs
Manuscript Article Article COrigin=ting Date of Fublication | Publicstion | Publication D=te Stz
Murnber Type Title Fropasal Froposal D=t Wolure I==ue
Wiew Froposal Current ha Jun 2 Dec 15 Jun 2
Miew Froposal .

" - TOWNYTEST30- | Propos=al Opinions v . Authe
Lretails Histony [-04-00007 P 1 o b Frangois 2004 2004 2004 It
Similar Aricles in MEDBLINE || aren IS:::"“ *1 | Smith, PRD | 10:32AM | 12:004M Aoaan |

Related Submizsions
. . . Initi=l Target Target Targst )
rction M:ﬁﬁ;;'rp{ Af'cée A:;ze ‘:'::ﬂzr Date Publication | Publication | Publication Séa;t:S ':9;';
A ® Submitted Date “aolurne Is=sue
1
W Another 2nth Jun 2 Dec1S Jun 2 Recei
Zelals  HiEen Commentary | December |50 0™ onng 2004 2004 by
£oTo Bubmizsion issue Author MOy naam | 1z:00am 11:024M || Jaum
Similar Adicles in WMEDLINE : . :
W December and Jun 2 Dec 15 Jun 2 Fecei
ﬁSubﬁ:n Commentary || issue A:n::lrmrmo 2004 2004 2004 by
mMEDLINE article A0:59 A0 A2:004 M 105940 JournJ
-

[Above: View Related Submissions page]

Setting Final Disposition on Proposals

In order to move a completed Proposal into the ‘View All Completed Proposal’ folder a
Final Disposition must be set. A Proposal does not get published and is not transmitted to
production. There are only two Final Dispositions available for Proposals, ‘Completed
Proposal’ and ‘Withdrawn Proposal’.

To set Final Disposition on a Proposal, go to the Details page, find the Final Disposition
dropdown box, and select the appropriate Final Disposition.

Before setting either type of Final Disposition you must ‘un-invite’ any Authors with
outstanding invitations or Authors who have not yet submitted an article.

Child Submissions that have already been submitted to the journal are not affected by
setting Final Disposition on the Proposal. These submissions will still be linked to the
parent Proposal and each other.
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TO CONFIGURE: There are two new ActionManager events associated with setting
Final Disposition on a Proposal: ‘Final Disposition-Completed Proposal’ and ‘Final
Disposition-Withdrawn Proposal’.

The ‘Final Disposition-Completed Proposal’ event is triggered when an Editor sets this
Final Disposition on a completed Proposal (because all child submissions related to the
Proposal have been received).

The ‘Final Disposition-Withdrawn Proposal’ event is triggered when an Editor sets this
Final Disposition on a Proposal (because the Proposal is being withdrawn).

A status change is pre-configured for these events in the Document Status section of
ActionManager. The Status Terms can be edited in PolicyManager, Edit Document
Status.

A letter can be configured for each of these events in the Letters section of
ActionManager. A letter can be sent to any role that needs to know when a Proposal is
completed or withdrawn, such as a Managing Editor or other journal staff. You must first
create a letter (or letters) in PolicyManager, Edit Letters. Then you can go into
ActionManager and select the newly created letter from the dropdown box next to the
Final Disposition-Completed Proposal event or the ‘Final Disposition-Withdrawn
Proposal’ event.

Editorial Manager"

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

Editor Decision and Final Disposition

| Event | Managing Editor Letters
‘Editor Decision “.Journal Office Motice Editor Decision Matification j
‘Final Dizposition - Accept “ MOMNE j
Final Dispasition - Reject “NONE =
‘Final Disposition - Withdrawn “ NONE =l
‘Final Disposition - Completed Proposal “NONE j
‘Final Disposition - Withdrawn Proposal “ NOMNE j
/‘Initiate Rebuttal “NONE =l

[Above: Configuring new Document Status Terms in ActionManager]|

Invited Author’s Perspective

An Author is notified of an invitation to submit a manuscript via e-mail. Once an Author
receives the e-mail, the Author must login to the system. From the Author Main Menu
the Author will see a heading called ‘Invited Submissions’ with two links below:
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e My New Invitations — this folder holds Proposals and Commentary Solicitations for
which the Author has not yet ‘Agreed’ or ‘Declined’ to submit a related article.

e My Accepted Invitations - this folder holds Proposals and Commentary solicitations
for which an Author has ‘Agreed’ to submit a related article. Submissions move out
of this folder once a related submission has been sent to the PDF builder.

JEditorial Manager Watora

HOME » LOGOUT = HELP - REGISTER = LUPDATE MY INFORMATION - JOURNAL OVERVIEW [ Ay
MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS EM Version: 3.0

Author Main Menu =

Invited Submissions

My MNew Invitations (1)
Wy Accepted Invitations (1)

New Submissions

Submit Mew Manuscript
Incomplete Submissions (0

Submissions Waiting for Author's Approval ([0)
[Above: Author’s Main Menu, Invited Submissions sub-menul]

The header and the folders should only appear if the Author has been invited (through
Invite Authors or Solicit Commentary links), and should disappear when the Author
‘Declines’ all submissions or when the Author is uninvited from all submissions, or if an
Author has no open invitations.

When an Author Agrees to submit a manuscript, the Author will be delivered to the My
Accepted Invitations folder. The Author can then submit the manuscript when ready,
using a new Submit Invited Manuscript link which appears in the Action column of this
folder. An Author must use this link when submitted an invited manuscript, or the
manuscript will not be linked to the parent submission.

TO CONFIGURE ACTIONMANAGER: The following new Events have been added to
ActionManager:

Create Proposal (letter and status)

Invite Authors for Proposal (letter and status)

Un-invite Authors (letter only)

Author Agrees to Invitation (letter only)

Author Declines Invitation (letter only)

New Child Submission Sent to Journal (letter and status)

Three of these Events affect Document Status (Create Proposal, Invite Authors for
Proposal, and New Child Submission Sent to Journal). The system will look for Status
changes configured for these two Events and display those Statuses in the Document
Status column. To create new Status Terms, go to PolicyManager, Edit Document
Status, and enter new Status Terms at the bottom of the page.
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Then go to ActionManager and configure the new Status terms by clicking on the
dropdown box next to these events (Create Proposal, Invite Authors for Proposal, New
Child Submission Sent to Journal).

NOTE: These three Events are also used for sending Letters. For the ‘Create Proposal’
event a letter can be sent to any role that needs to know when a Proposal is created, such
as a Managing Editor or other journal staff.

For the ‘Invite Authors for Proposal’ event a letter can be set up to go to invited Authors.
A letter can also be set up for any Editor role that needs to know when Authors are
invited to submit a manuscript related to a Proposal, such as a Managing Editor or other
journal staff.

For the ‘New Child Submission Sent to Journal’ event a letter can be set up to go to any
Editor role that needs to know when Authors have submitted a Commentary on an
already-submitted manuscript OR a submission related to a Proposal.

ROLEMAMAGER » ACTIONMANAGER » POLICYMANAGER = ADMINMANAGER = ADMINISTRATION HELF

Author Invitation

| Event | New Document Status

‘ |Create Froposal ||F'r0pnsa| Created j
/|Invite Authors far Proposal ||Authnrs Invited j
|So|icit Commentary on Submission |N0 Change

|Un—in\tite Authaors |No Change
|Auth0rAgrees to Invitation |N0 Change
|Auth0r Declines Invitation |N0 Change

Editor Receives Submission

| Event | New Document Status

Mew Submission Sent to Journal || Received by Journal j

|New Child Submission Sent to Journal ||Receivec| by Journal j

|Revised Submission Sent to Journal ||Revisi0n Received to Journal j

| Fditar - Remme Suhmiseion Ieimtod o Faiter | [

[Above: Configuring new Document Status Terms in ActionManager]|

The rest of the events (Un-invite Authors, Author Agrees to Invitation, Author Declines
Invitation) are used for sending Letters at the appropriate times. You should create new
Letters in PolicyManager, Edit Letters. Then go to ActionManager and configure letters
in the appropriate Roles. For example, the Author Role should be set up to receive a
letter on the Invite Authors for Proposal and Un-invite Authors events. The Editor who is
sending out (or monitoring) Author invitations should receive a letter on the Author
Agrees to Invitation and Author Declines Invitation events.
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TO CONFIGURE POLICYMANAGER: You will need to create two Article Types, one
that can be used for the Proposal (parent), and one that can be used for the related
submissions (children).

For the Proposal (parent), the only Article Types that appear when creating a Proposal are
those Article Types that are designated as belonging to the ‘Proposal Family’ in
PolicyManager, Edit Article Type. An Article Type that is designated as belonging to the
‘Proposal Family’ will not appear in the regular Submit Manuscript interface. It will only
appear when the Editor clicks ‘Initiate Proposal’.

Lsernarme: Ed
ROLEMANAGER » ACTIONMANAGER  POLICYMANAGER * ADMINMANAGER * ADMINISTRATION HELP Jsemame:Ed i
Role: Editat-in-Chief EM Yersion: 3.0
Edit Article Type =
Cancel | Submit |
Article Type: |December Special Issue
NMazimuw Adicle Type name iz 0 chamoies,
Family: | Proposal 'I :
l- Hide ;F i} Aricle Type, the Aticle Type will be deactivated (not available for new or revized manuseripts).
I_ Allow file uploads from Loz Alamos ackiv sener

[Above: Article Type Family, Proposal]

For related submissions (children), the key setting on any Article Type that you want to
use for an invited paper is the ‘Invited’ checkbox. Any Article Type with the ‘Invited’
checkbox checked will only appear for the Author when the Author has been INVITED
to submit a paper. This means that an Author using the regular Submit Manuscript
interface will not see any Article Type that is designated as ‘Invited’. Only Authors
using the ‘Submit Invited Manuscript’ link from their ‘My Accepted Invitations’ folder
will be able to select an invited Article Type.

Lsername: Ed
ROLEMAMAGER * ACTIONMANAGER « POLICYMANAGER » ADMINMAMAGER = ADMINISTRATION HELP JsemamerBd S
Role: Editor-in-Chief EM Yersion: 3.0
Edit Article Type =
Cancel | Subrmit |

Article Type: |Decemher Issue Article]

Naximum Aticle Tyoe name iz 40 C-’?EV
Farmily: I Regular 'I Invited: ¥

l_ Hidz When you Hide an Aticle Type, the Aticle Type will be deactivated (not available for new or revized manuscripis),

l_ Allow file uploads from Loz Alamos ariv sener

[Above: PolicyManager, Edit Article Types, identifying the Article Type as ‘Invited’]
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Manuscript Geographic Region of Origin

In the current implementation of EM (pre-Version 3.0), a ‘Document Country of Origin’
is considered to be the country of the Corresponding Author (from the Author’s address
record).

A new feature lets the Author identify a geographic region (or country) of origin from a
list configured by the journal. This means that a manuscript can have a Country of
Origin designation that is different than the Author’s country. This is referred to as the
‘Manuscript Geographic Region of Origin’.

This also means that the journal can configure a list that contains geographic regions that
are different than the standard country list. For example, a region of origin might be
Eastern Europe, Western Europe, North America, etc. The Region of Origin could also
be non-geographic, like ‘Multi-center’.

ROLEMANAGER » ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP HGEMEEY T
: Editor-in-Chief EM Version: 3.0
Edit Custom Region List =
Order Region

l‘]— Horth American FRemove Edit

|2— ‘WMestern European Femove Edit

|3— Eastern European Eemove Edit

lfi— Morth East Asian Eemove Edit

|5— South Pacific (incl. Australia, New Zealand, ete) BEemove Edit

[2  cnth dmadican Famae Fdit

[Above: Creating a custom list for Geographic Region of Origin]

The Author can identify the region of origin during the Submit New Manuscript, Submit
Revised Manuscript, or Submit Invited Manuscript process. A new manuscript
submission step has been added called, ‘Select Region of Origin’, which presents the
Author with a drop-down list of the countries/regions configured by the journal in
PolicyManager. The Author selects one entry from this list to associate the region of
origin with a specific manuscript.

TO CONFIGURE: To use the Manuscript Region of Origin feature you must turn it on
for each Article Type. Go to PolicyManager, Edit Article Types and find the header
‘Article Type Parameters’. One of the items in this section is called ‘Set ‘Select Region
of Origin’ Preferences’. You can make this submission step Optional, Required, or
Hidden, similar to other submissions steps.

;;;':_:-_.;Editorial
. Manager-
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ROLEMANAGER » ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER * ADMINISTRATION HELP sername: Ed

Role: Editorin-Chief EM Yersion: 3.0

Article Type Parameters M Rewvized Inczlude on POF Cower Page
Subrmission Submission
Editor/fthor Rewiewer
Set"Select Classifications" Preferences: Ioptional j IOptionaI j
Set"Enter Kewwords" Preferences: I Optional j I Optional j IV IV
Set"Enter Comments" Preferences: IOpt.Dnal j IOptionaI j
Set"Request Editer" Preferances: Required j IOptionaI j
Set"Submit Abstract' Prefarences: IOptionaI j IHidden j I I
Set"Select Region of Origin" Preferances: |H|dden j IHIddEn j IV IV
Set"Select Section/Categon® Preferences: IOptigna| j |Opti0na| j I I

[Above: Enabling ‘Select Region of Origin’ in Edit Article Types]

Using the Author’s Country as the Manuscript Geographic Region of
Origin

A journal can continue using the Author’s country (from the Author’s address record) as
the Manuscript Geographic Region of Origin. This means that the system will
automatically include the Corresponding Author’s country designation (from his/her
address record), rather than ask the Author to select a Manuscript Geographic Region of
Origin during the submission process.

NOTE: If Manuscript Geographic Region of Origin is not used, then the journal should
leave the Set Region of Origin Preferences as ‘Hidden’ on the ‘Edit Article Type page.

Creating a Custom List for Manuscript Geographic Region of Origin
Go to PolicyManager, then to Edit Manuscript Geographic Region of Origin.

The Edit Manuscript Geographic Region of Origin page controls the countries that appear
in the drop-down list presented during the ‘Select Region of Origin’ step of the
manuscript submission process. There are three choices:

e Use ISO 3166-1 Country List

e Use ISO 3166-1 Country List and Custom Region List

e Use Custom Region List Only

Confidential — Subject to change — Copyright © 2004, Aries Systems Corporation
NOT FOR USE OUTSIDE OF ARIES

23




Marme:
: Editor-i

ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

Set ISO Country Standard

The countries or regions below will display to the Author during the "Select Region of Origin™ manuscript submission step.
The IS0 3166 standard country list may be used, with custom additions; or an entirely customized list may be used. Click
IS0 3166 Country List to see the 150 country list.

' Use [50 3166-1 Standard Country List
© lse IS0 3166-1 Standard Country List and Custom Region List
& Jze Custom Region List Only

|20 3166-1 Standard Country List Edit Custom Region List

Cancel | Submit |

The first choice (Use ISO 3166-1 Country List) lets the journal use the standard ISO
(International Standards Organization) country list.

The second choice allows the journal to add new geographic regions to the standard ISO
country list.

The third choice allows the journal to create a custom list of countries (or regions of
origin). The ISO Country list will not appear. This would be used for regions like
Western Europe, Eastern Europe, etc.

For choices one and two, the journal can hide countries that should not appear on the list.

ROLEMANAGER » ACTIONMANAGER * POLICYMANAGER » ADMINMANAGER » ADMINISTRATION HELP e EE

20le: Editor-in-Chief EM Yersion: 3.0

IS0 3166-1 Country List =

Click the Hide box to suppress a country from the Manuscript Region of Origin drop-down menu that appears when a submission is
created or edited. Previously hidden countries are shown at the bottorn of this page.

Cancel Subrnit

=
=
o

|Country
IUNITED STATES
IAF GHANISTAN
IALBANIA
IALGERIA

[AMFRIN AN SANMA
[Above: Hiding countries on the ISO Country list]

EEEE

For choices two and three, the journal can create additional Geographic Regions (or other
designations such as ‘Multi-center Study’, ‘Joint US-European Study’, etc.) for the
Author to choose from.
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me: Ed

ROLEMANAGER = ACTIONMAMAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

ditar-in-Chief EM Version: 3.0
Edit Custom Region List =
COrder Region

|1 North American Eemove Edit
|2 Wiestern European Femove Edit
|3 Eastern European Femove Edit
IJJf Maorth East Asian Eemove Edit
|5 South Pacific(inel. Australia, Hew Zealand, ete) Remove Edit
Il::_ Stk Amarican Fameava FEdit

[Above: Creating a custom list for Geographic Region of Origin]

NOTE: The ISO list will reflect the current, active ISO list as configured in
PolicyManager, Set ISO Country Standard. The journal can decide which ISO list to use,
though many journals that link to Production Systems (or other third party systems) may
be required to use a specific ISO Country standard.

sk st st sk s sk sk sk ok sk sk sk sk s sk sk sk sk sk sk sk sk s s sk sk sk sk sk sk sk sk s sk sk sk sk ke sk st sk s sk sk sk sk sk sk sk sk s s sk sk sk sk sk sk sk s sk skoskoskosk sk kok

ISO Country Standards and Editing People Records to Reflect

ISO Names

NOTE: All journals are being upgraded to use the ISO 3166-1 list of countries. Journals
that wish to ‘fix” any People Records that do not comply with the ISO standard can run a
report that will help them identify inconsistencies between People Data and the ISO
Country list.

ISO Country Standards

The International Standards Organization maintains an official list of country names and
2 letter codes referred to as ISO 3166-1. When there is a change, the change is
documented in a ‘Newsletter’. For example:

o Newsletter V-7 changed the official name of the Comoros Islands.

o Newsletter V-8 changed both the name and the 2-letter code for “Yugoslavia”.
The name was changed to “Serbia and Montenegro” and the 2-letter code was
changed from YU to CS.

Production systems to which EM transmits use the ISO 3166-1 standard. The current EM
application uses a hardcoded list of country names (not codes), which does not conform
to the ISO 3166-1 standard. In addition, if address data has been imported into EM from
another system, that data may not be ISO compliant.

If a Publisher decides to change their production system to accept a new ISO Country
Standard, the journal would be required to select the new ISO Standard in
PolicyManager, on the Set ISO Country Standard page.
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This new PolicyManager page allows the journal to select which ISO 3166-1 newsletter
will be used as the standard (at upgrade all journals will be upgraded to V-8). All eight
newsletters are available, and new ones will be added in upcoming releases, as required.

CEditorial Manager”

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Set ISO Country Standard

weEditoria

Ay
g Editor

EM Version: 3.0

Select an 150 3166-1 Mewsletter version from the drop-down menu.

Choose IS0 Standard:  [1S0 3166-1 Newsletter V-8 x|

Wiew |30 F166-1 Mewsletter W-8 Download 150 3166-1 Mewsletter -8
Wiew |30 F166-1 Mewsletter W=7 Download IS0 3166-1 Mewslatter -7
Wiew |30 F166-1 Mewsletter W-6 Download 150 3166-1 Mewsletter -5

Wiew |30 3166-1 Mewsletter V-5 Download 130 3166-1 Mewsletter V-5
Wiew |30 3166-1 Mewsletter V-4 Download 130 3166-1 Mewsletter -4
Wiew |30 3166-1 Mewsletter V-3 Download 130 3166-1 Mewsletter V-3
Wiew |30 3166-1 Mewsletter V-2 Download IS0 3166-1 Mewsletter V-2
Wiew |30 3166-1 Mewsletter -1 Download 130 3166-1 MNewsletter -1

Cancel | Submit |
[Above: Selecting a new ISO standard]

If a journal is transmitting metadata and files to a production system that requires [ISO
compliant countries, then it is required that the Transmittal Form be set up to validate the
Country of Origin data through a new setting in PolicyManager, Edit Transmittal Form,
Set Validation Options.

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Edit Transmittal Form

Click the links below to select or add fields to your Transmittal Form, or to change the layout of the form. The Transmittal Form is used as

a template when the manuscript is prepared for transmission. Wyhen the user clicks a Transmittal Form link, or after the Final Disposition

of a manuscript is set, your Transmittal Form template is populated with data related to the selected manuscript. Users with appropriate
permissions are then able to edit the journal-specified field values.

Select Manuscript Metadata Fields
Add/Edit Manuscript Metadata Fields

Select Corresponding Author Metadata Fields
Add/Edit Corresponding Author Wetadata Fields
Add/Edit General Metadata Fields
Add/Edit Submission ltem Metadata
Edit Subrnission ltern Family Metada

Set Validation Options

[Above: Set Validation Options on the Edit Transmittal Form page]

From this page, the journal determines whether or not the Transmittal Form should check
the Corresponding Author’s Country of Origin against the ISO list, just in case the
Author’s Country of Origin is not ISO compliant.
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Check the box below to use the IS0 3166-1 standard list of countries to validate the Corresponding Author
country at the time of transmittal.

el

[Above: Set Validation Options page]

" alidate Corresponding Author Country at time of transmittal

Cancel | Subrmit |

NOTE: The new feature, Manuscript Region of Origin, is not affected by this check. It
is used to check Author’s County of Origin data uploaded/entered in EM BEFORE the
ISO Standards were introduced.

Editing People Records to Reflect Correct ISO Country Names

NOTE: For journals that do not transmit files and metadata to a production system, ISO
Country normalization is not necessary. However, journals may choose to update people
records for reporting purposes, etc.

A new report is available that allows the journal to identify non-ISO compliant address
records. The report is available in the Reports Menu and is called ‘ISO Standard Country
Comparison Report’.

The report results list People Records that have non-compliant countries (countries that
do not match the ISO list). The journal office may update incorrect records (People
Records) manually.

(UEditorial Manager" g/ Witonal

HOME = LOGOUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW s MEe: mary
MAIN MENU « CONTACT US = SUBMITA MANUSCRIPT = INSTRUCTIONS FORAUTHORS 20 nading Editar EM Version: 2.0

ISO Standard Country Comparison Report

This report compares the address recard for all users to the IS0 3166-1 Mewsletter %-8 standard list of
countries. Any mistmatches appear on the report. To create a tab-delimited data file of the report results,
check the box below. Click the Submit button to run the report.

[T Create extraction file for download

7 Exclude Blank Country Values

Cancel Submit

[Above: ISO Standard Country Comparison Report criteria selection page]

If ‘Create Extraction File for Download’ is selected, a tab-delimited text file will be
created and automatically downloaded to the user’s computer.

Editorial
2 Manager’
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If ‘Exclude Blank Country Values’ is selected, any records without a country will be
excluded.
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Z1P file Uploads Allowed

Authors may attach files to their submission that have been ‘compressed’ (i.e. zip files).
This allows Authors to upload several files at once, rather than having to upload one file
at a time. It also enables a faster upload of a large single file. The system will
automatically ‘unpack’ or “un-zip’ the file, so that the individual file(s) can be attached to
the submission.

‘Compressed files’ refer to any files created by a ‘packing’ utility, such as PKZip or
WinZip. A compressed file may consist of a single file, or multiple files. The primary
purpose of ‘zipping’ or ‘compressing’ files is to reduce the overall file size, thus
facilitating faster transmittal. The following compressed file formats are supported:

1. Zip — such as WinZIP
2. tar.gz — this is a UNIX file compression utility

Uploading a compressed file

To upload a compressed file, the Author would go to the Submit New Manuscript
interface (or Submit Invited Manuscript), fill in the requested meta-data, and proceed to
the Attach Files page. The Author would choose a Submission Item Type from the drop-
down list, and upload a compressed file containing one or more individual files. The
resulting behavior varies slightly, depending on whether the zip file contains a single file
or multiple files.

Zip File Contains a Single File: The single file is listed in the Attached Files list, with the
Item and Description designation made by the user before the file was uploaded. The
user then has the opportunity to change the Item and/or Description, and re-order the files
(if there are other files already in the list).

Zip File Contains Two or More Files: The unpacking process lists all of the files
individually. The user must then explicitly select a Submission Item for each file. The
Description fields are dynamically populated based on the Submission Items selected,
and the user can modify the Descriptions, if desired. The user then has the opportunity to
re-order the files.

TO CONFIGURE: This functionality is available to all journals, and there is no special
configuration to allow Authors to upload zip files (i.e. zip files can be attached to
submissions for all Article Types).

NOTE: To assist Authors who may not be sure which Submission Item to select if their
zip file contains multiple items, the journal can create a Submission Item (e.g.
‘Compressed File’) in PolicyManager, Edit Submission Items. This is not necessary for
the compressed file upload — but it does make it more clear to the Author.
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ROLEMANAGER » ACTIONMAMNAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

: Editor-in-Chief 3
Edit Master Submission Item Types =
Listed below are the ltem Types that may be attached to a document submission.
Item Type Item Family Artwork QC Actions
Ahstract Document Bemove Edit
Author Agreerment Default Remove Edit
fanuscript Document Bemove  Edit
Figure Figure v Bemove  Edit
Table Table v Bemove Edit
Cover Letter Default Bemove Edit b
Calor Figure Figure v Bemove Edit
Compressed File (zip, tar.gz) Default Remove Edit
Ranicinn Mrar | attar Mafanlt Rararea  Felit

[Above: Creating a Submission Item for compressed files]
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Uploading arXiv Files from the Los Alamos National
Laboratory

Authors can upload source files directly from the Los Alamos National Laboratory arXiv
database. Many Authors (primarily in Physics and Math) post their research on the arXiv
server as a resource for other researchers. Authors may then wish to submit their article
directly from the arXiv database. An Author wishing to do this would likely know the
arXiv code which consists of a string of letters and numbers identifying the particular
database (e.g. hep-th or physics.acc-ph) followed by a forward slash and a 7-digit number
unique to Los Alamos (e.g, hep-ex/0401001, physics/0401001, math. AG/0401002).

I

()

2| arXiv.org e-Print archive

Autornated e-print archiveslphySiCS vl Search | Form Interface | Catchup | Helpl

17 Jan 2004: Endorsement system introduced.

15 Sep 2003: Anncuncement of Mew Quantitative Biology archive.

For more info, see curmulatrve "What's New" pages.

Rohots Beware: indiscriminate automated deownloads from this site are »of permitted.

Physics

+ Astrophysics (astro-ph new, recent, abs, find)

+» Condensed MMatter (cond-mat new, recent, abs, find)
mchades: Disordered Systems and Meural Metworles; Matenals Science;, Mesoscopic Systems and Quantum Hall Efect;
Cither; Zoft Condenszed bdatter: Statistcal MMechamcs; Strongly Correlated Electrons, Superconductvity

» General Eelativity and Quantum Cosmology (gr-ge new, recent, abs, find)

[Abové:—'l;oﬂs Alamos arXiv web site — http://arxiv.olrg]
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The ability to upload these files directly to the system is controlled in PolicyManager on
Edit Article Types page. Journals can specify which Article Types allow files to be
uploaded directly from the arXiv server.

ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

serm
Rale:

Edit Article Type =

Cancel | Subrmnit |

Article Type: |Origina| Study

Maximurn Article Type name is 40 characters,

Family: IRBguIar 'I Invited: ™
[” Hide “When you Hide an Article Type, the Artic) ill be deactivated (not available for new or revised manuscripts).

¥ Allow file uploads fram Los Alamos arsiv server

[Above: Allowing arXiv file uploads for an Article Type]

Authors would then be able to attach the arXiv file to their EM submission, on the
Submit Manuscript or Submit Invited Manuscripts, Attach Files page. The compressed
arXiv file (tar.gz format) is then unpacked and the individual source files are included in
the Attach Files list for the submission.

Uploading a file from the arXiv database

To upload files from the Los Alamos arXiv server, the Author would go to the Submit
New Manuscript (or Submit Invited Manuscript) interface, fill in the requested meta-data,
and proceed to the Attach Files step.

If the Article Type is configured to ‘Allow file uploads from Los Alamos arXiv server’ in
PolicyManager, the Attach Files page displays special instructions and a text box for
entry of the arXiv file identifier. Authors can also upload additional ‘regular’ files on the
same page, in addition to the arXiv file.

N A=y wTee—s .

HOME = LOG OUT » HELP = REGISTER = UPDATE MY INFORMATION +» JOURNAL OVERVIEW
MAIN MENU » CONTACT US » SUBMITA MANUSCRIPT = INSTRUCTIONS FORAUTHORS

lassifications .
i : File Marre: Browse... |
nments

Request Editor Attach This File |

To attach a file from the Los Alamos National Laboratory, enter the arkiv code (Database name
followed by a forward slash and the 7-digit number referencing the article). (e.g. physics.ace-
ph/3088164, hep-th/3822851, etc)

Attach Files

ardiv File Mame: | Insert Special Character

Attach This File |

[Above: Attach files page with arXiv file upload box]
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The Author selects a Submission Item from the drop-down list, and enters the arXiv code
which consists of a string of letters and numbers identifying the particular Los Alamos
database (e.g. hep-th or physics.acc-ph) followed by a forward slash and a 7-digit number
unique to Los Alamos (e.g. hep-ex/0401001, physics/0401001, math.AG/0401002).

The user then clicks ‘Attach this File’. When the arXiv code is recognized by the Los
Alamos server, and corresponding file is found, the compressed file (.tar.gz format)
containing the source files is downloaded from the Los Alamos server.

The .tar.gz file is unpacked by the system, and all of the individual files are uploaded to
EM. Each file is listed individually so the user can associate each file with an appropriate
Submission Item, edit the Description, and re-order the list of files for PDF creation.

Editorial Manager"

HOME * LOG OUT # HELP = REGISTER = UPDATE MY INFORMATION + JOURNAL OVERMIEW
MAIN MENU + CONTACT US » SUBMITA MANUSCRIPT # INSTRUCTIONS FOR AUTHORS

arxiv ZIP file components should be associated with an ltem Type that is not built into the PDF.

The order in which the attached iterms appear in the list will be the order in which they appear in the PDF file that is produced. You can
the order by clicking the arrows.

Order ltem Description File Name Size A
|1 I* Wanuscript j IManuscript for submission main_paper.tex SK%S %
i 143 D

|2 |Chuose j ISter file scicite. sty KE R
: p I3 D

|3 IFlgure j IF|gure1 fluxrat eps KE R
: 2051 0

I [ — = | i k6 R
136 D

|5 Manuscrlpt camp fo 4.os =
Audio I et KB R
Compressed File (.zip, tar.gz) : ; ; 295 D

&) Cover Letter I supporting_online_material.tex KB R

Figure
= Falatad Adiclac et 8.9

[Above: Attach files page with unpacked’ arXiv file; Submission Item, Description, and File Order]

L]

NOTE: This function is not available when submitting revisions. When the Author
decides to submit a revision, the Author would not re-upload the submission from the
arXiv database, but rather the Author would choose to carry forward the files that do not
require revision, and can then upload just the revised files.

NOTE: This functionality is also available for Editors when editing the submission, so
long as the PolicyManager setting is turned-on.

TO CONFIGURE: Go to PolicyManager, Edit Article Types, click the Edit link next to
the Article Type you want to edit, then click the checkbox labeled ‘Allow file uploads
from Los Alamos arXiv server’ (see the below illustration).
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ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

: Editor-in-Chief EM Yersion: 3.0

Edit Article Type =

Cancel | Subrmnit |

Article Type: |Origina| Study
Maximurn Article Type name is 40 characters,

Family: IRBguIar 'I Invited: ™
[” Hide “When you Hide an Article Type, the Artic) ill be deactivated (not available for new or revised manuscripts).

¥ Allow file uploads fram Los Alamos arsiv server

[Above: Allowing arXiv file uploads for an Article Type]

NOTE: Most documents on the Los Alamos arXiv server are in LaTex format. To assist
Authors who may not be sure which Submission Items to select for various arXiv file
components (such as .bbl, .cls, .sty, etc.), the journal can create Submission Items in
PolicyManager, Edit Submission Items, which describe these components (Bibliography
file, Style File, etc). This is not necessary for the file upload — but it does make the
selection of Submission Items clearer to the Author.

Listed below are the ltem Types that may be attached to a document submission.

Item Type Item Family Anwork QC Actions

Style File [ sty) Default Remove Edit

Bibliography File ( bbl) Default Remove Edit

Manuscript Document Bemove Edit

Figure Figure v Bemove Edit

Table Table v Bemove Edit

Cover Letter Default Remaove Edit b

[Above: Edit Submission Items page, creating Items for arXiv file components]

sk s sk sk sk sk sk sk st sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk ste sk sk sk sk sk sk sk sk st ste sk sk sk sk sk sk sk sk ste sk sk sk sk sk sk sk sk sk sk s s skoskoskosk ke keskeskoskosk

General Changes to Submit Manuscript/Edit Manuscript
Pages

The following improvements have been made to the Submit New Manuscript, Submit
Revised Manuscript, Edit Submission, and Edit Revised Submission interface:

New File Ordering Mechanism — numbers rather than arrows

Many journals have expressed frustration with the up/down arrow method of re-ordering
files. Now the file order can be changed by entering numbers in the text box next to each
Submission Item.
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Rather than arrows appearing next to each file, a text box with a number appears next to
each file. The files are numbered in the sequence in which they were uploaded. For
example, if four files are uploaded, the default value for each item is 1, 2, 3, and 4,
respectively. The user can then change the order of the files by typing in a new order and
clicking the ‘Update File Order’ button. Note the file order is automatically saved if the
Author leaves the page (either by clicking ‘Proceed’, selecting another submission step,
etc.)

The Submission Item Label can be Changed after the File is Uploaded
Many journals have expressed frustration because once a file is uploaded the ‘Submission
Item’ designation cannot be changed. For example, if an Author is uploading a Figure,
but did not select the ‘Figure’ Item from the Item dropdown box, then the Item label
would be incorrect. In order to correct this, the user would have to delete the file and re-
upload the file with the correct Item designated.

The ‘Item’ column in the list of attached files now has drop-down boxes for each file, so
the Submission Item can easily be changed after the file has been uploaded.

Editorial Manager" Manager"

HOME « LOGOUT = HELP = REGISTER = UPDATE MY INFORMATION « JOURNAL OVERMIEW
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS

Attach This File

arxiv ZIP file components should be associated with an ltem Type that is not built into the PDF.

The order in which the attached iterns appear in the list will be the order in which they appear in the POF file that is produced. ¥ou
can change the order by clicking the arrows.

Order Item Description File Name Size  Actions
|1 |Auth0rAgreement j |AuthnrAgreement Offline Rermove
) 118 Download
|2 |Choose J | hanuscript.txt KB Refnove
) 1179  Download
E | Choose =l shull. gif KE  Rermove
Lipdate File Order | Insert Special Character

[Above: File ‘Order’ and ‘Item’ designation, and ‘Description’ can all be changed after file upload]

Sending Files Back to Author No Longer Requires ‘Edit Submission’

In the current implementation of EM (pre-Version 3.0), the Editor/Journal Staff must use
the Edit Submission feature in order to access the ‘Send To Author’ function. The ‘Send
To Author’ function is used to return a submission to an Author before a submission is
given a manuscript number.

A new Action Link is available in the folders labeled ‘New Submissions Requiring
Assignment’ and ‘Revised Submissions Requiring Assignment’. The Action link is now
labeled ‘Send Back to Author’.
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When the Editor clicks this link the Editor is given an opportunity to send a default or
customized letter to the Author. The submission is then returned to the Author.

@Editorial Manager”

HOME = LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT # INSTRUCTIONS FORAUTHORS

Manuscript | Article Article Author Initial Date | Status Current
Action  « Number Type Title Name Submitted Date Status

a 1

iy Submission /
Details History
Wiew Artwork Cuality ‘ ts

Send Back to Author A Sample Anthany | oogng | Jun 22004 | Received
Remove Submission Commentary Author

Manuscript MDD 11:03AM 11:03AM by Journal

Classifications
Assign Editor
Wiew Related Submissions

[Above: Send Back to Author link]

NOTE: This feature is not designed to be used for making REVISE decisions. This
feature is primarily used for administrative purposes, such as missing files, incorrect
formatting, etc.

NOTE: Submissions that are sent back to the Author will get a new Initial Date
Submitted date when they are returned from the Author back to the journal.

TO CONFIGURE: No configuration is required.

Downloading Source Files No Longer Requires ‘Edit Submission’
In the current implementation of EM (pre-Version 3.0), the Editor/Journal Staff must use
the Edit Submission feature in order to download any of the submission source files.

A new Action link labeled ‘Download Files’ is available from most Editor folders.

@Editorial Manager”

HOME = LOGOUT » HELF = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENU + CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FORAUTHORS

Manuscript | Article Article Author Initial Date | Status Current
Action  « Number Type Title Name Submitted Date Status

2 1
Wiew Subrnission
Details Histor
e Artweark O Results

Download Files

Edit Subrnizsion Anthony .
Send Back to Author Commentary A Sample Author Jun 2 2004 Jun 2 2004 | Recetvad

Manuscript 11:03AM 11:03AM by Journal

|§
)
1=

Rermove Submission
»

[Above: Download Files link|
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When the Editor clicks the ‘Download Files’ link, a page that lists all submitted source
files is displayed.

3 Download Submission Files - Microsoft Internet Explorer _ |5; |£|

Download Submission Files for Manuscript Number TONYTEST30-8-04-00362
A Sample Manuscript

Listed below are the files included in the current version of the latest Revision of the submission. Click the Download link to
download the individual source file,

Close |

| Item | Description | File Hame | Size | Last Modified |Ac‘tiun

| Cower Letter | Cover Letter | Cower Letter doc |23.5 KB |Jun 272004 11:0248 | Dowenload

| video |Video |sugery.gif  |92KB |Jun32004 1:58PM | Download

|Manuscript |Manuscript |Manuscript.t}{t |11.8 KB |Jun320042:14F’M |Downlnad
|Figure Figure | skl gif 1117.9 KB | Jun 32004 2:16PM | Download

Close |

[Above: Download Submission Files page]

NOTE: Downloading files does not remove them from the server, nor does it affect the
submission or submission PDF in any way.

TO CONFIGURE: There are two different RoleManager permissions that enable the
‘Download Files’ link.

A new RoleManager, Editor RoleManager permission labeled ‘Download Source Files’
will display the Download Files link.

The existing RoleManager, Editor RoleManager permission labeled ‘Edit Submission’
will also display the Download Files link, as well as the ‘Edit Submission’ link.

The reason for two different RoleManager permissions is so that the journal can give an
Editor the ability to download source files, without giving them the ability to Edit
Submission.

Edit Submission Does Not Affect Workflow

In the current implementation of EM (pre-Version 3.0), the use of Edit Submission could
adversely affect the Document Status. If Edit Submission was used AFTER an Editor
was assigned, a warning message informed Editors that the Edit Submission session
should be completed quickly to avoid problems with Document Status.

This restriction is no longer in place because Edit Submission statuses (in
ActionManager) are asynchronous with Document Statuses (statuses that affect
workflow).
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TO CONFIGURE: Edit Submission Statuses are still configured in ActionManager. The
Edit Submission Status Events are:

Incomplete Submission by Editor
Editor PDF Build Error

Building PDF for Editor

Original PDF Built by Editor
Revised PDF Built by Editor
Editor Approve Edited Submission
Revert Edited Submission

The terminology of each Edit Submission Status can be edited in PolicyManager, Change
Edit Submission Status.

Editorial
Manager ™

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP ditar
dito

Change Edit Submission Status Terms

Listed below are the text strings used to define status terms associated with the 'Editor Edits Submission’ events. Click Edit to change
the status text.

ActionManager Event Status Term
Incomplete Submission by Editor Incomplete with Editor Edit
Editar FOF Build Errar Errar with Editar Edit
Building PDF for Editor Building PDF far Editar Edit
Original POF Built by Editor Meeds Editor Approval Edit
Revised PDF Built by Editor Revision Meeds Editor Approval  Edit
Editor Approve Edited Submission Editor Approved Edited Submission Edit
Revert Edited Submission Revert Edited Submission Edit

[Above: PolicyManager, Change Edit Submission Status Terms page]
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Assign Editor and Invite Editor Page Changes
In the current implementation of EM (pre-Version 3.0), Editors are selected by name only
on the Assign Editor page.

This function has been expanded to include the selection of Editors based on
Classification matches as well. The Assign Editor page is enhanced to display both the
Manuscript’s Classifications and the number of matches with the Editor’s Personal
Classifications.
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Editorial Manager"

HOME * LOG OUT # HELP = REGISTER = UPDATE MY INFORMATION + JOURNAL OVERMIEW 5 Bl mary
MAIN MENU + CONTACT US » SUBMITA MANUSCRIPT # INSTRUCTIONS FOR AUTHORS R anaging

Editor EM Vergion: 3.0

Assign Editor For Submission Number TONYTEST30-5-04-00362
“A Sample Manuscript”

The following have been identified as candidates to edit this manuscript. Select the one yvou want and send them either the default editor
assignment letter or a customized letter. Click the Blind Editars link to blod aceess to thiz submission for one or mare Editors.

Blind Editars
Manuscript Classifications
(1 PHARMACOLOGY, (2) Drug interactions pluzs; (30 drug toxicity; (3 Antivirals;

# Currert # Classification

Editor Role Editor Narme : Classification Awailable during
Select " Assignments Matches Wlstches Nest 30 days
(—  Associate Editor
i : : y 2 2,

[Thig is the comesponding author of the manuseript) Anthony Auiaer WD o 2 (R 1S
(& Associate Editer Annie The Dog, PhD o o N
(" Editorin-Chief Edward Editor, tMD 3z 2 i) i
(& Associate Editer Emily Editor, WD 2 o N

[Above: Assign Editor page with Classification information]

The Manuscript Classifications are listed at the top of the page. Each Classification is
numbered starting with ‘1°. Below the list of Manuscript Classifications is a list of
Editors. The column labeled ‘Classification Matches’ references the numbers from the
list of Manuscript Classifications at the top of the page. This allows a quick visual
reference for the user assigning the Editor. The user can see which numbers are listed in
the Classification Matches column, and can see which Classification Terms match those
numbers at the top of the page.

Alternatively, the column labeled ‘# Classification Matches’ shows the number of
Classification Matches between an Editor’s Personal Classifications and the list of
Manuscript Classifications. This number is a hyperlink, which will take the user to a list
of the Editor’s Personal Classifications, with an indication of which Personal
Classifications match the Manuscript Classifications.

In addition, the columns can be sorted dynamically, which means the Editor list can be
viewed in order by Editor Role, Editor Name, Number of Current Assignments, or
Number of Classification Matches.

TO CONFIGURE: No configuration is required.
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Username and Password can be hidden in Correspondence
History

In the current implementation of EM (pre-Version 3.0), any Editor with access to
Correspondence History can see usernames and passwords when viewing letters in
Correspondence History, if the %USERNAME% and %PASSWORD% merge fields are
included in the e-mail.
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Two new merge fields have been introduced that can be used

(%BLINDED PASSWORD% and %BLINDED USERNAME%), instead of the
%USERNAME% and %PASSWORDY% merge fields, for any journal wishing to hide the
recipient’s Username and Password in Correspondence History. This means that Editors
who should not have access to other users’ Usernames and Passwords can be given
access to Correspondence History, without revealing this sensitive information.

These merge fields will automatically insert the phrase ‘Your username is:” (without the
quotes) in front of the username and ‘Y our password is:” (without the quotes) in front of
the password.

ROLEMANAGER * ACTIONMANAGER » POLICYMANAGER + ADMINMANAGER = ADMINISTRATION HELP a MELY R
20 g Editor EM Yersion: 3.0
Edit Letter =
Letter Purpose: IWeIcnme
Subject: IEdimriaI Wanager Registration

Line YWrap: Isoﬂ 'l
Sender's E-mail Address: & "The DEMO Joumal” <talves@ariessys.com>
 Lze Corresponding Editor's E-mail address

Letter Body:
Dear 5TITLES %LAST NAMES, .[

Thank wvou for registering for the Editorial Mahager onlihe
submission ahd peer review tracking svatewm for %
JOURMALFULLTITLES .

Here is wour usernare and confidential password, which you l —
need to access the Editorial Manager at
http://demo. edingr . com.

5BLINDED USERNAMES
5BLINDED PALSSWORDS

Pleazse save thiz information in a safe place. ;I
&A=

EAbove: Using blinded Username and Password merge fields in a letter]

TO CONFIGURE: Go to PolicyManager, Edit Letters and select any letter that you

would like to include the recipient’s Username and Password. Use the following merge
fields:

%BLINDED USERNAME% - This merge field can be used instead of the
%USERNAME% merge field for any journal wishing to hide the recipient’s Username in
Correspondence History. Also this merge field will insert the phrase ‘Your username is:’
(without the quotes) in front of the username.

%BLINDED PASSWORDY% - This merge field can be used instead of the
%PASSWORD% merge field for any journal wishing to hide the recipient’s Password in
Correspondence History. Also this merge field will insert the phrase ‘Your password is:’
(without the quotes) in front of the password.
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Links in E-mails for Reviewers (Deep Linking)

The purpose of this enhancement is to allow hot links in e-mail notifications that will
deliver a user to selected EM pages. E-mail hot links will be available for Reviewer
Roles only, for the following actions:

e Accept a review invitation

e Decline a review invitation

e View Reviewer version of the PDF

A new e-mail merge field is created: % ACCEPT REVIEW INVITATION%. When a
Reviewer receives an e-mail with this merge field, the merge field will display as a link.
The Reviewer will be able to click on the link to trigger the ‘Agree to Review’ function.
If the Reviewer ‘Agrees’ to do the review assignment in this manner, the Reviewer will
be fully logged in and will be able to access the submission from the Main Menu.

A new e-mail merge field is created: %DECLINE _REVIEW INVITATION%. When a
Reviewer receives an e-mail with this merge field, the merge field will display as a link.
The Reviewer will be able to click on the link to trigger the ‘Decline to Review’ function.
If the Reviewer ‘Declines’ the review assignment in this manner, the Reviewer will still
be delivered to the ‘Decline to Review’ page, where he is asked to state a reason for
declining the assignment and suggest other qualified Reviewers.

A new e-mail merge field is created: %VIEW_REVIEWER PDF%. When a Reviewer
receives an e-mail with this merge field, the merge field will display as a link. The
Reviewer will be able to click on the link to download the Reviewer version of the PDF.

NOTE: All links will check RoleManager permissions to be sure the Reviewer has
permission to view the PDF at this point in time.

NOTE: These links are intended to be used in the letters associated with the ‘Reviewer
Invited’, ‘Reviewer Agreed’, ‘Late Review’, or ‘Promote Alternate Reviewer’ event.
The journal should precede the merge field in the letter with some instructional text such
as “Click here to view the PDF of the submission %VIEW _REVIEWER PDF%”.

TO CONFIGURE: For the Accept Review Invitation and Decline Review Invitation, the
correct merge fields need to be added to any letter sent out when a Reviewer is invited,
such as: Reviewer Invited event, Promote Alternate Reviewer event.
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ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

g Editor

Letter Purpose: IRe\tiewer Invitation

Subject: IRe\tiewer Invitation for %ARTICLE_TITLE%
Line Wrap: Isoﬂ 'l
Sender's E-mail Address: & "The DEMO Journal" <talvesi@ariessys. com=

" lse Corresponding Editor's E-mail address
Letter Body:

Dear $TITLE% %LAST NAME:, ;I

Fou have heen invited to review a manuscript for %
JOURNALFULLTITLES .

I would be grateful if you would review a paper entitled "%
ARTICLE TITLE%"™ for this journal.

If wou are interested in reviewi thi=s submission please
click on thi=s link:
$ACCEPT REVIEW THMWITATICHY: fu

If wou do not have time to Wor do not feel
gqualified, please click on link:

$DECLINE REVIEW INVITATICH%

=
[Above: Using merge fields in Edit Letters]

For the View Reviewer PDF, the correct merge fields need to be added to any letter sent
out when a Reviewer is invited, and/or when a Reviewer agrees to do a review, such as:
Reviewer Invited event, Promote Alternate Reviewer event, Reviewer Agree event.

ROLEMANAGER » ACTIONMANAGER * POLICYMANAGER » ADMINMANAGER » ADMINISTRATION HELP - me: m_a_:""'E ditor
e: Manading Edito
-
Letter Purpose: |Reviewer Instructions and Due Date
Subject: |Thank you for agreeing to review

Line Wirap: ISDﬂ 'l
Senders E-mail Address: (8 wThe BEMO Joumal <talves@ariessys. coms

[ Usze Corresponding Editor's E-mail address

Letter Body:

Dear 3TITLE% 3LAST NAME:, ;l
Thank you for agreeing to reygfw manuscript $MS_NUMEER: for
$JOURNALFULLTITLE% .

Tou may download the iszion by clicking this link:

SVIEW_REVIEWER PDF%

If possible, I would appreciate receiving your review by:
SREVIEW _DUE_DATE%.

Tou may submit your comments online at $JOURNAL TRL%. Tour
User Natne is $USEENALME: and your password: $PASSWORD:.

There wyou will find spaces for confidentisl comnents to the

[Above: Using merge fields in Edit Letters]
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Different Review Forms Available Based on Reviewer Role and
Article Type

In EM v.2.1, the Review Form defined in PolicyManager, Edit Review Form has two
components: Reviewer Instructions and Review Form. The Reviewer Instructions are
displayed to Reviewers when the ‘Reviewer Instructions’ link is clicked on the Submit
Reviewer Recommendation and Comments page. The Review Form is displayed to
Reviewers in the ‘Reviewer Confidential Comments to Editor’ box on the Submit
Reviewer Recommendation and Comments page. Since there is only one Review Form
permitted in PolicyManager, the same generic set of instructions and the same set of
questions are accessed by all Reviewer Roles for all submissions.

In this new release greater flexibility for Review Forms has been introduced.
Specifically, this enhancement allows unique Reviewer Instructions and customized
Review Forms depending on the Article Type of the submission and/or the Reviewer
Role of the Reviewer.

In the grid below, please specify the Review Form used for each Article Type / Reviewer Role combination, The
Review Form selected indicates the Reviewer Instructions and pre-populated form in the "Reviewer Confidential
Comments to Editor” box that Reviewers see on the Submit Reviewer Recommendation page. Checking "Use
Manuscript Rating Questions” turns on Manuscript Rating Questions for Reviewers of the specified Article Types,

Reviewer Role / Article Type |Reviewer |Eliostat Reviewer =

|Default Review Form j |E|iostatistical Review j

Criginal Study [» Use Manuscript Rating Question [~ Use Manuscript Rating Question

|Default Review Farm j |Eliostatistica| Review j
Editorial ) . . ) . .
tona I~ Use Manuscript Rating Question I~ Use Manuscript Rating Question
. ) Perspective Review Form j |E|iostatistical Review j
Brspective Biostatistical Review [cluestion [T Use Manuscript Rating Gluestion

||Case Study Review Form
|Default Review Form

|Eliostatistica| Review j

v Use Manuschpt Rating Question ™ Use Manuscrint Rating Guestion
[Above: Different review forms for different Article Types and Reviewer Roles]

Rapid Communication

An unlimited number of Review Forms is now allowed. Each Review Form can be
associated with a specific Article Types and/or Reviewer Roles. Journals can create
unique Review Forms for each Reviewer Role, for each Article Type, or any combination
thereof. When Reviewers navigate to the Submit Reviewer Recommendation and
Comments page, the appropriate Reviewer Instructions and Review Form text will be
displayed.

NOTE: Review Forms already completed and submitted by Reviewers are not impacted
by this change. All historical reviews are not affected. The existing Review Form
becomes the ‘Default Review Form’, which is configured for all Articles Types and
Reviewer Roles at upgrade.
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NOTE: At time of upgrade, your current Review Form will be used for all Article Types
and for all Reviewer Roles. If you want to have unique Review Forms per Article Type
and/or Reviewer Roles then you must create the new forms and configure them to appear
for the appropriate circumstances.

TO CONFIGURE: Go to PolicyManager, then to Configure Forms and Manuscript
Rating Questions, then choose Create Review Forms.

—

U ary
R g Editor EM Yersion: 3.0

Configure Forms andl'o‘lyscript Rating Questions

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Create Review Forms

Create Editor Forrms

Edit Manuscript Bating Questions

Owerall Manuscript Bating Question Settings

Manuscript Rating Cuestion Display Options

Configure Review Forms and Manuscript Rating Questions

Configure Editor Forms
Editor Manuscript Rating Question Configuration

[Above: Configure Forms and Manuscript Rating Questions page; Finding the Create Review Forms
link]

The first item on the Create Review Forms is the ‘Default Review Form’. The ‘Default
Review Form’ contains your existing Review Form (if one exists).

ROLEMANAGER » ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER » ADMINISTRATION HELP SSEEIT, e

20le: Man :HI;IIIIQ-E ditor EM Yersion: 3.0

Create Review Forms

Default Review Form Edit
Binstatistical Review Remove Edit

Case Study Feview Form Rermove Edit

Perspective Review Form Rerove m/

Add Mew Review Form |

Match Review Forms to Aricle Types and Reviewsr Roles K
[Above: Create Review Forms page]

To create new Review Forms:

1. Click the button labeled ‘Add New Review Form’.

2. On the Add Review Form page enter the name of the Review Form in the textbox
labeled ‘Reviewer Form Name’.

3. Then enter any instructions for the Reviewer in the textbox labeled ‘Reviewer
Instructions’.

4. Then create your Review Form in the textbox labeled ‘Review Form’.

5. Then click ‘Submit’.

After Review Forms are created you should configure which form goes with which
Article Type and/or Reviewer Roles.
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From the Add Review Form page click the button labeled ‘Match Review Forms to
Article Types and Reviewer Roles’ (see the illustration above).

OR

From the Configure Forms and Manuscript Rating Questions click the link labeled
‘Configure Review Forms and Manuscript Rating Questions’.

ary

d q J:E ditar EM Yersion: 3.0
Configure Forms and Manuscript Rating Questions

Create Review Forms

Create Editor Forms

Edit Manuscript Fating Questions

Overall Manuscript Rating Question Settings

Manuscript Rating Question Display Options /
Configure Review Forms and Manuscript Rating Questions

Configure Editor Forms
Editor Manuscript Rating Question Confiquration

[Above: Configure Forms and Manuscript Rating Questions page; Finding the Configure Review
Forms Manuscript Rating Questions link]

Both of these will deliver you to the Review Form Configuration page where a grid
displays all Article Types down the left side of the grid, and all Reviewer Roles across
the top of the grid. To select a specific Review Form for a specific Article
Type/Reviewer Role combination, click the dropdown box and select the desired Review
Form, then click ‘Submit’.

d g Editor EM Yersion: 3.0
Review Form and Manuscript Rating Configuration =

In the grid below, please specify the Review Form used for each Article Type / Reviewer Role combination. The
Review Form selected indicates the Reviewer Instructions and pre-populated form in the "Reviewer Confidential
Comments to Editor” box that Reviewers see on the Submit Reviewer Recommendation page. Checking "Use
hanuscript Rating Questions" turns on Manuscript Rating Questions for Reviewers of the specified Article Types.

Reviewer Role / Article Type |Reviewer |Biostat Reviewsr =
IDefauIt Review Farm ﬂ IEliostatisticaI Review ﬂ
Original Stud . . . . . .
g ¥ W Use Manuscript Rating Question [~ Use Manuscript Rating Question
|Default Review Form j |Eliostatistical Review j
Editarial . . . . . .
I~ Use Manuscript Rating Question I~ Use Manuscript Rating Question
Perspective Review Farm ﬂ IEliostatisticaI Review ﬂ
Perzpactive . — - . . . .
F Biostatistical Review [luestion [T Use Manuscript Rating Guestion

||Case Study Review Form
|Default Review Form

|Eliostatistical Review j

1 Question ™ Use Manuscript Rating Cluestion
[Above: Different review forms for different Article Types and Reviewer Roles]

Rapid Communication
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NOTE: Ifyou create a new Article Type or Reviewer Role, the new item will be added
to the grid on the Review Form Configuration page. The Review Form will
automatically be set to ‘Default’ for any new items. Also, hidden article types can be
configured.
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Editor Forms Available Based on Editor Role and Article Type

In EM v.2.1, the Editor submits a decision on the Submit Editor’s Decision and
Comments page. This page contains two textboxes, one labeled ‘Comments to Editor’,
and the other labeled ‘Comments to Author’. Both boxes get pre-populated with
Reviewer Comments (and any lower-level Editor comments). However, there is no way
to pre-populate the ‘Comments to Editor’ box with pre-configured questions, similar to
the Reviewer’s ‘Comments to Editor’ box on the Submit Reviewer Recommendation and
Comments page.

A new feature has been added that allows the journal to pre-populate the ‘Comments to
Editor’ box on the Editor’s Submit Editor’s Decision and Comments page, similar to the
Reviewer’s ‘Comments to Editor’ box. This allows Editors to address specific questions
posed by the journal when submitting a decision on the Submit Editor’s Decision and
Comments page.

om PP " —
. Editorial Manager Seaitoria

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

Author Decision Letter |Min0r Revision |

Confidential Comments to Editor: Editor Instructions Insert Special Character Open in Mew YWindaw

Does this submission meet Jjournal quality guidelines?

|»

Lre there any comnercisl conflicts of interest on the part of the Luthor?

On the part of any Reviewer?

If so, which Reviewers?

Comments to Author: Insert Special Character Open in Mew Window |
! H
[Above: Submit Decision page; Pre-populated Confidential Comments to Editor box]

In addition, a new button labeled ‘Editor Instructions’ has been added so that the journal
can include standard instructions to the Editor for filling out the Decision Form.

Journals can have different text for each Editor Role/Article Type combination, just like
the Multiple Reviewer Forms enhancement (described above). Specifically, this
enhancement allows unique Editor Instructions and customized Editor Forms depending
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on the Article Type of the submission and/or the Editor Role of the Editor. An unlimited
number of Editor Forms is now allowed. When Editors navigate to the Submit Editor’s
Decision and Comments page, the appropriate Editor Instructions and Editor Form text
will be displayed.

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Editor Form Configuration =

In the grid below, please specify the Editor Form used for each Aricle Type f Editor Role combination. The Editor
Form selected indicates the Editor Instructions and pre-populated form in the "Editor Confidential Comments to Editor”
box that Editors see on the Submit Editor Decision page.

| Editor Role / Article Type | Managing Editor | Editar-in-Chief | Associate Editor | f
| Original Study “Default ...... EditorFormj “Default ...... EditorFormj “Default ...... EditorFormj “ﬁ
| Editarial “Default ...... EditorFormj “Default ...... EditorFormj “Default ...... EditorFormj “ﬁ
| FPerspective “F‘erspective Farm j “F‘erspective Farm j “F‘erspective Farm j ‘%

[Above: Different review forms for different Article Types and Editor Roles]

NOTE: Any Editor decisions already completed and submitted are not impacted by this
change.

NOTE: At time of upgrade no Editor Forms will be available. If you want to have Editor
Forms per Article Type and/or Editor Roles then you must create the new forms and
configure them to appear for the appropriate circumstances.

TO CONFIGURE: Go to PolicyManager, then to Configure Forms and Manuscript
Rating Questions, then choose Create Editor Forms.

ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP Rol i lllfjit'r
20 ging Edito

Configure Forms and Manuscript Rating Questions

Create Review Forms/

Create Editor Forrms

Edit Manuscript Rating Questions

Overall Manuscript Rating Question Settings

Manuscript Rating Question Display Options

Configure Review Forms and Manuscript Rating Questions

Configure Editar Forms
Editor Manuscript Rating Question Configuration

[Above: Configure Forms and Manuscript Rating Questions page; Finding the Create Editor Forms
link]

Because no Editor Forms exist in the previous version of EM, the first Form you create
will serve as the ‘default’ form. This ‘default’ form will be automatically selected for all
Article Types and all Editor Roles. You can then create additional Editor Forms if you
wish.

To create additional Editor Forms:
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1. Click the button labeled ‘Add New Editor Form’.

2. On the Add Editor Form page enter the name of the Editor Form in the textbox
labeled ‘Editor Form Name’.

3. Then enter any instructions for the Editor in the textbox labeled ‘Editor Instructions’.

4. Then create your Editor Form in the textbox labeled ‘Editor Form’.

5. Then click ‘Submit’.

ROLEMANAGER » ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER » ADMINISTRATION HELP any

Qing -E ditor

Create Editor Forms

Default Editar Farm Edit

FPerspective Form  Remove Edit /

Add New Editor Form |

Match Editor Forms to Aricle Types and Editor Roles K

[Above: Creating different Editor Forms]|

After Editor Forms are created you should configure which form goes with which Article
Type and/or Editor Roles.

From the Add Editor Form page, click the button labeled ‘Match Editor Forms to Article
Types and Editor Roles’ (see the illustration above).

OR

From the Configure Forms and Manuscript Rating Questions click the link labeled
‘Configure Editor Forms’.

ME: mary
aging Editar

Configure Forms and Manuscript Rating Questions

ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

Create Review Forms

Create Editor Forrms

Edit tanuscript Rating Questions

Overall Manuscript Rating Question Settings

Manuscript Rating Question Display Optigns

Configure Review Forms and ript Rating Questions

Configure Editar Forms
Editor Manuscript Rating Question Configuration

[Above: Configure Forms and Manuscript Rating Questions page; Finding the Configure Editor
Forms link]

Both of these will deliver you to a grid that displays all Article Types down the left side
of the grid, and all Editor Roles across the top of the grid. To select a specific Editor
Form for a specific Article Type/Editor Role combination, click the dropdown box and
select the desired Editor Form, then click ‘Submit’.
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ROLEMANAGER = ACTIONMAMAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

Editor Form Configuration =

In the grid below, please specify the Editor Form used for each Aricle Type / Editor Role combination. The Editor
Form selected indicates the Editor Instructions and pre-populated form in the "Editor Confidential Cormments to Editor”
box that Editors see on the Submit Editor Decision page.

| Editor Role / Article Type | Managing Editor | Editar-in-Chief | Associate Editor | f
| Original Study “Default ...... EditorFormj “Default ...... EditorFormj “Default ...... EditorFormj “ﬁ
| Editarial “Default ...... EditorFormj “Default ...... EditorFormj “Default ...... EditorFormj “ﬁ
| Ferspective “F’erspecti\re Form j “F’erspecti\re Form j “F’erspecti\re Form j ‘%

[Above: Different review forms for different Article Types and Editor Roles]
st s e s s s ke s s s ke s st s ke s st sl ke s st sl st s st s st st st skl s skt sl sk sk skl sk stofolkskstoloksk skl sk skolok kool sk ook

Rating Manuscripts by Reviewers and Editors

In pre-EM version 3.0, journals can ask Reviewers and Editors to rate the overall quality
of a manuscript using a single Manuscript Rating (1-100). If this feature is enabled in
PolicyManager, Reviewers have the option of entering a Manuscript Rating from 1-100
when a review is submitted. Unlike the Reviewer Manuscript Rating, the Editor
Manuscript Rating is not controlled through PolicyManager (i.e. All Editors have the
opportunity to enter a general Manuscript Rating). The journal has no means of requiring
that Reviewers and Editors enter a Manuscript Rating.

A new feature provides flexibility in choosing the Manuscript Rating scale. It also allows
the journal to create multiple rating questions, and designate which roles are required to
enter ratings.

New functionality is added to support the following:

1. Unlimited number of Manuscript Rating Questions - Journal can then choose which
questions apply to each Article Type/Reviewer Role and Article Type/Editor Role
combinations.

2. Choice of three different Manuscript Rating scales: 1-3, 1-5, and 1-10.

3. Choice of Manuscript Rating scale on a per question basis (i.e. Journal may use a
scale of 1-3 for one question, and 1-10 for another).

4. Ratings may be Required or Optional on a per-question basis, for each Reviewer
Role/Article Type combination, and for Editors.

5. Reporting of key Manuscript Rating statistics — Three new reports provide average
ratings for each question, with flexible criteria to achieve multiple reporting goals.

6. Manuscript Rating Questions apply to new submissions only; revised submissions
cannot be rated.

NOTE: The reason for only allowing ratings of new submissions is that manuscripts are
expected to improve significantly throughout the revision process. Including the higher
ratings for revisions in statistics would adversely affect the desired result, which is to
evaluate the overall quality of submissions coming in to the journal.
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Reviewers answer Manuscript Rating Questions on the Submit Reviewer
Recommendation and Comments page.

HOME = LOG OUT, = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW

MAIN MENU + CONTACT U5 » SUBMITA MANUSCRIPT » INSTRUCTIONS FOR AUTHORS

Thomas Fifth, MD (Reviewer 1) =
Recaornmendation: INU Recommendationj Cwerall Manuscript Rating (1 - 100} I
Cancel Save & Submit Later | Upload Reviewer Attachments | Proof & Print | Proceed |

For your convenience, and to take advantage of word processing features (e.q., spell-check, bullets, numbering), we
suggest you use your regular word processing program (e.g., Microsoft Word, WordPerfect) when typing your
revieve, ¥ ou should then Copy and Paste your comments into the boxes provided. Click the Save & Submit Later =
button to save your comments and continue working.

Rewiewer Instructions |

Flease rate the submission using the scales that are provided and please be honest.

The subject addressed in this article is worthy of investigation. (1 is low, & is high)
= [ e [ [ [

TR 1 2 E 4 5

[Above: Rating questions on the Reviewer’s Recommendation and Comments page]

The journal can choose which questions apply to each Article Type/Reviewer Role
combination, and indicate whether each question is mandatory or optional.

Editors answer the Manuscript Rating Questions when they are submitting a decision on
the Submit Editor’s Decision and Comments page.

TR . WL T W " "'"""""a""

HOME = LOGOUT * HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW

MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FORAUTHORS Raole: Editar-in-Chief EM Yersion: 3.0
Decision: IND Decision 'I Overall Editor Manuscript Rating (1-100): I i
Cancel | Sawe & Submit Later Proof & Print | Proceed |

Dietails History Similar Articles in MEDLINE Irwite Reviewers “Wiew Manuscript Rating Card

Original
Submission

Donna Donna (Reviewer 1) IWlajor Revision
David Eighth (Reviewer 2) Major Revision (I
Ernily Editar, MD (Associate Editor) Skipped

Edward Editor, MD (Editor-in-Chief) | Mo Decision

Author Decision Letter

Please rate the submission using the scales that are provided
and please be honest.

The subject addressed in this article is worthy of investigation. (1
is low, 5 is high)

= O O 0 o O

Mis 1 2 3 4 5

The information presented was new and novel. (1 is low, 3 is high) ||
¥ o ~ ~ ~

[Ab(ive: Rating questions on the Editor’s Decision and Comments page]
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An Editor (with appropriate RoleManager permission) may change the answers of a
subordinate Editor, during the decision-making process. This would be done on the
Submit Editor’s Decision and Comments page, before the Editor submits a decision.

NOTE: The pre-EM version 3.0 Manuscript Ratings are left intact, to avoid disruption
for journals using this functionality.

HOME » LOGOUT » HELP » REGISTER » UPDATE MY INFORMATION, » JOURNAL OVERVIEW bhe
MAIN MENU * CONTACT US + SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Role: i EM Version: 2.0

Reviewer Recommendation and Comments for Manuscript Number demo-D-03- =
00072
"Test MSNum4*"
Original Submission
Caroline Webber, MBA (Reviewer 1)
Recommendation: INU Recommendationj Owerall Manuscript Rating (1 - 100} I
Cancel Save & Submit Later | Upload Reviewer Attachments | Proof & Print | Proceed |
Frr wanr rarwenianca and tn take advantane of word nroceccing featiree fa g anell-rhaclk hollate nnemherindt we

[Above: Overall Rating on the Reviewer’s Recommendation and Comments page]

HOME * LOGOUT * HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW . ame: Ed
MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS 2 ditor-in-Chief EM Vers
Editor-in-Chief Decision and Comments for Manuscript Number DEMO-D-03- =
00037

“A Sample Paper Used as an Example”

Decision: IND Decision 'I Overall Editor Manuscript Rating (1-100):

Cancel | Save & Submit Later | Proof & Print | Proceed —

Details History Sirnilar Aricles in MEDLINE Wiew Reviewsr Attachrments (3) Irwite Reviewers Wiew Manuscript Rati

| ‘ Original

Suhmiecinn

[Above: Overall Rating on the Editor’s Decision and Comments page]

These Overall Manuscript Ratings are included in the Manuscript Rating Reports

TO CONFIGURE POLICYMANAGER: There are several new items in PolicyManager
that allow the journal to configure Manuscript Rating Questions.

Go to ‘Configure Forms and Manuscript Rating Questions’. You will then see a
submenu of features that control the Reviewer and Editor forms as well as the Manuscript
Rating Questions.
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ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP - &l ditar
dito

Configure Forms and Manuscript Rating Questions

Create Review Forms

Create Editor Forrms

Edit Manuscript Rating Questions

Overall Manuscript Rating Question Settings

Manuscript Rating Cuestion Display Options

Configure Review Forms and Manuscript Rating Cuestions

Configure Editor Forms
Editor Manuscript Rating Question Confiquration

[Above: Configure Forms and Manuscript Rating Questions page]

‘Edit Manuscript Rating Questions’ — this is where your master list of rating questions is
created. Click on the ‘Add New Manuscript Rating Question’ button to create a rating
question. Then enter the text of the question, select a rating scale, and click the ‘Submit’
button. All questions ever created will be listed on the Edit Manuscript Rating Questions
page. Once a question has been used on a Reviewer Recommendation or Editor Decision
form it cannot be removed (it can be hidden).

I
=1

Add Manuscript Rating Question

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Insert Special Character

Add Manuscript Rating CQuestion: ||

Maximure Manuscript Rating Question fength Is 256 characters.

Choose the Manuscript Rating scale for this question:
13
1.5
110

Cancel | Subrmit I

[Above: Creating a manuscript rating question]

‘Overall Manuscript Rating Question Settings’ — this is where you determine if you want
to use the ‘Overall Manuscript Rating’ feature for either Reviewers or Editors. The
Overall Rating is a single rating, with a scale of 1-100, which can be used by Reviewers
and/or Editors to give an overall rating to the manuscript. There is no specific question
being asked, nor can the scale be altered. The Overall Rating may be used instead of, or
in addition to, the Manuscript Rating Questions.
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Selecting these options allow Reviewers to enter a Manuscript Rating from 1-100 when submitting a review, and allow
Editors to enter a rating from 1-100 when submitting a decision. If enabled, this rating is displayed for Editors on the
Reviewer Selection pages and on some reports,

¥ Use Owerall Reviewer Manuscript Rating
¥ Use Owerall Editar Manuscript Rating

Cancel | Subrmit |

[Above: Enabling the Overall Manuscript Rating]

‘Manuscript Rating Question Display Options’ — this is where you may customize the
instructional text specific to the Manuscript Rating Questions displayed for Reviewers
and Editors. This text is displayed to Reviewers submitting a review and to Editors
making a decision. This is also where you determine the placement of the Manuscript
Rating Questions. They can appear above or below the comments boxes on the Submit
Recommendation or the Submit Decision pages.

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF ';

Manuscript Rating Question Display Options

You may custamize the instructional text displayed for Reviewers and Editors. This text is displayed to Reviewers
submitting & review and to Editors making a decision.

Please rate the submission using the scales that are provided and please be ;I

honest.

& Display Manuscript Ratings ABOVE Comments Boxes
" Display Manuscript Ratings BELOW Comments Boxes

Cancel | Subrmit |

[Above: Configuring Manuscript Rating Question Display Options]

‘Configure Review Forms and Manuscript Rating Questions’ - this is where you specify
the Review Form used for each Article Type / Reviewer Role combination. The Review
Form selected indicates the Reviewer Instructions and pre-populated text in the
‘Reviewer Confidential Comments to Editor’ box that Reviewers see on the Submit
Reviewer Recommendation page. Checking ‘Use Manuscript Rating Questions’ turns on
Manuscript Rating Questions for Reviewers of the specified Article Types.
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ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

Review Form and Manuscript Rating Conﬁguratlo =

In the grid below, please specify the Review Form used for each Article Type / Reviewer Role combination, The
Review Form selected indicates the Reviewer Instructions and pre-populated form in the "Reviewer Confidential
Comments to Editor” box that Reviewers see on the Submit Reviewer Recommendation page. Checking "Use
Manuscript Rating Questions” turns on Manuscript Rating Questions for Reviewers of the specified Article Types,

Reviewer Role / Article Type |Reviewer |Eliostat Reviewer =
IDefauIt Review Farm ﬂ IEliostatisticaI Review ﬂ
Original Stud . . . . . .
g ¥ W Use Manuscript Rating Question [~ Use Manuscript Rating Question
|Default Review Form j |Eliostatistical Review j
Editarial . . . . . .
™ Use Manuscript Rating Question I~ Use Manuscript Rating Question

[Above: Enabling Manuscript Rating Questions on review forms]

NOTE: To select which Manuscript Rating Questions should appear for a specific
Role/Article Type, click the ‘Use Manuscript Rating Questions’ link to access a page that
lists ALL configured questions. Click the ‘Select’ box for each question you want to use,
then put the questions in the desired order by entering numbers in the ‘Order’ boxes, then
identify whether the question is optional or required by clicking the appropriate radio
button.

; Manuscript Rating Questions - Microsoft Internet Explorer _ IE Iil

Reviewer Manuscript Rating Questions
Original Study / Reviewer

Check the boxes to include the gquestions in Manuscript Ratings for this Article Type/Reviewer Role. Reviewers
are presented with these questions when submitting their review. You may change the order of the guestion
display for Reviewers by renumbering the boxes in the Order column. You can also specify whether answering
the question is Optional or Reguired. If & question is Required, the Reviewer will not be perritted to subrmit a
recommendation withaut first answering the gquestion.

Select All
Select Order Manuscript Rating Question Answermgitstre Question
W hlg'rl;he subject addressed in this article is worthy of investigation. (1 is low, 5 is @ Required € Optional

C) The conclusions were supported by the data. (1 is not supported, 100is highly
Suppoﬂed

2 I B) The information presented was new and novel. (1 is low, 3 is high) & Reguired " Optional
[l I & Reguired " Optional

Apply these Guestions to All Reviewer Role / Aricle Types

Cancel | Subrmnit |

[Above: Selecting and numbering Rating Questions for the review form]

‘Editor Manuscript Rating Question Configuration’ — this is where you indicate, for each
Article Type, if you want Editors to answer Manuscript Rating Questions. Click the Use
Manuscript Rating Question link to choose which questions are used, and whether or not
each question is Required for Editors.
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ROLEMANAGER = ACTIONMAMAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

Editor Manuscript Rating Guestion Configuration =

Check the box of each Article Type for which you want Editors to answer Manuscript Rating Questions. Then click
the Use Manuscript Rating Cuestions link to choose which gquestions are used, and whether or not each question
is Required for Editors. MNote the Editor RoleManager permission to "Modify Editor Manuscript Rating Answers
During Decision Process” allows Editors to change answers provided by subordinate Editors in the decision-making
chain.

Article Type Editor Manuscript Rating Questions

[» Use Manuscript Rating Question

‘Original Study

Editarial ‘ [~ Use Manuscript Rating Question

Perspective M Use Manuscript Rating Question

[Above: Enabling Manuscript Rating Questions on Editor Decision forms]

NOTE: To select which Manuscript Rating Questions should appear for a specific
Article Type, click the ‘Use Manuscript Rating Question’ link to access a page that lists
ALL configured questions. Click the ‘Select’ box for each question you want to use, then
put the questions in the desired order by entering numbers in the ‘Order’ boxes, then
identify whether the questions is optional or required by clicking the appropriate radio
button.

NOTE: Manuscript Rating Questions are the same across all Editor Roles (though they
can vary between Article Types). This means that all Editors in the Decision chain will
be presented with the same set of questions. This is because most typically a submission
will be rated by the Editor making the first Decision, with the option of subsequent
Editors modifying the first Editor’s responses.

/) Editor Manuscript Rating Questions - Micrasoft Internet Explorer =] x|

Editor Manuscript Rating Questions
Original Study

Check the boxes to include the gquestions in Editor Manuscript Ratings for this Article Type. Then chooze
whether answering the particular question is mandatory, or optional. Editors will be presented with these
guestions when submitting a decision.

Select All
Select Order Manuscript Rating Question Answerlngitsllle Question
v A) The subject addressed in this article is worthy of investigation. (1 is low, 5 is € Required @ Optional

I hlgh
I B) The information presented was new and novel. {1 is low, 3 is high)  Required @ Optional

v
v Su;ph;ﬂgglnclusmns were supported by the data. (1 is not supported, 1000 highly € Reguired @ Opional

Apply these Questions to All Article Types |

Cancel | Subrmit |

[Above: Selecting and numbering Rating Questions for the Editor Decision form]|
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Manuscript Rating Card

The Manuscript Rating Card is a page that provides the Editor with a comprehensive,
detailed picture of all of the individual Manuscript Rating scores for a particular
submission. This page is accessible from the following pages in EM:

View Reviewer and Editor Comments

View Individual Reviewer Comments

Edit Reviewer Comments

Submit Editor’s Decision and Comments

View Editor Recommendation and Comments

Edit Editor Comments

Manuscript Number hyperlink on the Manuscript Rating Reports

Nk =

/2} Manuscript Rating Card - Microsoft Internet Explorer =1l

Initial Submission Manuscript Rating Card - DEMO-D-03-00037
“A Sample Paper Used as an Example”

Close |

Robert Ron Reviewer
Manuscript Rating Question Scale |Editor |Referee |Reviewer | Average
'Pl;ihgi)subject addressed in this article is warthy of investigation. (1 is low, 515 [1-5] 3 5 2 35
The information presented was new and novel. (1 is low, 3 is high) [1-3] 3 9 B 75

The conclusions were supported by the data. (1 is not supported, 10 is highly

supported) 1oy 7

Owverall Manuscript Rating

[Above: Manuscript Rating Card display]

Changing Reviewer and Editor Ratings after they are submitted

The journal office or Editor (with appropriate RoleManager permission) may change the
answers of both Reviewers and Editors via the View Reviewer and Editor Comments
page, in the same way that Reviewer and Editor comments may be edited.

This can occur at any stage in the process following the submission of recommendations
and decisions. This might be necessary in the following scenarios:

1. Reviewer completes his review, then discovers additional research, or performs
additional studies after the review has been submitted, which may influence his
recommendation. The Reviewer would like to change the ratings initially submitted.

2. Reviewer submits his recommendation on the wrong manuscript.
3. Editor completes his decision, then discovers additional research, or performs

additional studies after the decision has been submitted, which may influence his
decision. The Editor would like to change the ratings initially submitted.
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Only an Editor role, with appropriate Role Manager permission, can access the original
review or decision for editing. The Editor would go to the View Reviewer and Editor
Comments link in the Action column, click on the Reviewer's or Editor’s
recommendation/decision term to access the individual’s comments page, and click the
Edit Reviewer Comments or Edit Editor Comments link.

NOTE: Edited ratings overwrite the original ratings. The original ratings are not
preserved, and cannot be retrieved if the user accidentally changes or deletes information.

TO CONFIGURE ROLEMANAGER:
The following RoleManager permissions control the following functions:

‘Edit Reviewer Comments and Ratings after Review is Submitted’” — an Editor can add to
or edit a review that has already been completed (via the View Reviewer and Editor
Comments link). This can occur at any stage in the process following the Reviewer's
submission of his recommendation. The Editor Role can also change the Reviewer’s
answers to the rating questions, and change the Overall Manuscript Rating.

/3 Edit Reviewer Comments - Microsoft Internet Explorer =181]

Manuscript DEMO-D 0300037
“A Sample Paper Used as an Example”

Original Submission
Robert Referee, MD (Reviewer 1)

Cancel | Save and Close |

Rewviewer Recommendation Term: I Iajor Revision j
Ohverall Reviewer Manuscript Ra{ing:l 110073 Miew Manuscript Rating Card

Rate Rewiewer: I [1-1007

Manuscript Rating Questions
The subject addressed in this atticle isworthy of investigation. (1 is low, 5 i= high)

8 & 8 [ 8 o
N 1 z 3 4 5]
The information presented was new and nowvel. 1 iz low, 3 is high)
o [SI - [
M2 1 2 2
The conclusionzwere supported by the data. (1 is not suppored, 10 is highly supported)

(o) (oI & [ 8 (oI & [ 8 (oI &

N 1 z 3 4 5] G 7 ] a A0
Cornmerts to Editor: Insert Special Character

[Above: View Reviewer and Editor Comments page, Editing Rating Questions; Reviewer page]|

‘Edit Editor Comments and Ratings after Decision’ — an Editor Role can add to or edit an
Editor’s comments originally entered on the Submit Decision and Comments page (via
the View Reviewer and Editor Comments link). This can occur at any stage in the
process following the Editor’s submission of his Decision. The Editor Role can also
change the Editor’s answers to the rating questions, and change the Overall Manuscript
Rating.
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/) Edit Editor Comments - Microsoft Internet Explorer 2] x|

Manuscript DEMO-D-03-00037 -l
“A Sample Paper Used as an Example”

Original Submission
Edward Editer, MD (Editor-in-Chief)

| DOate Submitted: Apr 23 2004 407 P hd

| Status Date: Jun 4 2004 1:55F M

| Current Stztus: Decision in Process

| Final Disposition:

| Editor's Recommendation: Major Revizion

Owerall Editor Manuscript Rating:l (Select 14007  Miew bdanuseript Rating Card

| Azsignment Date: biay & 2004 2:15P

| Accepted f Declimed: Declined

| Date Assignment Completed: Jun 4 2004 1:55F M

| Elzpzad Days: 29

Manuscript Rating Ouestions
The zubject addressed in this atticle is worthy of inwestigation. (1 is low, 5 is high)

(oI & [ (o) (oI &

[LE 1 z 3 4 5]
The information presented was new and nowel. (1 iz low, 2 iz high)

e e [ (o
[Above: View Reviewer and Editor Comments page, Editing Rating Questions; Editor page]

Editors Can Modify Lower-level Editor Ratings During the Decision Making
Process

On the Submit Decision and Comments page, an Editor in the Decision Chain can alter
the previous Editor’s answers to the rating questions and change the Overall Manuscript
Rating. The difference between this permission and the ‘Edit Editor Comments and
Ratings after Decision’ permission is that in this case the Editor is part of the Decision
Chain.

TO CONFIGURE ROLEMANAGER: Go to Editor RoleManager and select any Editor
Role allowed to change ratings entered by lower-level Editors (lower on the Decision
Chain). Enable the permission labeled, ‘Modify Editor Manuscript Rating Answers
During Decision Process’.

If this permission is not turned on, then only the last Editor (Editor making first decision)
in the Editor Chain can answer the rating questions. Other Editors will be able to see the
questions and ratings, but will not be able to alter them.

Reports for Manuscript Ratings
A new section has been added to the Reports page called ‘Manuscript Rating Reports’.

There are three new Reports:
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1. Manuscript Ratings Report - This report displays individual Manuscript Ratings
and averages by Article Type. Stratification is also permitted by and country or
geographic region.

2. Manuscript Ratings By Issue Report - This report displays Manuscript Ratings by
Volume/Issue.

3. Manuscript Ratings Summary Report - This report summarizes all Manuscript
Ratings by Article Type.

sk st st s s sk sk sk ok sk sk sk sk s sk sk sk sk sk sk sk sk s sk sk sk sk sk sk sk sk sk s sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk sk s s sk sk sk sk sk sk sk s skoskoskoskosk ko ok

Editor RoleManager Additions

The following is a list of the 3.0 Editor RoleManager permissions. Each new item is
identified below. The purpose and configuration details for each new item are described
in the above enhancements.

e Receive New Submissions in ‘New Submissions Requiring Assignments’ Folder
e Receive Assignments in ‘New Assignments’ Folder
o Receive Assignments without Invitation
o Receive Invitations for Assignments
Assign Editor
Change Corresponding Editor
Redirect to Other Editor (and be removed from Editor Chain)
Undo Other Editors’ Assignments
Undo My Assignments
Blind Editor
Search Similar Articles in MEDLINE
Classify Documents
Download Source Files (NEW ITEM)
e Edit Submission
e Edit Reviewer Comments and Ratings after Review is Submitted (NEW LABEL
—was Edit Reviewer Comments)
e Modify Editor Manuscript Rating Answers During Decision Process (NEW
ITEM)
Edit Editor Comments and Ratings After Decision (NEW ITEM)
Edit Submission After Decision and Final Disposition
Send Batch E-Mail
Initiate Proposals (NEW ITEM)
Invite Authors/Solicit Commentaries (NEW ITEM)
View All Proposals and Submissions with Commentaries (NEW ITEM)
Set Final Disposition on Proposals (NEW ITEM)
Invite Reviewers
Override Reviewer Due Date
Select Alternate Reviewers
Promote Alternate Reviewers
Remove Alternate Reviewers
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Un-invite Reviewers

Request Unregistered Reviewers

View People Activity Details

Make a Decision

Notify Author of Editor's Decision

Modify Editor's Decision

Override Author Revision Due Date

Override Author Invited Submission Due Dates (NEW ITEM)
Set Final Disposition

View Transmittal Form

Edit Transmittal Form Fields

Release Transmittal Form and Source Files to Production System
Initiate Rebuttal

View Completed Reviews in Grid in Main Menu
View Notes on Manuscript Details

Edit Notes on Manuscript Details

Turn On Manuscript Notes Flag

Turn Off Manuscript Notes Flag

View People Notes

Edit People Notes

View Status History

View Correspondence History

View All Submissions

Produce Reports

Send Reviewer Reminder Letters

Send Editor Reminder Letters

Send Author Reminder Letters

Restrict Reminder Reports to Assigned Submissions
Search All Manuscripts

Search Only Assigned Manuscripts

System Administration Functions

Search People

Search Reviewers in Other Journals

Proxy Power

Proxy for Authors

Proxy for Reviewers

Proxy for Editors

Proxy for Publishers

Proxy Register New Users

View Username and Password on Search People Page
View People URLs

Edit People URLs

Inactivate Users

Merge Duplicate Users
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NEW ITEMS

‘Download Source Files’ — this refers to the Editor’s ability to download submission
source files. The Download Source Files action link will appear for Editors with this
permission. This means that Edit Submission is no longer required for Editors who need
to see source files, but should not be able to change the submission or the submission
PDF.

‘Edit Reviewer Comments and Ratings after Review is Submitted’ — this refers to an
Editor’s ability to add to or edit a review that has already been submitted, including
responses to any Manuscript Rating Questions. This can only occur after the Reviewer
has submitted a recommendation. Access to this feature is via the ‘View Reviewer and
Editor Comments’ action link. NOTE: This is NOT a permission that allows the Editor
to edit the Reviewer comments that will be inserted into the Decision Letter. Permission
for editing Reviewer comments for the Decision Letter is included in the ‘Make a
Decision’ permission.

‘Modify Editor Manuscript Rating Answers During Decision Process’ — this refers to an
Editor’s ability to change the Manuscript Ratings entered by another Editor lower in the
Decision making chain. For Example, an Associate Editor makes a Decision, enters
comments, and rates the manuscript using the Manuscript Rating Questions. The Editor-
in-Chief, with this permission, can then change the previous Editor’s ratings while
making his/her own Decision.

‘Edit Editor Comments and Ratings After Decision’ — this refers to an Editor’s ability to
add to or edit other Editors’ comments that have been submitted as part of the Decision-
making process. The Editor may also edit/change any responses to Manuscript Rating
Questions submitted by other Editors. This can only occur after an Editor has submitted
a recommendation/decision. Access to this feature is via the ‘View Reviewer and Editor
Comments’ action link. NOTE: This is NOT a permission that allows the Editor to edit
other lower-level Editors’ comments that will be inserted into the Decision Letter.
Permission for editing other lower-level Editors’ comments for the Decision Letter is
included in the ‘Make a Decision’ permission.

‘Initiate Proposals’ — this refers to an Editor’s ability to create a ‘Proposal’. A Proposal
is used to solicit Authors to submit a manuscript. For example, a proposal could be used
to solicit Authors for a special issue or supplement.

‘Invite Authors/Solicit Commentaries’ — this refers to an Editor’s ability to invite Authors
to submit a manuscript related to an already submitted paper. For example, an Editor
determines that a submission would benefit from an expert commentary. The Editor with
this permission would be able to send out an invitation to Authors to submit a
commentary. The commentary would be linked to the original submission.
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‘View All Proposals and Submissions with Commentaries’ — this refers to an Editor’s
ability to view all Proposals and Submissions with Commentaries that have been created
by all Editors and assigned to all Editors. If this permission is not enabled the Editor will
only be able to see his/her own assigned Proposals and Submissions with Commentaries.

‘Set Final Disposition on Proposals’ — this refers to an Editor’s ability to set the Final
Disposition on a Proposal and move the Proposal to the Completed Proposals folder.

‘Override Author Invited Submission Due Dates’ — this refers to an Editor’s ability to
override (change) the date on which an Author is due to submit a manuscript.
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ActionManager Additions

The following is a list of the new 3.0 ActionManager events. Each new item is identified
below. The purpose and configuration details for each new item are described in the
above enhancements.

Author Invitation Events

CREATE PROPOSAL — This event only pertains to journals that are using the ‘Initiate
Proposal’ function. This event is triggered when an Editor clicks the ‘Initiate Proposal’
link on the Manage Proposal Menu.

A status change can be configured for this event in the Document Status section of
ActionManager. You must first create a Document Status Term in PolicyManager, Edit
Document Status. Then you can go into ActionManager and select the newly created
status term from the dropdown box next to the Create Proposal event.

A letter can be configured for this event in the Letters section of ActionManager. A letter
can be sent to any role that needs to know when a Proposal is created, such as a
Managing Editor or other journal staff. You must first create a letter in PolicyManager,
Edit Letters. Then you can go into ActionManager and select the newly created letter
from the dropdown box next to the Create Proposal event.

INVITE AUTHORS FOR PROPOSAL — This event only pertains to journals that are
using the ‘Initiate Proposal’ function. This event is triggered when an Editor invites
Authors after initiating a Proposal.

A status change should be configured for this event in the Document Status section of
ActionManager. You must first create a Document Status Term in PolicyManager, Edit
Document Status. Then you can go into ActionManager and select the newly created
status term from the dropdown box next to the Invite Authors for Proposal event.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to invited Authors. A letter can also be set up for any Editor role
that needs to know when Authors are invited to submit a manuscript related to a Proposal,
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such as a Managing Editor or other journal staff. You must first create a letter in
PolicyManager, Edit Letters. Then you can go into ActionManager and select the newly
created letter from the dropdown box next to the Invite Authors for Proposal event.

SOLICIT COMMENTARY ON SUBMISSION — This event is triggered when an Editor
invites Authors to submit a Commentary on an already-submitted manuscript.

This event has no affect on Document Status.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to invited Authors. A letter can also be set up for any Editor role
that needs to know when Authors are invited to submit a manuscript related to an
already-submitted manuscript, such as a Managing Editor or other journal staff. You
must first create a letter in PolicyManager, Edit Letters. Then you can go into
ActionManager and select the newly created letter from the dropdown box next to the
Solicit Commentary on Submission event.

UN-INVITE AUTHORS - This event is triggered when an Editor un-invites Authors
who have been invited to submit a Commentary on an already-submitted manuscript OR
a submission related to a Proposal.

This event has no affect on Document Status.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to Authors who are being un-invited. A letter can also be set up
for any Editor role that needs to know when Authors are un-invited, such as a Managing
Editor or other journal staff. You must first create a letter in PolicyManager, Edit Letters.
Then you can go into ActionManager and select the newly created letter from the
dropdown box next to the Un-invite Authors event.

AUTHOR AGREES TO INVITATION — This event is triggered when an Author agrees
to submit a Commentary on an already-submitted manuscript OR a submission related to
a Proposal.

This event has no affect on Document Status.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to any Editor role that needs to know when Authors have agreed to
submit a manuscript, such as a Managing Editor or other journal staff. You can also set
up a letter to go to the Author who agreed to do the assignment, thanking the Author
and/or giving the Author further instructions. You must first create a letter in
PolicyManager, Edit Letters. Then you can go into ActionManager and select the newly
created letter from the dropdown box next to the Author Agrees to Invitation event.
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AUTHOR DECLINES INVITATION — This event is triggered when an Author declines
to submit a Commentary on an already-submitted manuscript OR a submission related to
a Proposal.

This event has no affect on Document Status.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to any Editor role that needs to know when Authors have declined
to submit a manuscript, such as a Managing Editor or other journal staff. You can also
set up a letter to go to the Author who declined to do the assignment if desired. You must
first create a letter in PolicyManager, Edit Letters. Then you can go into ActionManager
and select the newly created letter from the dropdown box next to the Author Declines
Invitation event.

Editor Receives Submission Events

NEW CHILD SUBMISSION SENT TO JOURNAL — This event is triggered when an
Author submits a Commentary on an already-submitted manuscript OR a submission
related to a Proposal.

A status change should be configured for this event in the Document Status section of
ActionManager. You must first create a Document Status Term in PolicyManager, Edit
Document Status. Then you can go into ActionManager and select the newly created
status term from the dropdown box next to the New Child Submission Sent to Journal
event.

A letter can be configured for this event in the Letters section of ActionManager. A letter
should be set up to go to any Editor role that needs to know when Authors have
submitted a Commentary on an already-submitted manuscript OR a submission related to
a Proposal. You can also set up a letter to go to the Author to confirm receipt of the
submission by the journal, if desired. You must first create a letter in PolicyManager,
Edit Letters. Then you can go into ActionManager and select the newly created letter
from the dropdown box next to the New Child Submission Sent to Journal event.

Editor Decision and Final Dispositions Events

FINAL DISPOSITION-COMPLETED PROPOSAL — This event only pertains to
journals that are using the ‘Initiate Proposal’ function. This event is triggered when an
Editor sets the Final Disposition on a completed Proposal (all submissions related to the
Proposal are submitted).

A status change is pre-configured for this event in the Document Status section of
ActionManager. The Status Term can be edited in PolicyManager, Edit Document
Status.
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A letter can be configured for this event in the Letters section of ActionManager. A letter
can be sent to any role that needs to know when a Proposal is completed, such as a
Managing Editor or other journal staff. You must first create a letter in PolicyManager,
Edit Letters. Then you can go into ActionManager and select the newly created letter
from the dropdown box next to the Final Disposition-Completed Proposal event.

FINAL DISPOSITION-WITHDRAWN PROPOSAL — This event only pertains to
journals that are using the ‘Initiate Proposal’ function. This event is triggered when an
Editor sets the Final Disposition on a Proposal that is being withdrawn.

A status change is pre-configured for this event in the Document Status section of
ActionManager. The Status Term can be edited in PolicyManager, Edit Document
Status.

A letter can be configured for this event in the Letters section of ActionManager. A letter
can be sent to any role that needs to know when a Proposal is withdrawn, such as a
Managing Editor or other journal staff. You must first create a letter in PolicyManager,
Edit Letters. Then you can go into ActionManager and select the newly created letter
from the dropdown box next to the Final Disposition-Withdrawn Proposal event.
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New Merge Fields

Several new merge fields have been added to EM:

%TITLE OF PARENT SUBMISSION%. Inserts the Title of the Proposal, or the
Submission Requiring Commentary. This merge field should only be used in letters
associated with a ‘child’ submission, when referring to the ‘parent’ (Proposal or
Submission Requiring Commentary). This merge field will not work if used in letters
associated with the ‘parent’. In these cases, the %oARTICLE TITLE% merge field
should be used.

%TARGET PUB DATE% - Inserts the projected Publication date for a submission as
set up in the Target Publication Schedule, and in the manuscript Details.

%INVITED SUBMISSION DAYS TO RESPOND% - Inserts the number of days an
Author has to respond to an Invitation to submit a manuscript. This number is entered in
the ‘Author Invitation Due’ setting, as set up in the Target Publication Schedule page.
This is used for Authors who have been invited to submit a manuscript as part of a
Proposal or Submission Requiring Commentary.

%INVITED SUBMISSION RESPOND DATE% - Inserts the date by which the Author
is expected to respond to the invitation. The date is set based on the number of days in
the ‘Author Invitation Due’ setting for the submission, as set up in the Target Publication
Schedule. This is used for Authors who have been invited to submit a manuscript as part
of a Proposal or Submission Requiring Commentary.
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%INVITED SUBMISSION DUE DATEY% - Inserts the date by which the Author is
expected to submit an invited submission. The date is set based on the number of days in
the ‘Author Submission Due’ setting for the submission, as set up in the Target
Publication Schedule. This is used for Authors who have been invited to submit a
manuscript as part of a Proposal or Submission Requiring Commentary.

%INVITED AUTHOR NAME% - Inserts the name of the sender when an Author
declines to submit. To pull in the name of the Invited Author when an invitation is being
sent, the “%OREALNAME% field should be used.

%AUTHOR_DECLINES INVITATION COMMENTS% - Inserts the comments
entered by the invited Author when the Author Declines to submit a Manuscript.

%ARTWORK QC RESULTS ALL% - Inserts the Artwork Quality Check results of
ALL tested Submission Items.

%ARTWORK QC RESULTS FAIL% - Inserts the Artwork Quality Check results of
just the failed Submission Items. If NO Submission Items, associated with the
submission, failed Artwork QC the following text will display, ‘None of the artwork for
this submission failed Artwork QC’.

%MS _REGION_OF ORIGIN% - Inserts the submission’s Region of Origin, as selected
by the Author during the Submit Manuscript process. This will NOT insert the Author’s
Country of Origin (from the Author’s address record).

%VIEW_REVIEWER PDFY% - This merge field will let the Reviewer download the
Reviewer-version of the PDF by clicking on a hyperlink in the letter. The merge field is
replaced in the letter by an encoded hyperlink. This merge field should be used for letters
associated with the ‘Reviewer Invited’, ‘Reviewer Agreed’, or ‘Late Review’ events. The
journal should precede the merge field in the letter with some instructional text such as
‘Click here to view the PDF of the submission % VIEW_REVIEWER PDF%’ .

%DECLINE REVIEW INVITATION% - This merge field will create a hyperlink in a
letter that delivers the Reviewer to the Decline Review page in the system. The Reviewer
can then provide a reason for declining the assignment, and suggest other Reviewers.

%ACCEPT REVIEW INVITATION% - This merge field will create a hyperlink in a
letter that automatically triggers the ‘Agree to Review’ function in the system. The
Reviewer will be delivered to the Reviewer Pending Assignments page.

%BLINDED USERNAMEY% - This merge field can be used instead of the
%USERNAME% merge field for any journal wishing to hide the recipient’s Username in
Correspondence History. Also this merge field will insert the phrase ‘Your username is:’
(without the quotes) in front of the username.
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%BLINDED PASSWORDY% - This merge field can be used instead of the
%PASSWORDY% merge field for any journal wishing to hide the recipient’s Password in
Correspondence History. Also this merge field will insert the phrase ‘Your password is:’
(without the quotes) in front of the password.
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Preprint Manager

Preprint Manager is a companion product to Editorial Manager that allows the upload of
large supplementary materials such as video and audio files, automated artwork checking,
and the ability to publish ‘accepted’ manuscripts to the Web.

Because Preprint Manager provides new functionality involving the upload and download
of much larger production-related files it is licensed separately, and includes transaction
charges to cover the cost of additional storage and bandwidth.

TO CONFIGURE PREPRINT MANAGER: The Preprint Manager product must be
licensed from Aries. The journal will then receive a code to enter on the Enable Preprint
Manager page in AdminManager. Once this code is entered, Preprint Manager
functionality and links will be available.
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Artwork Quality Check

Editorial Manager will interact with third-party Artwork QC tools via a generic interface
(using XML), which allows transmittal of the artwork files from EM to a designated
Artwork Quality Checking system. The Artwork QC system analyzes the artwork, and
provides results back to Editorial Manager via XML. These results are then made
available to the Author and/or Editor on designated pages, and to the Editor on the
Transmittal Form.

Displaying Artwork QC Results
The primary objective is to provide visibility to the AQC results. Authors and the
Editorial Office then have the opportunity to provide substitute artwork.

After submission files are uploaded and sent to the PDF builder (either by the Author or
the Editor, depending on the configuration) all files that are designated as requiring
Artwork QC (in PolicyManager, Edit Submission Items) are sent to the Artwork QC tool.
From the Submissions Waiting Approval or Revisions Waiting Approval pages a link
will appear labeled ‘View Artwork Quality Results’. The Author/Editor should click on
this link to view the results.
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(iEditorial Manager" /. Wenager!

HOME = LOGOUT » HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW me: Tomy
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT = INSTRUCTIONS FORAUTHORS uthior EM Version: 3.0

Submissions Waiting for Approval by Author Anthony Author, MD =

If no Actions appear for your submission, please wait a few minutes for your PDF to be built. The Actions appear automatically when
your POF is available.

Edit Submission will allow you to fix or alter your submission. Please use Edit Submission to make changes to the meta-data and to
remove and upload new files that make up your submission.

Remove Submission will Delete your submission from the system. Please use this ONLY if you would like to permanently rermaove
this subrmission from the system. If you are submitting a Revision, please do not click Remove Submission unless you do not intend to
submit a Revision.

Current
Status o

Action Title Date Submission Began | Status Date

Wiew Submission
Edit Submission

Approve Submission ubmission |Jun 4 2004 10:554M Jun B 2004 3:31AM | Meeds Approval
Remove Submission

Wiew Artwork Quality Results

vl
[Above: View Artwork Quality Results Action link]
All files will be listed in the Artwork Quality Results, but only those designated as
requiring analysis will display any results (e.g., Pass, Pass with Warning, Fail). The
Author/Editor may View the PDF, Download individual source files, and View the
Artwork Quality Results for each file.
/) view Artwork Quality Checking Results - Microsoft Internet Explorer =181 x|

[—

Artwork Guality Results - Submission TONYTEST30-5-04-00363
“Example Submission”

If your uploaded term has a Fail link, this indicates that the ltem does not meet the journal's production standards. You can click
the Fail link to obtain mare information about how to correct the Item. In order to replace an ltem, click 'Bdit Submission' on the prior

page.
Item Item o File Actions .ﬁ\_rtwurk
Type Description Name Quality Results
FDF FDF ey Tilfds
Manuscript hanuscript Manuscript. txt Download PAA,
Figure Figure 1 skull. gif Download Pass with Waming  [Wiew]
Figure Figure 2 Graph.tif Download Fass with Warning  [Wiew]
Figure Figure 3 figure. jpg Download Pass with ¥Warning  [View
Table Table 1 Table 1.tif Download Fass with Warning  [Wiew]

Close |

[Above: Artwork Quality Results page]

When the Artwork Quality Results are viewed, by clicking the ‘View’ link, a report will
provide analysis of the file.
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a ¥iew Artwork Quality Checking Results - Microsoft Internet Explorer _ |5 |£|

: Digital B THE SHERIDAN GROUP
CPrepnnt Manager” fﬂ%{f& ——

Proflight Detail Report for Submission: 52

Submitted: June 06, 2004

skull.gif

Class : zIF 18 Pica effective : 125 dpi
Creatar 24 Pica effective : 92 dpi
Color : INDEXED 36 Pica effective 57 dpi
Height : undefined P M i mage scale @ 266dpi 10,15 P
Wificth : undefined P Maix combo scale @ S00dpi F
Resclution : undefined dpi Max mono scale @ 300dpi : 2P
Warning: Indexed Color Image

[Above: Analysis of the Artwork Quality Check]

The Artwork Quality Results will also display specific information on any problems with
the file as well as possible solutions. This means that the Author (or Editor) can make
any necessary changes to the artwork files and upload new files, better suited for
production.

a ¥iew Artwork Quality Checking Results - Microsoft Internet Explorer _ |5 |£|
-
Warning: Indexed Color Image [
Challenge

This file has components that use the Indexed color model. This image needs to be converted to the Cyan Magenta
Yellow Black (CMYK) color model before the job will pass proflight. Further information on the need for images to be
in the CWY K color space is explained below.

More Info

Solution

Convert the image from Indexed to CMYK. To dao this, it is best to use Adobe(r) Photoshop(r).
Suggested Procedure

Warning: GIF Image

Challenge

The format of this file is GIF (Graphic Interchange Format). This image will need to be converted to a standard TIFF or
pixel-based EFPS format before the job will pass the proflight. Further information on the need for images to be either
TIFF or EPS formats is explained below,

More Info

Solution

Convert the image from a GIF format to a TIFF format. To do this, it is best to use Adobe(r) Photoshop(r.
Suggested Procedure

|

[Above: Diagnostic information from the Artwork Quality Check]
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NOTE: All new files (Submission Items configured for Artwork Quality Checking) will
also undergo Artwork Quality Checking.

Triggering Artwork QC
Journals select certain events in the editorial process that will trigger Artwork QC of
designated Submission Items.

Artwork QC may be triggered by one of four hard-coded actions in EM, provided that the
relevant Submission Item Types are also configured for Artwork QC. These four actions
are deemed to be the most likely circumstances where journals would want to quality
check artwork.

The following ‘actions’ listed below may trigger Artwork QC:

1. Original PDF Building — Journals who accept most of the submissions received are
likely to want to start pursuing production quality artwork as early as possible. Note
this trigger may be initiated by an Author building a PDF, or an Editor who edits the
submission and re-builds the PDF.

2. Revised PDF Building— Many journals begin pursuing production quality artwork at
time of revision (i.e. if a revision is being submitted, the manuscript will likely be
accepted). This trigger may be initiated by an Author building a revised PDF, or an
Editor who edits the submission and re-builds the revised PDF.

3. Final Disposition — Accept - Some journals wait until a submission is accepted for
publication before pursuing production quality artwork. This is more common at
highly selective journals, where a very small percentage of the submissions received
are ultimately accepted for publication.

4. Uploading a Substitute Item on the Transmittal Form — The Editorial Office may
upload substitute artwork at any point in the editorial process. If a substitute item is
uploaded on the transmittal form, Artwork QC is triggered at this point.

NOTE: Uploading and downloading artwork files requires quite a bit of bandwidth, and
will be paid for by journals on a per upload/download basis. Therefore, journals are
encouraged to trigger Artwork QC at steps that make sense for their Editorial Office
process flows, and not necessarily at every step in the process.

TO CONFIGURE: Submission Items that need to go through Artwork QC must be
configured in PolicyManager, Edit Submission Items. Click Edit next to any Submission
Item that needs to go to the Artwork QC tool for quality checking. Then check the
checkbox labeled ‘Include this Item Type for Artwork Quality Checking’.
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ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELF

Edit Submission Item Type

Insert Special Character
ltern Type: |Figure ltern Type Family: IFigure 'l

Masximur 256 characters

FOF IEIuiII:I lterm and Hyperlink ta the ltem into the PDF j

Handling: Irnportant Mote: IF Build Hyperiink to the fter into the POFTterm Not Displayed in POF)
Is selected, there s no restriction on the uploaded file's extension or content. All
uploaded files are checked for viruses.

/ W Include this ltem Type far Arwork Quality Checking

Cancel | Update |

[Above: Designating that a Submission Item should undergo Artwork Quality Check]

To determine when Artwork QC should take place, go to PolicyManager, Configure
Artwork Quality Checking. Click the checkboxes next to the actions that you want to

trigger Artwork QC.

|
| /»" e';EditoriaI

anager”

@Editorial Manager"

ROLEMANAGER = ACTIONMAMAGER » POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

Configure Artwork Quality Checking S

YWhen you have finished configuring the actions which will trigger Artwork AQC, instructions, and the Artwork QC Status Terms, go to
the Edit Submission lterms page to enable Artwork Quality Checking for any Submission tern that requires it

Select the actions that will trigger Artwork Guality Checking:

¥ Criginal POF Building
¥ Revised PDF Building
¥ Final Disposition Set to Accept

¥ Upload Substitute ltem on Transmittal Form

[Above: Determining when files should undergo Artwork Quality Check]

You can enter instructional text that will be displayed to users when they are looking at
the Artwork QC results. You can also require Authors to check the Artwork QC results
before submitting the paper by checking the checkbox labeled ‘Authors are Required to
View Artwork QC Results before approving their submission’.
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EM Yersion: 3.0

Customize Artwork QC Instructions

Line Wyrap: ISDﬂ 'l Insert Special Character
If wour uploaded Itemn has a <font A:J

color="red">Fail</font> link, this indicates
that the Item does not meet tThe journal's
production standards. Tou can click the
<font color="red":Fail</font> link to obtain
more inforwation sbout how to correct the
Item. In order to replace an Item,

c¢lick 'Edit Submission' on the prior page.

[

Wiew Default Instructions Bewert to Default Instructions

[T Authors are Required to Wiew Arwork QC Results before approving their submission

[Above: Configuring instructional text to display in the Artwork Quality Check results]
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Reviewer Attachments

Currently in EM, Reviewers submit their reviews by entering comments into text boxes
within the EM system. They may view the submission PDF, but cannot download the
submission source files. This new feature allows Reviewers to download source files,
annotate them as needed, and upload them back into the system. Reviewers may also
wish to upload non-manuscript files such as images or related materials.

Downloading Source Files from the PDF

The Reviewer and Editor PDF may be configured to display links to download
Submission Items (source files). These links are configured on a Submission Item basis
using the Edit Submission Items page in PolicyManager. A Reviewer or Editor viewing
the PDF may then download the Submission Item from the PDF via the link. There are
now four choices for building items into the PDF:

1. ‘Create Link for Image Files Only (TIF, GIF, JPEG, JPG, PICT, EPS, PS, BMP)’ —
image files are built into the PDF and have a link to the original source file of the
image. File extensions are checked and some file types are not allowed. This setting
is the default for all new Submission Items.

2. ‘Build Item into PDF’ — this item is built into the PDF, and no link to the source file
is displayed. File extensions are checked and some file types are not allowed.

3. ‘Build Item and Hyperlink to Item into the PDF’ — this Item is built into the PDF, and
a links to the source file is included in the PDF.

4. ‘Build Hyperlink to Item into the PDF (Item not displayed in PDF)’ — only the link to
the source file is displayed in the PDF. No file extensions are checked and all file
types are allowed.
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ROLEMANAGER = ACTIONMANAGER + POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP ary

q Editar EM Yersion: 3.0

Edit Submission Item Type

Insert Special Character

Item Type: [Manuscript ltem Type Family: I Dacument 'I

Maximes 266 chazclers

FOF Build ltern and Hyperlink to the ltern into the POF ﬂ

Handling:
Create Link for Image Files only (TIF, GIF, JPEG, JPG, PICT, EFS, PS, BMP, PSD)
Build Itern into POF

‘Build ltern and Hyperlink to the lterm into the PDF
Build Hypetink to the ltern into the PDF (tem Mot Displayed in PDF)

Cancel | Update I

[Above: Configuring a Submission Item so that a link to the source file is available (or not available)
in the PDF]

TO CONFIGURE: Go to PolicyManager, Edit Submission Items, and click Edit next to
any Submission Item that requires a change in how the item is built into the PDF.

For example, if you want the Reviewers to be able to download the manuscript source file
from the PDF, click Edit next to the manuscript Submission Item, then find the dropdown
box labeled ‘PDF Handling’ and select ‘Build Item and Hyperlink to Item into the PDF’.
This will allow the Reviewer (and anyone else accessing the PDF of the submission) to
download the source file of that item.

Uploading Files as Part of a Review (Reviewer Attachments)

A Reviewer (with the appropriate RoleManager permission) may upload any files that the
Reviewer deems appropriate to the review. They can download or remove their own
attachments prior to submitting their review. A Reviewer uploads files by clicking the
button labeled ‘Upload Reviewer Attachments’.

NOTE: This function does not affect the PDF, nor does it add or edit files on the actual
submission.

«UEditorial Manager" ' Wit

HOME = LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION « JOURNAL OVERMIEW
MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT # INSTRUCTIONS FORAUTHORS

Original Submission
Caroline Webber, MBA (Reviewer 1)

Recormmendation: INU Recommendationj Cwverall Manuscript J#ting (1 - 100} I

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

[Above: Upload Reviewer Attachments button on Reviewer Recommendation page]

The Reviewer is given an opportunity to Describe the file, and then Attach the file.
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@Editorial Manager" / ﬂ;jgggggg 1

HOME = LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT « INSTRUCTIONS FORAUTHORS

Upload Reviewer Attachments for Manuscript Number demo-D-03-00072
"Test MSNum4"

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

Description: |Examp|e equation Insert Special Character

File Name: |C:\Dncuments and Settings\WAdministratorDesktop\EM D Browse... |
| Attach This File |

Reviewer Attachments

Back | Proceed with Recammendation |

[Above: Uploading a Reviewer Attachment]

The Reviewer can attach as many files as necessary. Each file is listed separately, and
the ability to Download and Remove each file is available.

Editorial
B’ aﬂanager"

sEditorial Manager”

HOME = LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW
MAIN MENU + CONTACT US = SUBMIT A MANUSCRIPT # INSTRUCTIONS FORAUTHORS

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

Description: I Insert Special Character

File Name: | Browse... |

Attach This File |

Reviewer Attachments
Action Description File Hame Size Last Modified

W Example equation sample.tex 30.6 KB Jun B 2004 10:21AM

ermove
Download Edited Manuscript Manuscript] txt 11.8 KB Jun B 2004 10:30AM
Remaove
W Better graph for p.12 Graph.tif 176 KB Jun B 2004 10:37AM

ermove

Back | Proceed with Recormmendation |

[Above: Multiple files have been uploaded as Reviewer Attachments]

Editors can View, Download, Edit, and Upload Edited Reviewer

Attachments
Editors may download, remove or edit Reviewer Attachments (governed by Editor
RoleManager permissions) when submitting a Decision. This means that an Editor has
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control over which (if any) Reviewer Attachments will go to the Author as part of the
Decision Letter.

After a Review is submitted, the Editor can access all Reviewer Attachments from the
Submit Decision page and from the View Reviewer and Editor Comments page by
clicking the ‘View Reviewer Attachments’ link.

A et N WEditorial
%Edltorlal Manager _ Manager -
HOME = LOGOUT » HELF = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW semame: Ed
MAIN MENU » CONTACT US = SUBMIT A MANUSCRIPT = INSTRUCTIONS FORAUTHORS 2ole: Editor-in-Chief
Editor-in-Chief Decision and Comments for Manuscript Number demo-D-03-00072
“Test MSNum4”

Decision: IND Decision 'I Overall Editor Manuscript Rati

Cancel | Sawe & Submit Later |

“o0y: |

Frint | Proceed |

Details History Sirnilar Articles in MEDLINE Wiew Reviewer Attachrmefts (3) Irwite Reviewers Wiew hWanuscript Rati

Original
Submission

Caroline YWebber, MBA, (Reviewer 1) |Major Revision
Edward Editor, MD (Editor-in-Chief) | Mo Decision
Author Decision Letter

[Above: View Reviewer Attachment link on the Editor Decision page]

The Editor can download attached files, upload edited files, and remove attached files.

Save and Close |
Reviewer Attachment(s): /
Editor Who r
Uploaded | Uploaded Upload | Allow | Allow
Action P B L iption | File Hame p Author |Reviewer
v Revise Date
Access| Access
Al ent
Original Suhmisy
aroline =
Download JunB
Eernave Egg\?iz:\:er E}{L?g?iﬂl: sample tex 2004 v v
Upload Revised File 1) 4 10:21AM
Jun &
Download Edward Example .
—— . ; voyatzis.tex 2004 I I3
Remove Editar equation # 104240
. [Caraline | | | [~ | 1l

[Above: Editors clan Download, Remove, or Upload Revised File]

For any file uploaded by the Editor (clicking ‘Upload Revised File’), the Editor can allow
the Author and/or Reviewer access to the file by clicking the checkboxes labeled ‘Allow
Author Access’ and/or ‘Allow Reviewer Access’.
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/] Upload Revised File - Microsoft Internet Explorer _|ol x|

[

Enter a Description, set Viewing Permissions, Browse and Attach to upload a revised version of the Reviewer's attachment.

Insert Special Character

Description: IExampIe equation #2

M DEMOwoya  Browse... |

File Name: IC:\DDcuments and SettingsvAdminigrator’

Viewing Permissions: ¥ Allow Author Access

¥ Allow Reviewer Access

[ Attach This File |

[Above: Allowing Author and/or Reviewer access to a file uploaded by the Editor]

Any file uploaded by the Editor is clearly indicated in the grid that displays all Reviewer
Attachments. The Editor will have one more opportunity to determine which Reviewer
Attachments will be available for the Author to download before returning to the Submit
Decision page.

NOTE: Attachments may contain information revealing the originator's identity,
including information that appears in a file's 'Properties' (on Windows) and 'Get Info' (on
Macintosh).

/] Reviewer Attachments - Microsoft Internet Explorer i ] 5
Check Al Clear Al [
Editor Who
Allow | Allow
Action Uplgade'j Upln.aded Description | File Name Upload Author |Reviewer
v Revised Date
Attachment Access | Access
Original Submission
Caroline
Download JunB
=——— Webber Example
Rernave : ; sample tex 2004 v v
Upload Revised File g?e‘"ewer Equation 10:214M
Jun &
Download Eduweard Example .
—— ’ ; wayatzis.tex  |2004 v I3
Rermaove Editor equation #2 10A2AM
Caroline
Download . Jun &
—— Webber Edited .
Remove . ' tdanuscript.txt | 2004 r v
Upload Revised File E'?e“'ewer Manuseript 10:304M
Caroline
Download Jun &
—— Webber Eetter graph .
Remove . Graph.tif 2004 v v
Upload Revised File E?BV'BW” forp.12 10:31 AM
Save and Close =
| =

[Above: Allowing Author and/or Reviewer access to a file uploaded by the Editor]

NOTE: Authors and Reviewers are not sent attachments via e-mail. The attachments
must be accessed via the EM site.

NOTE: A Reviewer will always have access to attachments that he/she uploaded.
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NOTE: Reviewer attachments can be accessed by all assigned Reviewers with
appropriate Reviewer RoleManager permission (either ‘View Other Reviewer's
Comments to Author’ or View Other Reviewer's Comments to Editor’). A Reviewer
must have already submitted a review in order to access any attachments.

NOTE: When an Editor uploads a revised attachment the Editor can determine whether
the new attachment should be available to all assigned Reviewers by checking the Allow
Reviewer Access’ checkbox.

TO CONFIGURE:
Reviewer RoleManager has the following permissions added:

‘Upload Attachments on Reviewer Recommendation page’ — governs whether the
reviewer sees the Upload Reviewer Attachments button on the Submit Recommendation

page.

In order to make Reviewer Attachments available to all other assigned Reviewers you
must enable either ‘View Other Reviewer's Comments to Author’ or View Other
Reviewer's Comments to Editor’ in Reviewer RoleManager.

Editor RoleManager has the following permissions added:

‘Download Reviewer Attachments’, and ‘Edit Reviewer Attachments’.

NOTE: ‘Edit Reviewer Attachments’ includes ‘Download Reviewer Attachments’. If an

editor has ‘Edit Reviewer Attachments’ they should be able to perform any and all
actions that are tied to ‘Download Reviewer Attachments’.
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