CONFIDENTIAL AND PROPRIETARY

Aries Systems Corporation

®

JEditorial Manager

Release Notification

Editorial Manager 5.0 Release Notification

Subject to Change

Copyright © 2006, Aries Systems Corporation

This document is the confidential and proprietary information of Aries Systems Corporation, and may not be
disseminated or copied without the express written permission of Aries Systems Corporation. The information
contained in this document is tentative, and is provided solely for planning purposes of the recipient. The features
described for this software release are likely to change before the release design and content are finalized. Aries
Systems Corporation assumes no liability or responsibility for decisions made by third parties based upon the contents
of this document, and shall in no way be bound to performance therefore.



Editorial Manager 5.0 Release Notification

New Look Interface for Editor and Publisher Pages 3
Login on Welcome Page 5
Special Offers, Terms and Conditions 6
Expedited Reviewer Login 11
Enhanced Security 15
PasSWOId ENCIYPHION........c.ooiieeeeee ettt ettt et et be st e ene st eneeneense s 15
Increased Security iN ProXy MOGE............ooooiiiiiiiiiiec ettt 17
Send Username/Password OPLIONS .........cc.ooiioiiiiiceceeeeeeteetee ettt eae s 18
More Secure Permissions for Editing People Data..............ccccceveviniiicicicieeee e 19
Multiple E-mail Address Request 21
User Defined Fields for Submissions and People 22
Submit Manuscript Enhancements 31
SUBMISSION SEP LIMIES ......oiviiiiiiieiee ettt ettt et et 31
Short Title SUDMISSION Fi€ld..........ccooiiiiieieieice ettt 33
New Submission Step: Suggest/OppoSE REVIEWETS............ccccveiririeieiiieeeeieieeee e 36
Suggest Reviewers SUDMISSION SEEP .......ccocveiiiirieieiieietieeeteee et enas 37
Oppose Reviewers SUbMISSION STEP...........ooviiiioiiieeeeee e 39

New Submission Step: Respond t0 REVIEWENS .............c.ooviiiiiiiiieeeceeeeeeeeeee e 43
Submission Item Metadata Fields Available on Submit Manuscript...........c.ccccooveevieiieieececenen. 46
Submission Item Enhancements 48
Submission ltem Metadata Fields can be Ordered.............ccooooeieiieiinineieeeeee e, 48
Submission Item Companion FilES...........c.cooiiiiiiiiiicceeeeeee e 48
PDF Enhancements 51
Line Numbers included in PDF ..... ...t 51
Hyperlinks INCIUAEd iN PDF ..ottt ettt be v e 52
Technical Check for New/Revised Submissions 53
Send Back to Author Changes 56
E-mail Notifications for Proposals and Commentaries 57
PIOPOSAIS ...ttt ettt et et ettt ettt e e ve et e et e ete e te e teete et e eateeaeeereereens 57
COMMENTATIES ..ottt sttt b e sttt sttt st ettt e et et et ebeseeneebeneenene 58
Customizable Flags for Submission Records 58
Action Link Changes 65
View Reviews and COMMENTS ..........oceiiiieiiiieieieietetee ettt ettt eb et ssansenas 65
FIlE INVENTOIY ..ooeeeiieeeee ettt ettt et e et e e b e e ts e s aa e be e beesbeessesrsesseasseenseenreans 66
Production Notes Field on Details 67
New View Option on History 68
Terminate Reviewer and Editor Changes 69
Enhanced Information for Editors Making Decisions 72
Reviewer Names Removed from Notify Author Page 73
Reviewer Notification Letters 73
Streamlined Folders for Submissions with Final Disposition 79
Online Publication Date Added to Publish Information Page 80
Support for ISO-3166 Newsletter Versions 9 and 10 81
File Archiving 82
New Merge Fields 83

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation.

2
NOT FOR USE OUTSIDE OF ARIES

M

OEditoria_l

anager®



New Look Interface for Editor and Publisher Pages

The new page style applied to Author and Review pages in EM version 4.0 has been
extended to Editor and Publisher pages. Care has been taken not to depart from familiar
screen layouts (so user retraining is not required). However, the new style is more
pleasing to the eye and more professional looking. Future versions of EM will apply the
updated design to System Administration pages and Publisher Role pages.

The new interface has been implemented using a Browser technology called CSS
(Cascading Style Sheets). Although the benefits of this technology may not be
immediately apparent, from a technical point of view it provides the foundation for
significantly greater journal/publisher branding in future versions.

The Action column can now display the links either as a popup menu or as a list of links
(as in 4.0). Upon 5.0 upgrade, the default selection will be as a popup menu. To see the
popup menu, hover the mouse over the words ‘Action Links’. The entire row highlights.
Then slide the mouse to the side (without clicking or holding down any buttons) over the
link you want to use and then left click the mouse. You can expand the list by clicking
the ® sign on the left of the word ‘Action’ in the column header. To return to using a
popup menu of links (collapse the list), click the = sign next to the word Action in the
column header.

NOTE: When you expand or collapse the list, this setting is remembered and in every
folder in EM.

Here is a screen shot with Action Links shown in a popup window.

— Wiew Submission -
Submissior Details P e - Ed 1 Editor, MD
History

File Inventor . . . L
Contents: Sub o have neither agreed to nor declined the Review Invitation. These

subrmissions re¢ Classifications additional Reviewer(s); 2) allow current Reviewers to cormplete their
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Search in Google .com Author | Initial Date |Status Editor
Search in Pubmed Name Submitted |Date Decision
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Here is a screen shot with Action links shown in a list:
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Contents: Submissions where one or more Reviewers have neither agreed to nor declined the Review Invitation. These submissions reguire one of the following
actions: 1) Invite Additional Reviewer(s); 2) Allow current Reviewers to complete their work; 3) Make a Decision. Use the up/down arrows to change the sort order.
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Login on Welcome Page

Users can modify the Editorial Manager Welcome page to their specifications, which
may include a variety of information, such as links to related sites and the publication’s
submission policies. The Welcome page is accessed when a user enters the publication’s
EM URL into the browser or when “Home” is clicked on the navigation bar.

In version 5.0 of Editorial Manager, the Login function is available for inclusion on the
Welcome page. This eliminates the need to click on the “Login” button on the navigation
bar, and provides quicker access to the system.

2 Editgmisl Manager™ - Micsosoft Intemet Explorer

Journal of [ETE ST LTy
Demonstration

el b Samerrr = I

If a publication wants to include the Login function on their Welcome page, they must
provide space for a “frame” (e.g. iframe) to include HTML coding that would call up the
Login functions. The code required to insert a login box on an HTML page is: <iframe
frameborder="0" style="height: 300px; width: 600px; border-style: none; border-width:
Opx;" name="login" src="login.asp"></iframe>.

NOTE: You must contact your Publisher or your Aries’ Account Coordinator to upload
your new Welcome page.
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Special Offers, Terms and Conditions

EM can now be configured so that users are directed to read and accept user agreement
terms and conditions before submitting or reviewing manuscripts for the journal. Journals
can also solicit offers for marketing or promotional materials, which users could agree or
decline to receive. Users would be asked to check a box indicating their preference when
they register and/or login to the system. Journals can specify whether the user is required
to check the box (in the case of accepting user agreement terms), or if it is optional (the
user may decline to receive promotional materials). These are referred to as ‘Registration
Questions’ in the system.

Existing users may be presented with a required question - indicated with an asterisk -
when they login to the system.

NOTE: The Continue button is disabled until the user checks the box for the required
question(s).

NOTE: If a question is required, the journal is advised to include special instructions
explaining that the user cannot proceed until the box has been checked.

Required Questions

REGISTRATION
QUESTIONS

Please respond to the question{s) below by checking the box(s) and
clicking Continue:

[ * 1 have read and understand the Registered User Agreement and agree to be
bound by all of its terms.

<« Previous Page | |

New users may be presented with required statements and/or optional statements when
they register for the system.

Please confirm the following very important information:

CONFIRM First Mame: Mel
REGISTRATION e parsons
Username: mel
Ernail address: mel@edmgr.com

Country:  UNITED STATES

[ * 1 have read and understand the Registered User Agreement and agree to be
bound by all of its terms.

Please tick the box below if you would like to receive special offers and
promotions that may be of interest to you:

[ 1 would like to receive special offers and promotions.,

If the information is correct and you wish to complete your registration, click the 'Continue’
button below,

<+ Previous Page
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Users can also see the questions on the Update My Information page.

¥ I have read and understand the Registered User Agreement and agree to be bound by all
its terms.

Please tick the box below if you would like to receive special offers and promotion
that may be of interest to you:

I would like to receive special offers and promotions.

Cancel Subrnit

NOTE: Optional questions are editable (box can be checked or unchecked).

NOTE: Required/forced questions are un-editable (box cannot be unchecked) once the
box has been checked.

Administrators can also see the questions on the Search People - Update Information
page.

TO CONFIGURE:

Go to PolicyManager, then to the Registration and Login Policies section, and click the
‘Create Registration Questions’ link. Special offers, terms and conditions are referred to
as ‘Registration Questions’ in the system, because the functionality is intentionally
‘generic’ so that journals could create questions/statements for purposes other than
agreeing to special offers, terms and conditions.

Click the ‘Add’ button to create a registration question.

Create Registration Questions

Listed below are the customized questions which are displayed when new users register, andfor when an existing
user logs into the systerm. You can specify whether new registrants are reguired to enter a response (Required),
and if existing users are required to answer a response when they log in (Forced). Once a Required or Forced
guestion has been answered (user checks the checkbox), the response cannot be changed. If a guestion is
Optional, the response can be changed by the user or the journal office at any time.

A guestion may be removed unless it has been used. If a question has been used but is now obsolete, it may be
inactivated by clicking the Edit link and selecting the Hide checkbox.

To Add a new field, click the Add button. /

Enter the question/statement you want the user to see in the Question text box, and any
special Instructions you would like the user to see. NOTE: Instructions are optional.
Some explanatory text is displayed by default on pages where the questions are
displayed.
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NOTE: The question can be entered in HTML format. This allows hyperlinks (e.g. to a
user agreement or privacy policy) to be embedded in the question displayed to the user.

Add Custom Registration Questions

Enter the question below to be displayed when new users register, and/or when an existing user logs into the system. If
there are special instructions, they can be entered below, and are displayed above the guestion on userfacing pages.
All guestions are 'answered' by checking a checkbox. ¥ou can specify whether new registrants are required to enter a
response (Required), and if existing users are required to answer a response when they log in (Forced). You can also
indicate whether users are exernpt from answering Forced guestions if they log in with particular user roles, Once a
Required or Forced gquestion has been answered (user checks the checkbox), the response cannot be changed. If a
guestion is Optional, the response can be modified by the user or the journal office at any time.

You may then specify if the question and response should be displayed on the Transmittal Form. Help Text on the
Transmittal Form is aptional.

[ Cancel ] [ Submit ]

Guestion: Insert Special Character

T would like to receive special offers and promotions.

Instructions: Insert Special Character
<h> Please tick the kox kbelow if you would like to receiwve special

offers and promotions that may be of interest to you: </b>

The next step is to specify where the question/statement will be displayed, and whether or
not users are required to check the box before proceeding.

1. ‘Optional’ - For new user registrations and existing users. Optional questions are
displayed for both new user registrations, and on the People Information pages, where
the user or the journal staff can change the answer at any time (i.e. the user may agree
to receive promotional materials, but later decide they do not want to receive
promotional materials). If a question is Optional, it is displayed on the following
pages:

e Registration Verification (when a new user successfully registers for the
system)

e Update My Information

e Search People — Update Information (when a people record is accessed by the
journal staff)

NOTE: Optional questions are not displayed when the user logs into the system.

2. ‘Required’ — Displayed for new user registrations only. If this option is selected, a
person cannot register for the system without checking the box. Once the box is
checked (i.e. new user Joe agrees to the terms and conditions of the User Agreement),
it cannot be unchecked by the user or the journal office. Required questions are
displayed on the following pages:

» Registration Verification
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» Update My Information Search People — Update Information: Note that the
question and answer are read-only on this page, as the journal office should
not be answering Required questions on behalf of the user, but should have
visibility to the question and response.

3. ‘Forced’ - A Required question could also be ‘Forced’, indicating that an answer is
also required for existing users when they login to the system. This checkbox and
label are disabled (grayed out) unless the ‘Required’ radio button is selected. Since a
Forced question is a ‘subset’ of a Required question, a Forced question is displayed
on the Registration Verification page, AND when the user logs in, and the user cannot
proceed without entering a response (checking the box). Once the box is checked, the
question and an un-editable response (i.e. box cannot be unchecked) are also
displayed on the Update My Information page. Note the question and response are
displayed read-only on the Search People — Update Information page, as the journal
office should not be answering Forced questions on behalf of the user, but should
have visibility to the question and response. Once the box is checked (i.e. existing
user Mary agrees to the terms and conditions of the User Agreement), it cannot be
unchecked by the user or the journal office.

Response is: & Qptional
) Required
Forced

The next step is to indicate whether any user roles are exempt from answering forced
questions when they login to the system. Journals may want to let users logging in with
certain user roles bypass Forced questions. For example, a person logging into the
system as an Editor may not be required to agree to the User Agreement terms. However,
when that same person logs in as an Author to submit a manuscript, he would be forced
to agree to the terms. The default state of all three checkboxes (Reviewer, Editor and
Publisher) is unchecked.

Users are exempt from [ Reviewer
answering Forced questions [ Editar

when logging in as a:
91 [ Publisher

Questions can be included on the Transmittal Form, if desired. To include a question on
the Transmittal Form, check the box. You may also enter Help Text which would be
accessible from the Transmittal Form.

Transmittal Form
Include on Transrmittal Form: O

Transmittal Form Help Text:
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NOTE: Transmittal Scripts must be modified to pick up all new registration questions
and answer fields if the question is marked ‘Include on Transmittal Form’ on the
Add/Edit Custom Registration Question page.

Once questions have been added, the list of questions is displayed on the Create Custom
Registration Questions page. You may click the ‘Edit’ link to hide the question, or
change the parameters. If a question is hidden, the text is suppressed on all user-facing
pages. Not only are questions hidden for new registrations and/or logins, but the question
AND answer (if it has already been answered) are also both suppressed on the Update
My Information and Search People — Update Information pages. If a question is hidden,
the question and answer are also hidden on the Transmittal Form.

Required Questions
Registration
Questions

Please respond to the question{s) belaw by checking the box(s) and
clicking Continue:

[ # 1 have read and understand the Registered User Agreement and agree to be
bound by all of its terms.

[ # 1 have read and understand the Privacy policy and agree ta be bound by all of
its terms,

=< Previous Page
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Expedited Reviewer Login

In EM version 4.0 and below, users who are Proxy Registered (registered by an Editor or
staff) are forced to update and/or confirm their complete personal information the first
time they log in to the system. This can be cumbersome for a Reviewer who is simply
trying to agree to or decline a review assignment, and in some cases, the additional
information that a Proxy Registered user is required to provide is not necessary for
someone who will only be performing Reviewer tasks.

The administrator can define a separate (abridged) set of required registration fields
applicable only to Reviewers logging in after being Proxy Registered. The purpose of
having different required registration fields for Reviewers is to make working with the
system as simple as possible for Reviewers.

As some journals may not wish to allow the Expedited Reviewer Login, the feature is
controlled on a new PolicyManager page.

NOTE: If all required fields are populated during the Proxy Registration process, the
Reviewer will proceed directly to the Reviewer Main Menu when he logs in. If one or
more required fields are not filled in, the Reviewer will be forced to enter the missing
fields when he logs in.

When a Reviewer who has been proxy registered logs into the system for the first time,
the following alert is displayed (if required information is missing). Note this alert is
displayed for all users logging into the system for the first time (i.e. it is independent of
the expedited Reviewer login feature).

Microsoft Internet Explorer E|

] You have already been reqgistered on this system, Please provide the missing information
. befare starting your work,

When the user clicks ‘OK’, he may be asked journal-specific Registration Questions
before being able to continue:

Required Questions

Registration
Questions

Please respond to the question{s) below by checking the box(s) and
clicking Continue:

[ # 1 have read and understand the Registered User Agreement and agree to be
bound by all of its terms.

[ * 1 have read and understand the Privacy policy and agree to be bound by all of
its terms,

== Previous Page
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Once the questions are answered, the User proceeds to the Update My Information page,
where he must fill in all required fields.

Update My

Insert Special Character
Information Institution Related Information

Institution *
To update anv information,

nake the changes on the form Zip or Postal Code *

and click Update. Reguired

Gelds have an asterisk next to Country * GERMANY (V3
the label,

Address is for * wiork & Home (O Other O

Froceed

If he clicks the ‘Proceed’ button without filling in all required fields, the following error
notice is displayed. The user must return to the Update My Information page and enter
the missing information.

Required Fields Missing

ERROR NOTICE

our telephone number was not entered.
“Tour zip or postal code was not entered.

Please use the button below to go back to the Previous Page and enter the missing
information

== Previous Page

For the purposes of this example, let us assume that the journal office has enabled the
Expedited Reviewer Login feature in PolicyManager, and has specified the typical
configuration that ‘Telephone Number’, ‘Institution’ and ‘State’ are required fields for
expedited Reviewer login (in addition to the system-required fields which cannot be
made optional).

[ Preferred Mame

Telephone Mumber

[ Fax Mumber

[ Secondary Telephone Mumber

[] Secondary Telephone Mumber is for

v" E-mail Address (only if Preferred Method of Contact is E-mail}
¥ Preferred Method of Contact

[ Pasition
Institution
[ Department

The journal Proxy Registers Ronnie Reviewer, but does not fill in Telephone Number,
State or Institution. Ronnie is assigned a Reviewer Role, and is immediately invited to
review a submission.
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NOTE: It is advisable that the Editor proxy registering the Reviewer check the box
‘Default Login Role: Reviewer’, thus reducing the likelihood that a Reviewer mistakenly
logs in as an Author by clicking ‘Enter’ (and is therefore forced to the full Update My
Information page).

Insert Special Character
PI'DXY Registratiun User Information

Reviewer Role * Reviewer v
Please enter key information
about the person you are Default Login Role: Reviewsr
registering,

Insert Special Character
Personal Information

Title (M., Mrs., Dr., etc)
First Marne * Ronnie
Middle Mame
Last Marmne * Reviewer

Ronnie receives a letter from the journal office indicating that he has been Proxy
Registered, and has been invited to review (perhaps in a separate e-mail).

Ronnie goes to the journal’s URL and logs in as a Reviewer using the Username and
Password sent to him by the journal office. He sees the alert and clicks ‘OK”’.

Microsoft Internet Explorer.

(] ¥ou have already been registered on this system, Please provide the missing information
L3 befaore starking your work.,

Ronnie then proceeds to a ‘mini” Update My Information page, where Telephone
Number, Institution and State are the only items displayed. Ronnie must complete this
information before proceeding with the login.

Insert Special Character
Personal Information

Update My
Information Primary Phone * {including country code)

To wupdate any information,

rmake the changes on the form Insert Special Character
Insert special Lharacter

and  click Update. Required Institution Related Information

fields have an asterisk next to

the label. Institution *

State or Province *

Froceed

NOTE: If all of the required fields for expedited Reviewer login are filled in before the
user logs in for the first time, he will proceed directly to the Reviewer Main Menu.
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NOTE: There is no change in behavior for Authors, Editors and Publishers logging into
the system after being proxy registered. The expedited login applies to people logging in
with a Reviewer Role only.

NOTE: If a user’s first login is via a Reviewer deep link (URL provided in the body of an
e-mail which takes the user directly to the appropriate Reviewer page), the user will
proceed directly to the appropriate Accept Invitation or Decline Invitation page. The user
is not required to verify their personal information until the next time they log into the
system.

TO CONFIGURE: Go to PolicyManager, then to Registration and Login Policies and
click on the link labeled ‘Configure Expedited Reviewer Login’. The first step is to
check the box ‘Enable Expedited Reviewer Login’.

Configure Expedited Reviewer Login

Checking the box ‘Enable Expedited Reviewer Login' allows you to specify which people information fields must be
filled in by Reviewers logging into the system after they have been Proxy Registered by the journal. Regquiring a small
nurmber of fields (most of which will ideally be entered by an Editor during Proxy Registration), will allow the Reviewer
to proceed directly to the Reviewer Main Menu (without having to validate his personal contact information) when

logging in to the system.
w Enable Expedited Reviewer Login

The second step is to select the fields you would like to require Reviewers to fill in when
they login after being Proxy Registered by the journal office.

Fields in bold text are required by the system and cannot be made Optional by the journal.

[J Title

v~ First Name

[ Middle Mame

v Last Name

[ Degree

[ Prefarred Mame

Telephone Mumber

[ Fax Mumber

[ Secondary Telephone Mumber
[ Secondary Telephone Mumber is far
v" E-mail Address (only if Preferred Method of Contact is E-mail)
v Preferred Method of Contact
[] Pasition

Institution

[] Department

[] Street Address Line 1

[ Street Address Line 2

[ Street Address Line 3

[ Street Address Line 4

[ City

State

[ Zip or Postal Code

v' Country
v Address is for (Work, Home, Other)

[ Select Personal Classifications

v Username
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Enhanced Security

Password Encryption

EM now has additional security and limited visibility for the Usernames and Passwords
used to access the Editorial Manager system. In versions 4.0 and below, Passwords are
visible to any Editor who has access to General Data Export and Custom Reports.
Passwords are also visible to any Editor who has both ‘Search People’ and ‘View
Username and Password RoleManager’ permissions. Additionally, Passwords can be
included in e-mails using the merge field %PASSWORD% or

%BLINDED PASSWORDY%.

The following potential security risks are addressed by this enhancement:

1.

2.

An Editor with full Reports permission can access Passwords via Custom Reports
and General Data Export.

An e-mail containing a Password could be sent to another user using the ‘cc’
function in many EM Letters.

An Editor with ‘Search People’ permission could change their Editor Role to
another Editor Role that has System Administration permission, and access
RoleManager to enable ‘View Username and Password RoleManager’ permission
for himself. Note that this is a rare occurrence, because the Editor Role cannot be
changed while the Editor has current assignments.

An Editor with ‘Search People’ permission can change another user’s e-mail
address, in order to receive that person’s ‘Send Username and Password’ e-mail.
An Editor with ‘Proxy as Editor’ permission could proxy as someone with ‘View
Username and Password RoleManager’ permission to access Passwords.

An Editor with Proxy permission could proxy as another user and access that
user’s Update My Information page to access the Password.

The security concerns are addressed with the following enhancements:

1.

A new setting at the hosting administration level determines whether Password
Encryption is enabled for the journal (i.e. this is determined outside of Editorial
Manager).

Bi-directional Encryption is used to store and retrieve Passwords in the system.
This allows certain functions to decrypt Passwords at the application level, while
keeping Passwords encrypted in the database.

If encryption is enabled, all Passwords will be displayed as asterisks and will
always display with the same number of asterisks (8), no matter the length of the
actual Password. This means that if a user (Editor Role) has access to Passwords
via any of the methods described above, they will not be able to see the actual
Passwords. However, appropriate functionality will decrypt the Password for
appropriate use.

If encryption is enabled, when a user changes a Password (e.g. Update My
Information or Search People — Update Information), the characters will display
as asterisks. The actual characters will never display. A new ‘Confirm Password’
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function forces the user to type the Password twice when the Password is being
changed, to ensure that there was no mistyping by the user.

5. The system is enhanced to automatically blind the username and password on
ALL versions of an e-mail except for the e-mail that goes to the primary recipient.
This means that those cc’d on an e-mail will see a blinded Password AND
Username.

Note that Password Encryption includes a lot of complex technical ‘behind-the-scenes’
logic, but remains largely transparent to users. If encryption is enabled for the journal,
users would see asterisks - instead of the actual characters — wherever passwords are
displayed in the system. A few examples are shown below.

NOTE: Journal staff (with appropriate RoleManager permission) can change another
person’s password on the Search People — Update Information page, even though he
cannot see the actual password. There is also a Re-type Password function, which is
activated when the user begins typing in the Password field.

u Inf & Insert Special Character

Ser Inrormation

SEARCH PEOPLE -

UPDATE The usernarme you choose must be unique within the
systern,

INFORMATION If the ane you choose is already in use, vou will be

asked for another,

To wupdate any information, .
make the changes on the form User Marmne HACKMARN
and click Update. Required
fields have an asterisk next to

the label.

*
Password cssasnee

Re-type Password *

NOTE: If Password Encryption is not enabled for the journal, Editor Roles would
continue to see the actual password, and the Re-type Password feature is suppressed.

Passwords are also displayed on the Update My Information page. If Password
Encryption is enabled for the journal, the user would see asterisks in the Password field,
but can still change the Password, if desired. Just like the Search People — Update
Information page, the Re-Type Password field is displayed if Password Encryption is
enabled for the journal.

Login Inf G Insert Special Character
ogin Information
UPDATE MY
INFORMATION The username you choose rmust be unique within the
systern,
If the one you choose is already in use, vou will be
To wupdate any information, asked for ancther.
make the changes on the f'_orrn
a_nd click Update._ Required User Mame * HACKMAN
fields have an asterisk next to
the label. Password * sesssnes
Re-type Password *

NOTE: If Password Encryption is not enabled for the journal, users continue to see the
actual password, and the Re-type Password feature is suppressed.
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All letters (whether or not Encryption is Enabled) that include Passwords
(%PASSWORD% or %BLINDED PASSWORDY% merge fields) will display the actual
(unencrypted) Password for the letter recipient (i.e. password is never blinded for the
letter recipient).

In order to support password blinding, the %PASSWORD% merge field will no longer
merge for Preview Letter, Author Decision Letter, or Custom Letter.

Hosting partners will ensure that Password is only included in desired letters via
administrative policies and procedures.

Passwords included in Correspondence History (View Letter) will be displayed as
asterisks, whether or not the journal has Password Encryption enabled. This is a general
added security measure that is beneficial to all journals.

NOTE: It is not possible to encrypt passwords for letter contents that were sent prior to
the journal upgrading to version 5.0.

Increased Security in Proxy Mode

As an additional security measure, Editors operating in proxy mode will no longer have
access to select administrative functions while in proxy mode. The following functions
are inaccessible to Editors operating in proxy mode:

1. System Administrator Functions
Search People Functions
e View/Change Username and Password
Change E-mail Address
Change Preferred Method of Contact
Change Editor Role Designation
Inactivate Users
Merge Duplicate Users
View People Activity Details
View People Notes
Edit People Notes
View People URLs
Edit People URLs
3. Update My Information

In the current version of the system, Username and Password can be exposed to a user
who has been cc’d on an e-mail that contains a Username and a Password (either the
%PASSWORD% or %BLINDED PASSWORD% merge field). For example, when
inviting a Reviewer, the Editor can elect to cc other users on the Reviewer Invitation e-
mail. If the Reviewer Invitation e-mail includes the merge fields for Username and
Password, then anyone cc’d on the e-mail will see the Username and Password of the
Reviewer.
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In 5.0, the system is enhanced to automatically blind the username and password on ALL
versions of the e-mail except for the e-mail that goes to the primary recipient. This
applies to letters associated with all ActionManager events. Note that this is slightly
different than simply displaying the encrypted Password; for cc’d e-mails, all other
recipients will see a blinded Password AND Username. Note this feature applies to all
journals; not just those with Password Encryption enabled.

When the user sends the e-mail, before the merge fields are populated, the merge fields
%USERNAME% and %PASSWORD% (or %BLINDED USERNAME% and
%BLINDED PASSWORD%) should be replaced by 8 asterisks in all ‘cc’ versions of the
e-mail. (Note that the blinded versions of the merge fields are actually short phrases that
include the Username and Password.). All Usernames and Passwords will be displayed
as asterisks and will always display with the same number of asterisks (8) no matter the
length of the actual Username or Password.

TO CONFIGURE PASSWORD ENCRYPTION:

All passwords are encrypted at time of upgrade. However, the policy at the publisher
level (i.e. outside of Editorial Manager) will determine whether or not passwords are
displayed in Editorial Manager. No further configuration is required in Editorial
Manager.

Send Username/Password Options

In EM version 4.0 and below, if the user forgets his Username and/or Password, he can
click the Send Username/Password link on the Login page. After entering First Name,
Last Name and E-mail Address, the system will automatically send the user an e-mail
containing the Username and Password (IF the system finds a match, and IF the journal
has configured a letter containing both of these merge fields).

Insert Special Character

Please Enter The Following
ACCOUNT FINDER
First Mame®*
Enter wyour first name, last .
name and e-mail address in Last Marme
the provided boxes. If an ) ®
account exists with this e-mail E-mail Address

address, your Username and
Password will be e-mailed to
you, Cancel | | Send Username and Password

Journals now have the option of configuring a more secure method (i.e. not sending
username and password in the same e-mail), whereby the user who has forgotten his
password would click the ‘Send Password’ link on the Login page. After entering
Username and E-mail Address, the system will automatically send the user an e-mail
containing the Password (if the system finds a match on both username and e-mail
address, and if the journal has configured a letter containing the password merge field).

NOTE: It is up to the journal to ensure that the letter associated with the ‘Forgot
Username or Password’ event in ActionManager includes password (and not username).
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If the letter includes both the username and password merge fields, the letter sent to the
user would include both username and password.

NOTE: With the ‘Send Password Only’ implementation, the user would have to contact
customer support outside of the system if he also forgot his username.

Insert Special Character

Please Enter The Following

ACCOUNT FINDER
Username®* |

Enter your username and e- . o
mail address in the provided E-mail Address
boxes, If an account exists
with this username and e-mail
address, your password will be Cancel | Send Password |

e-rnailed to you.

TO CONFIGURE: Go to PolicyManager, then to the Registration and Login Policies
section, click the ‘Select Send Username or Password Option’ link, and select the desired
option.

Send Username or Password Option

Users attempting to login to the systerm may forget their Username andfor Password.

+ If 'Send Username/Password' is selected, there is an action link displayed on the Login page entitled 'Send
Username/Password’ If the user forgot his Username and/or Password, he would click this link, and enter
First Mame, Last Mame, and E-mail Address. [fthe system finds & match, the person's Username and
Password will be e-mailed to the E-mail Address in the system.

e [f'Send Password Only'is enabled, the action link 'Send Passwaord' replaces the 'Send Username/Password'
link an the Login page. If the user forgot his Password, he would click this link, and enter Username and E-
mail Address. If the system finds a mateh, the person's Password will be e-mailed to the E-mail Address in
the system. If the user forgot bath the Username and Password, he must contact customer support outside
of the system.

O Send Username/Passward

@  Send Password Only

[ Cancel ] [ Submit ]

More Secure Permissions for Editing People Data

New Editor RoleManager permissions let journals have greater control over the
permissions granted for editing people information (e.g. Change E-mail Address,
View/Change Username and Password, Change Preferred Method of Contact and Change
Role Designation). The ‘Search People’ permission has been expanded to include the
following ‘sub-permissions’:

1. The existing ‘View Username and Password on Search People Page’ permission
is renamed ‘View/Change Username and Password’. This permission is indented
beneath the ‘Search People’ permission, and is disabled (grayed out) unless
‘Search People’ is enabled.
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‘Change E-mail Address’ — If this permission is not enabled, an Editor with
‘Search People’ permission cannot change an e-mail address on another person’s
people record. This safeguards against an Editor changing the e-mail to his own
e-mail address, which would allow that Editor to receive the Forgot Username
and Password e-mail.

‘Change Preferred Method of Contact’ — If this permission is not enabled, the
Editor cannot change another person’s Preferred Method of Contact. This would
prevent the Editor from redirecting e-mail to the “Non-E-Mail Preferred Method
of Contact Correspondence E-Mail Address”.

‘Change Editor Role Designation’ — If this permission is not enabled, the Editor
cannot change another person’s Editor Role. This would prevent an Editor from
changing his own Role to that of an Editor with broader permissions.

NOTE: At time of upgrade, users with ‘Search People’ already enabled will
automatically have the sub-permissions enabled. This is to ensure that we do not take
away functionality that Editors with ‘Search People’ permission currently have.

NOTE: Since all of the new permissions are performed on the Search People — Update
Information page, the sub-permissions are disabled (grayed out) unless the ‘Search
People’ permission is enabled.

= Viewing and Editing People Data
[ =earch People
Yiew/Change Username and Password
Change E-mail Address
Change Preferred Method of Contact
Change Editor Role Designation
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Multiple E-mail Address Request

Some publications have reported that some users are not receiving key e-mails from the
Editorial Manager system. For example, some Reviewers are not receiving Reviewer
Invitation e-mails from the system. These e-mails may be getting trapped in SPAM
filters, and are therefore not reaching the intended destination.

A new SPAM information warning next to the e-mail address field on all people data
pages (New User Registration, Proxy Registration, Search People-Update Information,
Update My Information and Alternate Contact Information), strongly urges users to enter
a second e-mail address. If, for some reason, the system e-mails get caught in a SPAM
filter for one e-mail address, the user should receive the e-mail at a secondary e-mail
address from a different service provider (e.g. Yahoo, AOL, etc.).

NOTE: For any user who already has more than one e-mail address entered in their
people record, all e-mails are already going to all e-mail addresses.

While this feature does not “SPAM-proof” e-mails coming from the system, it does
mitigate the likelihood of e-mails not reaching the intended recipient.

The new SPAM information warning is displayed on the following pages:
New User Registration

Proxy Registration

Search People-Update Information

Update My Information and Alternate Contact Information

b

E-mail Address * smithiE@edmar com

If entering rmore than one e-mail address, use a semi-
colon between each address (2.9,

joe@thejournal. comjoe@yahoo. com)

Entering a second e-mail address from a different e-mail
provider decreaszes the chance that SPAM filters will trap
e-mails sent to you frorm online systems. Read rmore,

When the user clicks the ‘Read more’ link, additional information is displayed:

Microsoft Internet Explorer g|

SPAM Information! Some e-mail syskems hawve SPAM filkers in place thak may

! E inadvertently trap e-mails sent ko you From online systems, We strongly suggest that
wou enter a second e-mail address, i vou have one, to ensure that yvou receive all
e-mails sent from the system, The second e-mail address should be from a different
e-mail provider, such as a personal e-mail address not associated with wour university,
institution o organization.

TO CONFIGURE: No configuration is required.
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User Defined Fields for Submissions and People

The ability to create customized (user defined) fields associated with submission records
or with people records has been added to Editorial Manager.

User Defined Fields might be used for different types of Notes, or for any other purpose
deemed appropriate by the publication.

Editors and staff with appropriate permission can create new fields, and also indicate
whether these fields are viewable and/or editable on relevant EM pages, and/or are
included on the Transmittal Form.

User defined Submission Fields and People Fields may serve a dual purpose:

e Supports the creation of customized submission-related and people-related
database fields, which can be populated by manually entering (typing, or cutting
and pasting) information directly into EM (e.g. birthdates, supplemental people
notes fields, etc.).

e Allows “carry over” of submission-related and people-related data from a legacy
system that does not necessarily fit into the EM database structure (e.g. Legacy
Reviewer Statistics, Legacy People Notes, List of Reviewers, etc.). This
information could be populated manually in EM, or loaded into EM as part of the
system conversion process. Note: This would be arranged separately between the
journal and Aries.

If the journal has configured user-defined people fields (and the Editor or journal staff
has appropriate RoleManager permission(s)), the ‘Additional People Details’ button is
displayed on the Search People — Update Information page.

Self-Registered:

To/07/2003 Available as a Reviewer? Yes (3) No ()
Board Member?

Last Modified: Yes © Mo O

Wed Mar 8 15:42:46 EST 2006 Forbidden as a Reviewer? Yes () No (&)

; : Reviewer Role * Reviewer “
Inactivate this User

Publisher Role * Mone W
Editorial Role * Edlitor-in-Chisf i

Editor Description
Activity Details
Additional People Details

Clicking the ‘Additional People Details’ button opens a new pop-up window, where the
user can view the Additional People Details fields. If the user has permission to change
the values, and PolicyManager states that the field is editable, the user can modify the
values. Note the different field types available.
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Edit Additional People Detail Field

Field Description: Insert Special Character
Hobhies
Maxirourn 258 characters

Field Type:
Maximum Field Length:

Default Value for Field:

If Wone'is selected, an emmpty text box
il e e e o ot o
WL EDEET I ThE CReU R DI DO IE 1S

checked in the grd below.

er value below)
Character

User-defined people fields are also available on the People Activity Details page.

User defined submission fields are very similar to User defined people fields, except that
the custom fields are associated with submissions, instead of with people records. User
defined submission fields are accessible from a new ‘Additional Manuscript Details’
button on the Manuscript Details page.

Details for Manuscript Number JBJS-D-03-00838R1
“"Handheld computer-assisted documentation compared with conventio
documentation of medical records on an orthopedic ward: A randomiz

paper chart
; controlled trial”

Zancel | Save and Close | Additional Manuscript Details |

Manuscript Motes  Editors  Reviewers  Alternate Reviewers

M Rirk Srannal B

Clicking the ‘Additional Manuscript Details’ button opens the new Additional
Manuscript Details page.

additional Manuscript Details for Manuscript Number 1JB]JS-D-03-00838
"Handheld computer-assisted documentation compared with conventional paper chart
documentation of medical records on an orthopedic ward: A randomized, controlled trial"

[ Cancel l [ Save and Cloge

Special Office Notes

New Manuscript -

Field Please Chooze; | Help
[ Cancel l [ Sawve and Close
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The Additional Manuscript Detail Fields are also displayed/editable (according to
PolicyManager) on the Transmittal Form.

TO CONFIGURE USER DEFINED PEOPLE FIELDS: A new section called ‘Additional
Data Policies’ is added to PolicyManager.

PolicyManager Main Menu

Expand All Collapse All

Registration and Login Policies
Status Policies

Submission Policies

El Additional Data Policies

Add/Edit Additional People Detail Fields
Add/Edit Additional Manuscript Detail Fields

To create Additional People Detail Fields, click the link of the same name in

PolicyManager. Then click the ‘Add’ button to create a new field.
Add/Edit Additional People Detail Fields

Mo Additional People Detail Fields have been added.

Back to PolicyManager Menu

Enter a Field Description, and then choose a Field Type. Most of the field types are self-
explanatory. However, there are two new field types: ‘List’ and ‘Notes’. Special
configuration for ‘List’ is described further below.

NOTE: This is just like creating custom metadata fields for the Transmittal Form.
Add Additional People Detail Field

Field Description: Insert Special Character
Interests

Maxaraurn 256 characters

Field Type: Please Choose: v

Maximum Field Length:

Default Value for Field:

If Wone'is selected, an empty text
baox

will appear if the checkbox 'Editabls’

er value below)
Character

<
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After you have selected a Field Type, enter the Maximum Field Length. The Maximum
Field Length dictates how large the text box will appear on the user-facing pages.

NOTE: The allowable value for Maximum Field Length varies, depending on the Field
Type:

e Text =200 characters

e Notes = 20,000 characters

e Date, Integer, Decimal = maximum does not apply

The next step is to specify a default value for the field. If you do not want users to see a
default value, leave ‘None’ selected. If you want users to see a default value, select
‘Single Value’ and enter the default value in the text box.

Field Type: Text hd

200
(A walue fram T to 200)
Default Value for Field: @ MNane
If Nons'is selected, an smply text box O Single Walue (enter value below)

will appear if the checkbox ‘Editable' s -
: ; b
checked In the grd below, Insert Special Character

Maximum Field Length:

You must now specify the pages on which the field will be displayed, and enter any Help
Text (optional) that would be available to the user on that page.

e Checking the ‘Hide’ checkbox suppresses the field on the specified page.

e Checking the ‘Editable’ checkbox allows users with ‘Edit Additional People
Details’ RoleManager permission to change the value on the specified page. Note
that all fields are read-only on the People Activity Details page; therefore, the
‘Editable’ checkbox is not applicable.

e Checking the ‘Required’ checkbox for the Transmittal Form means that the
submission cannot be released to production unless the value is filled in. Note
that fields are never ‘Required’ on the Additional People Details or People
Activity Details pages.

NOTE: Additional People Detail Fields would not actually be transmitted to a
production system unless the transmittal script is updated to pick up the appropriated
field(s).
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Options

Select the Hide' checkbox to suppress the field on a particular screen. For
example, you may want a field to be displayed on the Additional Feople
Details page, but not on the Transmittal Form. If & field is Editable, users
with appropriate RoleManager permission can change the value on the
page. If the 'Reguired' box is checked for the Transmittal Form, a walue rmust
be filled in before the submission can be released to production. If Help Text
is entered, a 'Help' link is displayed on the appropriate page, which opens a
pop-up containing the Help Tesxt.

Page Hide | Editable |Required Help Text

Additional
People | O N/A
Details

People
Activity | N/A N/A
Details

Transmittal 0 0 0

Form

[ Cancel ] [ Submit l

As mentioned previously, there is special logic if ‘List’ is selected for Field Type. When
‘List’ is selected the page is refreshed with a ‘View/Edit Values for Drop-down List’
link. The user can click this link to create a list of values the use would choose from a
drop-down menu, instead of typing a value in a text box.

Field Description: Insert Special Character

Mew List Field Type

Maxitrnum 206 characters /
List

¥ | View/Edit Walues for Drop-

Field Type:
v down List
Maximum Field
Length: (4 valwe frar 1 to 2000)

NOTE: If the journal changes a field from any Field Type to ‘List’, and there is already a
default value configured, that default value will be retained as the default value for the
drop-down list. You can then change to another default value, if desired, on the
Configure Values for Drop-down List page.

NOTE: If you want to change a ‘List’ field to another Field Type, you must hide the field
and create another one.

On the Configure Values for Drop-down List page, enter the Drop-down Value and
Description (optional). You may re-order the items, and select which value should be the
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default value when the user sees the drop-down list. If you do not want any default
value, ‘Please Choose a Value’ should be selected (this is what the user would see as the
default value).

Configure Values For Drop-down List

Enter the values to appear in a drop-down list on the pages where the field is displayed. The description will be displayed to the
user, but will not be trasmitted if the field is included on the Transmittal Form. Entering a Description is optional, and should
only be entered if you want it to display (alongside the drop-down value) in the drop-down list.

Flease select the default value (which will be pre-selected when the drop-down list is displayed to users):

Displa Select
Jisplay Default  Drop-down Value Drop-down Description
Order
Value
® Please Choose a Yalue
1 O List “alue 1 First List “alue Rermove Edit
2 O List “alue 2 Second List Walue Rermove Edit
3 O List “alue 3 Third List %alue Rermove Edit

Update Itern Order ]

Insert Special Character

Drap-down “alue:

Description: -
Maxirmuen 100 characters

’ Cancel ] ’ Add Walue ] [ Sawe and Close ]

Once the Additional People Detail Fields have been created, they are listed on the
Add/Edit Additional People Detail Fields page. You can change the order in which the
fields are displayed on user-facing pages, by changing the order and clicking the ‘Update
Item Order’ button. You can click the ‘Edit’ link to change the parameters for a
particular field, or to Hide a field that should no longer be used.

NOTE: A field can be removed by clicking the Remove link, as long as it has never been
used (i.e. no people records contain a value in the field).

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

on the Additional People Details page or the Transmittal Form

Order Description Actions

1 Hobbies Edit Remove

2 Birth Date Edit Bemove

3 Reviewer Stats from Legacy System Edit Remave

4 Ranking Edit Remove
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The final configuration step for user defined people fields is to set the Editor
RoleManager permissions. Go to Editor RoleManager and click the ‘Edit’ link for the
appropriate Editor Role. Go to the ‘Viewing and Editing People Data’ section of Editor
RoleManager and check the boxes to enable the Additional People Detail Field
permissions.

NOTE: The ‘Edit Additional People Details’ permission is disabled until the ‘View
Additional People Details’ box is checked.

NOTE: Even if the ‘Edit Additional People Details’ permission is enabled, the Editor
Role cannot modify the values unless the particular field is also marked ‘Editable’ in the
Options Grid in PolicyManager.

E Viewing and Editing People Data

Search People
Yiew/Change Username and Password
Change E-mail Address
Change Preferred Method of Contact
Change Editor Role Designation

Inactivate Lsers

herge Duplicate Users

Yiew People Activity Details
[ “iew Additional People Details ‘ _/-
Edit Additional People Details

Wiew People Notes

TO CONFIGURE USER DEFINED SUBMISSION FIELDS: The configuration is very
similar to Additional People Detail Fields. Go to the new Additional Data Policies
section in PolicyManager and click the ‘Add/Edit Additional Manuscript Detail Fields’
link. Click the ‘Add’ button to create a new field(s).

Add/Edit Additional Manuscript Detail Fields

Mo Additional Manuscript Detail Fields have been added.

Eack to PalicyManager Menu

Fill in all the necessary information, and submit the page. If you choose a ‘List’ Field
Type, be sure to enter the drop-down values on the ‘Configure Values for Drop-down
List’ page. Check the appropriate boxes in the Options Grid, to specify the pages that
should display the new field.
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Add Additional Manuscript Detail Field

[ Cancel ] [ Submit ]

Field Description: Insernt Special Character

Special Motes for Reviewer
Maximum 250 characters

Field Type: Motes v

Maximum Field Length: 500

(A value frorm T to 20000)
Default Value for Field: @& Mane
IF 'Wone' is selected, an
ermpty text box
will appear If the checkbox
‘Editabie' s
checked in the grid below,

O Single Value (enter value below)
Insert Special Character

Options

Select the 'Hide' checkbox to suppress the field on a particular screen. For
example, you may want a field to be displayed on the Additional Manuscript
Details page, but not on the Transmittal Form, If a field is Editable, users with
appropriate Rolebanager permission can change the value on the page. If the
‘Reguired' box is checked for the Transmittal Form, a value must be filled in
before the submission can be released to production. f Help Text is entered, a
‘Help' link is displayed on the appropriate page, which opens a pop-up containing
the Help Text.

Page Hide |Editable | Required Help Text

These are special notes entered

Additional by the journal staff for the
Manuscript | [] N/A Reviewer.

Details

Transmittal

Form O 0 O

[ Cancel ] [ Submit ]

The final configuration step for user defined manuscript fields is to set the Editor and
Publisher RoleManager permissions. Go to Editor RoleManager and click the ‘Edit’ link
for the appropriate Editor Role. Go to the ‘General Searching and Viewing’ section of
RoleManager and check the boxes to enable the Additional Manuscript Detail Field
permissions.

NOTE: The ‘Edit Additional Manuscript Details’ permission is disabled until the ‘View
Additional Manuscript Details’ box is checked.
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NOTE: Even if the ‘Edit Additional Manuscript Details’ permission is enabled, the Editor
Role cannot modify the values unless the particular field is also marked ‘Editable’ in the
Options Grid in PolicyManager.

Wiew All Submissions

Wiew Completed Reviews Grid in Main benu

[ wiew Additional Manuscript Details 7
Edit Additional Manuscript Details

Yiew Motes on Manuscript Details

Edit Motes on Manuscript Details
Turn On Manuscript Motes Flag

Go to Publisher RoleManager and click the ‘Edit’ link for the appropriate Publisher Role.
Go to the ‘General Searching and Viewing’ section and check the boxes to enable the
Additional Manuscript Detail Field permissions.

Expand All Collapse All

E General Searching and Viewing
Wiew Submission
“iew Manuscript Details
[ wiew Production Motes on Manuscript Details
[ Edit Production Mates an Manuscript Details
[ “iew Manuscript Motes an Manuscript Details
[J Edit Manuscript Notes an Manuscript Details
[ wiew Additional Manuscript Details /
Edit Additional Manuscript Details
Download Source Files
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Submit Manuscript Enhancements

Submission Step Limits

The Journal Office can now set limits on certain Submission Steps within the Submit
Manuscript interface. Authors have visibility to the restrictions on the appropriate
manuscript Submission Steps.

All of the additions are configurable by Article Type, and include the following
enhancements:

Limit size of Full Title by word or character count.

Limit size of Short Title by word or character count.

Limit size of Abstract by word or character count.

Limit size of Comments by word or character count.

Limit number of Authors associated with the manuscript.

Limit number of Keywords related to the manuscript.

Limit number of Classifications associated with the manuscript.

ARl e

An example of the Abstract submission step with a 500 character limit:

Insert Special Character

NEW SUBMISSION

Please Enter Abstract

Freguently Asked Questions

‘/| B Subrmitting an Abstract is Required for Submission.
Select Article Type

Enter the abstract of your manuscript into the text box below, The abstract may be cut

v > ; !
|E"terr'ue and pasted from a word processing program; howewver, the formatting will be lost,

|
|
|Rdd,-"Edit,.-"Remove Authors |
|

|Se|ect Section/Category

= Submit Abstract

|Enter Keywords |

Lirit 500 characters

|Select Classifications |

An example of the Select Classifications submission step with a limit of 4 classification
terms:

SELECT l Cancel Submit

MANUSCRIPT
CLASSIFICATIONS Lirnit 4 Classifications

1.100 anuLT

Please identify yoaur
manuscript's areas of interest
and specialization by selecting
one or more classifications
from the list below, Click
'Subrnit’ at the bottorn of the
page when you are done.

1.110 adult Disease

1.1z0 adult Traurna

1.200 PEDIATRIC

1.210 Pediatric Disease

You rnust click "Subrmit" before 1.zz00 Pediatric Trauma

vou leave this window,

1.300 BASIC SCIENCE

Ooioooiooio|)a

1.500 RECONSTRUCTION
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A dynamic counting feature is added to the four submission steps that allow limits by
words or characters: Short Title, Full Title, Abstract, and Comments. The counter is
dynamically adjusted as the user enters information into the text boxes for relevant
submission steps. It is extremely helpful for the Author to see the word count while he is

working, so he can easily identify when the submission information is within the
allowable limits.

NOTE: The character counter includes spaces and punctuation.

|oppose Reviewers

|
|Request Editor |
|Se|ect Region of Origin |
|

|M-'ta‘:h Files Short Title (Limit 5 words) Word Count: 10

My Zhort Title has szceeded the limit of 5 Words.

Frevious | Mext

In addition to displaying the field size limit and current word or character count, the user
is allowed to type or copy and paste values in excess of the limits into the text boxes, so
they can manipulate the data in the system (e.g. pare down a lengthy title to a suitable
short title). When the page is submitted (Author clicks ‘Next’ or selects another

submission step), the words/characters are counted, and the Author will be alerted
accordingly.

Microsoft Internet Explorer

WARMING: The linit For Shart Title is 5 wards, and wou entered 21 wards, Click,
) ‘Cancel' to go back and shorten your Shart Title, Click 'OK' ko proceed without shortening
wour Short Title at this time,

| oK |[ Cancel ]

The Author is permitted to proceed to other submission steps, but cannot build the
submission PDF until all steps are within the appropriate limits.

Summary Following Attach Files

NEW SUBMISSION

Frequently Asked Questions Listed below is the summary of the number of items to be delivered online and the
nurber of items to be delivered offline. Required Items are marked with *,

v ‘Select Article Type

—m-—mm

‘Enber Tide

* Blinded Manuscript o Conflict of Interest o
‘AddeditzR&move Authions Copyright o a Unblinded Title Page o

‘Submit Abstract

[Enter keywords

The limit far Shart Title is 5 words, and you entered 21 words, You cannot complete
your submission until you have shortened the Short Title,

[select classifications

|
|
|
‘Select Section/Category | Uplaad Zip File a 1)
|
|
|
|

4 Section/Category selection is missing. You cannot complete vour subrmission until
wou have entered a Section/Cateaory.
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TO CONFIGURE: In PolicyManager, go to the Submission Policies section and click the
‘Edit Article Types’ link. You may then enter the number of Words or Character limit
for the relevant submission steps.

NOTE: If you do not want to impose a limit for a particular submission step(s), simply
leave the boxes empty. In the example below, there is no limit for Maximum Number of
Authors.

Field Size Limitations - Leave blank for no it on these fields.

Lirnit the Fuil Title to: 15 ® words O Characters
Limit the Shart Tite to: = @ words O Characters
Limit the Abstract to: 500 O Words @ Characters
Limit the Comments to: 250 O wWords & Characters

taximum Mumber of Authars:
Waxirmum MNurmber of Keywords: 7

Waxirmum Mumber of Classifications: |4

Short Title Submission Field

There is a new submission field that allows the Author to enter a ‘Short Title’. If
enabled, this field appears on the Enter Title Submission Step.

The publication can specify whether Short Title is Required, Optional or Hidden for
manuscript submission (similar to other submission steps). The Short Title field also
supports a (optional) limit for the maximum number of words or characters that can be
entered.

Insert Special Character

NEW SUBMISSION

Please Enter The Full Title and Short Title of Your Submission

Ereguently Asked Questions

Entering Both a Full Title and a Short Title is Required for Submission

(|SEIECt Article Type | Enter the title of your manuscript, You cannot submit a rmanuscript without a title,

»|EnherT|t|e |
Full Title (Lirmit 25 words) word Count: 10
An Extremely Innovative Research Study on the Growth of
Children
Short Title (Limit 5 words) Word Count: 4
\n Extremely Innovative Study

Previous | Mext
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A new merge field, % ARTICLE _SHORT TITLE% allows the Short Title to be included
in letters and third party bibliographic searches.

Short Title is also added to Search Submissions selection criteria;

Search submissions selection criteria

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

Search Definition: | Choose Saved Search v ‘
Remove Search Definition | Edit Search Definition | Run Search |
Help with Searching Insert Special Character Walue Options Advanced Criteria

|Selector _______valee | |
[ Articte Short Title v | [ cotaires v | arowtn | i [arp |

| Manuscript Mumber w | | Contains w ‘ | | H | EMDr % |
et

Short Title is visible on Manuscript Details:

Reggie Bush, USC =

Other Authors: . e
Matt Leinhart, USC

Short Title: MNFL Draft
Article Type: Original Study
Keywords: keyword; fun; draft; football

Short Title is available for inclusion on the Transmittal Form.

Item Description [ I

Manuscript Humber MTS-046 Help
Revision Mumber i} Help
Article Title MNFL Draft is this week Help
Short Title MNFL Draft Help

Short Title is also added to the following Custom Report Views:
e Authors & Submissions

Editors & Submissions

Reviewers & Submissions

Manuscript Status History

Manuscripts & Classifications

Short Title can be selected for display in the results, and is also available in the selection
criteria.

O Al Authors

[ Manuscript Mumber
[ Parent Manuscript Mumber
[J Unigue Document ID

[ Reuision Numbet
[J Adicle Title

O Short Title

[ Adicle Type

[J Section/Category ID Number
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A AULTIUTS

Manuscript Mumber
Parent hanuscript Murmber
Unigue Document 1D
Revision Number

Article Title

Aricle Type
Section/Category 1D Mumber
SECTIONMNAME

Abstract

Final Decision Date

Revision Due Date

Date Revision Assigned
Date Revision Submitted
Docurment Status Term

v

eport - Authors & Submissions View

ion for selecting Authors & Submissions View Records:

Help with Searching

Selector Value
| CONTAINS ~| EIECEE
| CONTAINS ~| EIECEE
|CONTAINS v|| |

ubmission Began

vl in |ASCENDING "| order.

[ Then ORDER BY | Date Submission Bagan

v in | ASCENDING % | order.

TO CONFIGURE: In PolicyManager, go to the Submission Policies section and click the
‘Edit Article Types’ link. Then click the ‘Edit’ link for the Article Type you want to
configure. If ‘Optional’ is selected, the Author is not required to enter Short Title (he is
still required to enter Full Title). If ‘Required’ is selected, the Author must enter a Short
Title before building the submission PDF. The journal can also select whether the Short
Title is included on the PDF cover page by checking the appropriate boxes.

Article Type Parameters

Set
et
Det”
Set "
Set "

Submit Abstract” Preferences:
Enter Keywords" Preferences:

Select Classifications” Freferences:

"Short Title" F'references:\

"Select Section/Category” Preferences:

New Revised
Submission Submission
Hidden v |Hidden  +|
Cptional Hidd B
Fequres

|Optiona| V|
|Hidden ~|

|Required V|

|Required Vl

Include on POF Cover Page

Editor/Author Reviewer
O O

Within Edit Article Type, the journal may also specify a limit for the maximum number
of words or characters for Short Title.

Field Size Limitations - Leave bighl tar no vt on these helds.

Limit the Fuff Title to:

Lirnit the Shart Tite to:

Lirnit the Abstract to:

Lirnit the Comments to:
Mlaximum Mumber of Authors:

Maximum Mumber of Keywords:

l:l Words Characters
® Wards O Characters
I:l Words
I:l Words
L]
L]

Characters

Characters

Maxirmurm Mumber of Classifications: I:l
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New Submission Step: Suggest/Oppose Reviewers

In EM version 4.0 and below, Authors may use the general “Comments” Submission
Step to suggest preferred Reviewers for their submission, or to identify Reviewers who
Authors would prefer not review the submission.

Some publications would like an explicit Submission Step for the Author to suggest
potential Reviewers or identify Reviewers who should not review the submission. This is
achieved with the following enhancements:

Two new Submission Steps (configurable by Article Type) can be displayed on the
Submit Manuscript interface:

e “Suggest Reviewers”

e “Oppose Reviewers”

The publication specifies (on the new “Select Author’s Reviewer Preferences” page) the
required fields if the Author is entering a suggested or opposed Reviewer. The journal
indicates (on the “Edit Article Type” page) the minimum number of Suggested
Reviewers the Author must enter.

Authors are able to enter Reviewer Names, as well as contact information and reasons
why the person is being cited, when submitting a new or revised manuscript (according to
PolicyManager configuration). This information can be entered in a similar fashion to
the existing Add/Edit/Remove Authors submission step.

Editors are able to see the Author’s Reviewer Preferences in a pop-up available from the
“Reviewer Selection Summary” page and from the “Select Reviewer” pages in all
selection modes. Editors can refer to this information when inviting Reviewers for the
submission.

When searching for Reviewers, Editors will see text indicating that the potential
Reviewer candidate may possibly be a match with the suggested or opposed Reviewer(s)
entered by the Author.
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Suggest Reviewers Submission Step

When suggesting a Reviewer, the Author must fill in all required fields. In the following
example, the journal has also specified (on the Edit Article Type page) that a minimum of
2 Reviewers must be suggested for this Article Type. The Author should enter as much
information as possible, and click the ‘Add Reviewer’ button.

Insert Special Character

NEW SUBMISSION

Suggest Reviewers

Freguently Asked Questions

Suggesting 2 reviewer(s) is Required for Submission,
1"|Se|e|:t Article Type e g (=) Y

1"|Enher Title Please suggest potential reviewers for this submission.

Use the fields below to give us contact information for each suggested reviewer, and
please provide specific reasons for your suggestion in the comments box for each
person. Flease note that the journal may not use your suggestions, but your help is
appreciated and may speed up the selection of appropriate reviewers.

v |Add..-"Edit,.-"Remove Authors

|Se|e|:t Section /Category

|Subn1it Abstract

A * indicates a required field.
|Enher Keywords

|Se|ect Classifications

|Additional Information First Name* Sam
|E“he" Comments Middle Initial
-|Suggest Reviewers .
Last Mame®* Revieser

|l:lppose Reviewers

fcademic Degresls
|Request Editor g (5]

|Se|ect Region of Origin Fosition Director of Rezearch
|Attach Files Department
Institution Harvard University
E-mail Address sam@harvard edu

SJam iz a leading researcher in

thiz field. and would serve as an
excellent reviewer.

Reason

Add Reviewer
Previous | Mext

Middle Academic
First Name Initial Last Name Degree Institution E-mail Address

Remaove

Betty Johnson Tale University betty@yale.edu Edit

If the Author makes a mistake and wants to remove a suggested reviewer, he would click
the ‘Remove’ link.

If the Author wants to change the information entered for a suggested reviewer, he would
click the ‘Edit’ link and update the information.
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If the user tries to proceed to another submission step without filling in all required fields,
the following alert is displayed.

Microsoft Internet Explorer fE

P | WARNING: Al Required Fields must be Entered. Are you sure you wank bo proceed
‘“-‘Q/ without Filing in all required Fields?

[ o |[ Cancel ]

If the user tries to proceed to another submission step without entering the minimum
number of required suggested reviewers, the following alert is displayed.

Microsoft Internet Explorer f'5_<|

Py WARNING: A minimum of 2 suggested reviewer(s) is required For submission, Are you
\-f‘/ sure yial wank ko proceed withaut suggesting 2 reviewer(s)?

| QI |[ Cancel ]

If the user doesn’t fill in all required fields and/or enter the minimum number of
suggested reviewers, he cannot build the submission PDF until the minimum has been
entered.

Summary Following Attach Files

NEW SUBMISSION

Freguently Asked Ouestions Listed below is the summary of the number of items to be delivered online and the
nurnber of items to be delivered offline. Required Items are marked with *,

S —— T

v |Se|e|:t Article Type

¥ [Enter Tith

| NIenCe * Blinded Manuscript Canflict of Interest

1/|Add..-"Edit,.-"Remove Authors Copyright 0 il Unblinded Title Page a a
|Se|e|:t Section/Category Upload Zip File a 0

"{|E“‘JE" Keywords Required information is missing for the Suggest Reviewers step, Please go back to this

step and enter the required information before building yvour subrission PDF.

v |Se|e|:t Classifications

|
|
|
|
v |Submit Abstract |
|
|
|

A minimum of 2 suggested reviewer{s) is required. Please go back and suggest 2

|Add'h°nal Infornation reviewer(s) before building vour submission PDF,

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation.

o

38 MEdltOl‘la[

®
NOT FOR USE OUTSIDE OF ARIES nager



Oppose Reviewers Submission Step

The Oppose Reviewers submission step is similar to the Suggest Reviewers step, except
that there is no setting for the minimum number of Opposed Reviewers.

Insert Special Character

NEW SUBMISSION

Oppose Reviewers

Freguently Asked Questions

|Enter e Flease identify anyone who you would prefer not to review this manuscript.

|Se|ect Article Type Fill in as much contact information as possible to allow us to identify the person in our
records, and please provide specific reasons why each person should not review your
submission in their corments box. Please note that we may need to use a reviewer

that you identify here, but will try to accommodate authar's wishes when we can.

|Se|ect Section/Category

|Submit Abstract

|Enter Keywords A * indicates a required field.

.*Dppose Reviewears

|Select Classifications

First Mame*

|Select Region of Origin Middle Initial

|Attach Filas

Last Marne™®
Academic Degreeis)
Pasition
Cepartrment
Institution

E-mail Address*

Reason for Opposing®
Add Reviewer

Middle Academic

First Name Initial Last Name Degree Institution E-mail Address Action

Gene Hackman 1.0, The Ultimate Medical Journal slavelle@ariessys.com Edit Remove

Editors have access to suggested and opposed reviewers on the Reviewer Selection
Summary via the ‘Author’s Reviewer Preferences’ link.

REVIEWER SELECTION SUMMARY - SUBMISSION STACEYTEST50-D-06-00006
\ “"WERY IMPORTANT ARTICLE.”
Author's Reviewer Preferences  Manuscript Details

This Submission will move to the 'Submissions with Required Reviews Complete’ folder as soon as 2 [Change]
review(s) have been completed,

Automatically un-invite Reviewers who do not respond within 0 [Change] day(s). Set this number to 0 to turn
off the automatic un-invitation process for this submission.

Invited Reviewers

Search My Journal Search for Reviewers W from | &l Reviewers v Go
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Clicking the ‘Author’s Reviewer Preferences’ link opens a pop-up window with the
Suggest/Oppose Reviewers information.

AUTHOR'S REVIEWER PREFERENCES

Suggested Reviewers

Henry Jarnes MD
Harvard University
henry@harvard.edu

1 think this is a good candidate.

Hailey Bell
hailey@harvard.edu

Opposed Reviewers

Henry Hudsaon
Yale University
henry@edrmar.com

Close

The Editor can also see on the Reviewer selection pages that an Author has suggested or
opposed a Reviewer.

NOTE: This is based on an exact match of First and Last Name only. If Henry James is
registered in EM as ‘H. James’, or ‘Hank James’, he would not be located as a possible
suggested reviewer match with the name ‘Henry James’.

[] Henbry Mo Reviews in Progress: ] Outstanding Invitat
&ﬁﬁh completed Reviews: 0 Agreed:
{Reviewer) Un-inwvited After Agreeing: o Declined:
Terminated After Agreeing: 0 Un-inwited:
x;l;lc'” e Last Review Agreed: - Terminated:
suggested Last Review Complated: - Total Invitabiens:
this Last Rewiew Declined:
Pabizinzl Avg Days Dutstanding:
ManusCript Rating:
Rewiewer Rating:
[0 MHichelle &. Mo 0 Class matches with M5 Reviews in Progress: a Dutstanding Invitat

lames, Famnlatad B A Byl

TO CONFIGURE: In PolicyManager, go to the Submission Policies section and click the
‘Edit Article Types’ link. Then click the ‘Edit’ link for the Article Type you want to
configure. Select ‘Display’ to activate these submission steps. The journal can also
select whether the suggested/opposed Reviewers are included on the PDF cover page by
checking the appropriate boxes.

NOTE: The journal can effectively make these steps ‘required’ by specifying required
fields on the Select Author’s Reviewer Preferences page.
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Article Type Parameters New Revised Include on PDF Cover Page
Submission Submission
Editor/Author Reviewer
Set "Shon Title" Preferences: | Required Vl |Required V| O O
Set "Select Section/Category” Preferences: | Required vl |Hidden v|
Set "Submit Abstract” Preferences: | Required Vl |Hidden V|
Set "Enter Keywords" Preferences: |Re[:|uired Vl |Opti0na| V|
Set "Select Classifications” Preferences: | Required Vl |Hi|:||:|en V|
Set "Additional Information” Preferences: | Display Vl |Hidden V|
Set "Enter Comments” Preferences: |Re[:|uired Vl |Opti0na| V| /
Set "Suggest Reviewers" Preferences: | Hidden Vl |Hi|:||:|en V| F F
Set "Oppose Reviewers" Preferences: | Hidden Vl |Hidden V| O O
Set "Respond to Reviewers” Preferences: Hidden O O

On the Edit Article Type page, you may also specify the minimum number of Reviewers
the Author must suggest when submitting a manuscript with this Article Type. If you do
not want to require a minimum number, leave the value set to 0.

Edit Article Type

Article Type: |Clinical |

Masimur Article Type name is 40 characters.
Family: Regular
[0 Hide “When you Hide an Article Type, the Ardicle Type will be deactivated (not availahle for new or revised manuscripts).

O Allow file uploads from Los Alamos arfdiv server

First Subsequent
Revision Revisions

Mumber of days Author has to Set this value to zero if you
Revise Submission: do not want to use Revision Due Dates.

Author Parameters

Authors must suggest a minimum ufD Reviewers when submitting their manuseripts.

The next configuration step is to specify which fields are required when Authors suggest
or oppose reviewers. To do this, go to PolicyManager, Submission Policies, and click on
the Select Author’s Reviewer Preferences link. The First and Last Name are always
required. If the Author decides to suggest or oppose a reviewer, he cannot build the
submission PDF without filling in all of the required fields.
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¥ First Name
[ Middle Mame
¥ Last Mame

[] Degree

[] Pasition

[] Department
[] 1nstitution
] Email

] reasen

¥ First Name

[ Middle Mame

¥ Last Mame
[] Degree

[] Pasition

[] Department

[] 1nstitution

] Email

] reasen

Cancel | Submit

SELECT AUTHOR'S REVIEWER PREFERENCES

Yaou may ask Authors to suggest preffered Reviewers when subrnitting a manuscript (Suggest Reviewers), You may also ask
Authors to indicate Reviewers who should not review the submission due to conflict of interest or bias (Oppose Reviewers), all of
the fields below are displayed for the Suggest Reviewer and Oppose Reviewer submission steps, However, you can specify which
fields are required for Authors to fill in, by checking the boxes below. First and Last Mame are always required when suggesting or

opposing Reviewers, vou must then go to the "Edit Article Type' page and set the stepis) to 'Display’ for the appropriate Article
Types. You may also specify a minimum number of suggested Reviewers on the Edit Article Type page.

Suggest Reviewers Oppose Reviewers

The last step of configuration is to customize the instructions that Authors will see for the
Suggest Reviewers and Oppose Reviewers submission steps. In PolicyManager, go to
the Submission Policies section and click the ‘Edit Manuscript Instructions’ link. If you
do not wish to customize the instructions, the default instructions will be displayed.

Suggest Reviewers

Wiew Default Instructions

Oppose Reviewers

Wiew Default [nstructions
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New Submission Step: Respond to Reviewers

In EM version 4.0 and below, Authors “respond” to Reviewer comments by typing their
responses in a Word document (or some other format) and uploading the file as part of
the submission. The responses are then built into the PDF, but are not explicitly stored in
the database for further viewing in the system.

Some publications would like the Author’s response to Reviewer comments to be
explicitly stored in the database instead of solely being built into the PDF. This is
achieved with the following enhancements:

A new ‘Respond to Reviewers’ Submission Step (configurable by Article Type) can be
displayed on the Submit Revision interface. The Author can click the ‘View Decision
Letter’ link to view the decision letter, which includes the blinded comments from each
Reviewer. The Author can then respond to each Reviewer’s comments, by typing (or
copy and pasting) responses into the text box.

Insert Special Character

REVISED
SUBMISSION

Respond to Reviewers

JB1S-D-03-00812R1 . o . . 5
Please give your response to specific reviewer and editor cornments in the box below,

X To see the commments, click the "Wiew Decision Letter" link, You may select and copy
Frequently Asked Questions the cornments from there, and paste into the box below,

v |Se|ect Article Type

View Decision Letter
' [Enter Title

‘/|E“‘2"Ke‘i“"°"ds 2. I have removed all abbreviations from the Abstract.

\/|Add,-"Edit,-"Remove Authors | 1. I will nuwkber the manuscript pages as requested.

|En|:er C t

= Respond to Reviewers

Attach Files

Frevious | Mext

If the ‘Respond to Reviewers’ step is ‘Required’ on the Edit Article Type page, the
Author cannot build the revision PDF until text has been entered in the ‘Respond to
Reviewers’ text box.

Frequently Asked Questions N L £ | L0 i [ i)

Blinded ??7???sSauthor responses Blinded

\/|Select Article Type | {resubmissions only) 0 ° Manuscript ° 0
* ; *
Enter Title | Conflict of Interest 1} o Copyright o 1}
* Unblinded Title Page 1] o Upload Zip File o 1]
v |a it/ Remove Authors

¥ |Enter Keyw

A minimumn of 2 suggested reviewer(s) is required. Please go back and suggest 2
‘/lE"‘E"" \ | revieweri(s) before building vour submission PDF.

4

|Res|’°“d to Reviewers \ Response to Reviewers is missing. Tou cannot complete your submission until you have
= - entered a Response to Reviewers,

Attach Files

One ar more required itermns are missing. You cannot complete your submissian until
vyou have either uploaded all required iterns or have specified them to be delivered
offling,
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NOTE: The Author’s response to Reviewers is only available for the first revision (R1) or
greater (R2, R3, etc).

The Author has access to his own responses to Reviewer Comments in the “Revisions
Being Processed” and “Submissions With Decision” folders.

Reviewers with appropriate RoleManager permission will have access to the (blinded)
responses to all Reviewers on the “View Reviewer Comments” and “View Decision
Letter” pages.

NOTE: The Reviewer must have permission, and he must have reviewed the previous
version of the manuscript.

Close

View Reviewer Comments for Manuscript

JB1S-D-03-00812R1

*In Vivo Comparison of Thermal Chondroplasty and Mechanical
Debridement in a Long-Term Equine Model”

Click the Reviewer recormmendation term to view the Reviewer comments,

Original
Submission

(Reviewer 1)

Henry 1. Mankin, M.D'. (Reviewer 2)

(Reviewer 3)

[T = =

(Reviewer 4)

Author Decision Letter B-Revise

Authar Response to Reviewers

Close

Editors will have access to the Author’s responses to Reviewers on the “View Reviewer
and Editor Comments” page (renamed “View Reviews and Comments” in this
specification), and the “Submit Editor’s Decision and Comments” page. Further, the
existing “View Reviewer and Editor Comments” action link in Editor folders is renamed
“View Reviews and Comments”, to reflect the additional information available on this

page.

TO CONFIGURE: In PolicyManager, go to the Submission Policies section and click the
‘Edit Article Types’ link. Then click the ‘Edit’ link for the Article Type you want to
configure. If ‘Optional’ is selected, the Author is not required to respond to the reviewer
comments. If ‘Required’ is selected, the Author must respond to the reviewer comments
before building the revised submission PDF. The journal can also select whether the
Author Response is included on the PDF cover page by checking the appropriate boxes.

NOTE: The Respond to Reviewers submission step cannot be displayed for new

submissions (since there are no reviewer comments at that time).
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Set "Enter Keywords" Preferences: Required Optional  +
Set "Select Classifications” Preferences: Required Hidden +

Set "Additional Infarmation” Preferences: Display '+ Hidden +

Set "Enter Comments" Preferences: Required |+ Optional

Set "Suggest Reviewers" Preferences: Optional |+ Hidden % O O
Set "Oppose Reviewers" Preferences: Optional |+ Hidden » /D il
Set "Respond to Reviewers" Preferences: Hidden Hidden % (| |
Set "Request Editor” Preferences: Required |+

Set "Select Region of Origin® Preferences: Required |+

The next step of configuration is to customize the instructions that Authors will see for
the Respond to Reviewers submission step. In PolicyManager, go to the Submission
Policies section and click the ‘Edit Manuscript Instructions’ link. If you do not wish to
customize the instructions, the default instructions will be displayed.

Respond to Reviewers Please give your response to
specific reviewser and editor
comments in the box belaw.
To see the comments, click
the "View Decision Letter"
link. You may sSelect and
copy the comwments from
there, and paste into the
hox below.

Wiew Default Instructions Revert to Default Instructions Revert to Default Instructions

If you want reviewers to have access to the author’s response to reviewer comments, go
to the General Permissions section of Reviewer RoleManager and check the box ‘View
Author’s Response to Reviewer Comments’.

NOTE: There are no special RoleManager permissions for Authors or Editors to view the
Author’s Response.

Wiew Author Decision Letter
@ “iew Unblinded Version
O wiew Blinded Yersion
Wiew Other Reviewer's Comments to Author
Wiew Other Reviewer's Comments to Editor
[ “iew Author's Response to Reviewer Comments
[ Send Ad Hoe E-mail
Search Similar Articles in MEDLINE
Search Author Publications in MEDLINE
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Submission Item Metadata Fields Available on Submit Manuscript

In EM version 4.0 and below, the Editor or editorial staff can create metadata fields and
associate them with a specific Submission Item Family (e.g. the “Figure Number” field
can be created and be associated with the “Figure” Submission Item Family). Data can
be entered on the Transmittal Form for these fields.

These metadata fields can now be exposed to the Author so that the Author can enter data
for these fields.

For example, metadata fields for Figure Number, Figure Legend, etc. can be created and
exposed to the Author at the time the Author uploads the figure file. Any time a specific
Submission Item is selected on the “Attach Files” page of manuscript submission, any
Submission Item metadata fields which have been configured to be displayed will also be
shown, and the Author or Editor who is editing the submission can enter appropriate data.

An “Edit” link next to a previously attached Submission Item allows entry of metadata
for Submission Items that have already been attached to the submission.

NOTE: This is controlled by Article Type, so the journal must expose the Submission
Item metadata fields for each Article Type desired. In the following example, “Figure

Legend” is an Item Metadata field that has been exposed to the Author.

Insert Special Character

Please Attach Files

NEW SUBMISSION

1. Required Items are marked with a *. When all Items have been attached, click

. f 3

Freguently Asked Questions Nexber fio bt b o
2. Copyright Transfers should not be scanned and uploaded or mailed te the office;
should your article be accepted, you will be requested to mail them to the publisher at

3. You must label individual figures (i.e. Figure 1a, etc.) in the Description box below
by clicking in the box and typing over the default Description.
Add/Edit/Remove Authors
s 4. Please include with your submission any appropriate forms. Click the links below to
download these forms; Author Disclosure and Author Contribution forms are Word
documents and can be filled out in Word and uploaded with your submission.
Author Disclosure
Copyvright Transfer
Consent for Identifiable Photographs
Additional Information
Enter a Description and then click the Browse button to select the file you wish to
Select R £ o w
w upload, then click the Attach This File button.

Description I-‘]ngre 1
Figure Legend:

File Name: I Browse..

Attach This File

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

arXiv File Name:

File Name: Attach This File

Mo [tems have vet been attached for this submission.

Ner
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TO CONFIGURE: Go to PolicyManager, Transmittal Policies section, then Add/Edit
Submission Item Metadata. Add a new field, or edit an existing field. At the bottom of
the page is an ‘Options’ grid. Uncheck the ‘Hide’ box next to ‘Edit Article Type’. This
allows the metadata field to appear on the Edit Article Type page. Then go to the Edit
Article Type page, and set the Item Metadata field to be ‘Required’ or ‘Optional’ for the
New and/or Revised Submission, for each desired Article Type.

NOTE: You must also be sure that the Submission Item Metadata field belongs to a
Submission Item Family. To check this, or to assign a family, go to the Transmittal
Policies section, then Edit Submission Item Family Metadata, and then click the Edit
Metadata Field Selections link next to the appropriate Metadata Family. For example, if
the Submission Item Metadata is related to figures (i.e., Figure Legend, Figure Number)
be sure that the item belongs to the Figure Family.
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Submission Item Enhancements

Submission Item Metadata Fields can be Ordered

In EM version 4.0 and below, the Editor or editorial staff can create metadata fields and
associate them with a specific Submission Item Family (e.g. the “Figure Number” field
can be created and be associated with the “Figure” Submission Item Family). Data can
be entered on the Transmittal Form for these fields. These fields are displayed in the
order they were created.

These fields can now be ordered, so that when they are displayed to the Editor or Author,
they are shown in the desired order. In addition, the page listing the fields now indicates
whether the field is Hidden on the Edit Article Type page or the Transmittal Form.

TO CONFIGURE: Go to PolicyManager, Transmittal Policies section, Add/Edit
Submission Item Metadata. The ‘Submission Item Metadata Fields’ page will be
displayed. Re-arrange the order if desired, by typing new numbers into the ‘Order’ boxes,
and clicking the ‘Update Order’ button.

Submission Item Metadata Fields

These fields provide a master list of Submission ltem metadata which can be mapped to a specific lterm Type Family from Edit Submission ltem Farmily
Wetadata in Policy Manager. Any Submission ltem information required for production should be set up here (e.g. figure specific infarmation)

To Add & new field, enter the description and click the Add button. A field may be removed unless it has been attached to a submission.

Add

Hidden Hidden
" - on on .
Order Description Edit Article Transmittal Actions
Type Form
Figure Edit
! Murnber o Remove
Edit
2 Table Mumber O Bamove
Update ltem Order
[ Save Changes and Return to PolicyManager ]

Back to Policyhfanager Menu

Submission Item Companion Files

Companion Files are files that can be uploaded at time of submission, during Edit
Submission, or directly to the File Inventory page (was Download Files page).
Companion Files are meant to be ancillary files and are not accessible from the
submission PDF.

This is an example of the File Inventory page with both Submission Files and a
Companion File.
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Listed below are the files included in the current wersion of the latest Revision of the submission. Click the
Download link to download the individual source file, To download a zip file containing multiple items, select the
iterns using the check boxes, and then click the 'Download Zip File' buttan, The '"Check All' and 'Clear All' links
may be used to select or unselect all the files. Additional software {such as WinZip) must be installed on your
cormputer in order to unzip (uncompress) the zip file, Yiew Subrmission

Close I Save and Close I

Submission Files {accessed via PDF) Check all Clear all

Item Display on Include in Zip
Description Family File Name Last Modified Transmittal Form File

anuscript * Manuscriptl Document  Manuscriptl.txt11.8 Dec 12 2002 Errar Download
KB L1:44PM
Fiqure Figure Figure surgery.gif 92 KB Jun 7 2001 §:36FM Fass with Download ||
Warning  [Miew
Table Table Table Table 1.tif 49 KB Jun 7 2001 3:30PM Pass with v Download r
Warning  [Wiew
lauthor Reviewer * Author Reviewer Default abstract.rtf 5.8 KB Apr 23 2003 Download r
|~omment Comment 12:16PM

Companion Files {not built into the PDF)

Display on
Item Last Uploaded |QC Transmittal Include
Item Descrlptlnn Famlly Modified | By Results Form in Zip
AV AT AY File
O

Copyedied manuscrlth L1l changes have heen acceptedJ Document Restructure.doc 21 KB Jun 7 2006 Mary Download
1:10PM Frangois Hide
srith,
i< | Managing
Editor

Upload Cormpanion File

Dawnload Zip File
Check all Clear Al

NOTE: You can configure the system so that an Author can upload a Companion File,
but Companion Files are never built into the PDF that is approved by the Author, or the
PDF that is sent for peer-review. Any type of file that needs to be peer-reviewed should
not be configured as a Companion File.

NOTE: Companion files will be processed through Artwork AQC and Reference
Checking if these options are turned on.

NOTE: Companion Files can have color codes associated with them. This can be used
for version control, or as a way to identify different types of Companion Files when the
Submission Item label is not sufficient.

TO CONFIGURE: Use PolicyManager, Submission Policies, Edit Submission Items. To
define a Submission Item as a Companion File, set the PDF Handling to “Companion
File (not built into PDF)”.

You may also choose a default color code for each Companion File. When a file of this
type is initially uploaded, the color code for that file will be set to this value.
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Edit Submission Item Type

nsert Spacial Character

ltern Type IOriginaI Manuscript (F)

Itern Type Family: | Document -2

Masirourn 286 characters

Order Color
o

|
o N
|

FOF Handling: | Companion File (not built into PDF)
Impodant Note: IF 'Build Hyperink to the ftem into the POF{Tterm Not Dispiayed in POF)'is selected, there is no
restnction on the uploaded fiie's extension or content. All uploaded files are cheched for viruses

I7 Digplay with automnatic line numbering in PDF

T Include this ltem Type for Atwork Guality Checking

™ Include this ltem Type for Reference Checking

7 This Itern Type will contain moltiple citations inside a single refarence. Exampla
I7 This Itemn Type will contain reference annotations.  Example

Choose Default Color Code for Companion file Upload

Description

Mo default color

Main Submission Text
Figure Stream
OreLine only files
Editarial

Data Files

Cancel Submit

=

To configure color codes for Companion Files go to PolicyManager, Submission
Policies, Configure Color Codes for Companion Files. Here you can build a list of color
codes that can be selected on the Edit Submission Item page.

Configure Color

Order Color RGB #
[ | no3sce
[ | £C0000

Mew Caolor Code:

Confidential — Subject to change — Copyright © 2006, Aries
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[Enter RGE color code ar choose with the calor picker]

Codes for Companion Files

Description

Complete

Urgent

#339900 Choose Color

Insert Special Character

Mew Color Code Description: I

Maimurm 256 characters

Listed below are the color codes that may be assigned automatically when cormpanion files are uploaded. You may specify a 'default’ color (or No default
color) for companion files on the Edit Subrission e Type page in PolicyManager.

Color codes can also be modified after the companion file has been uploaded. Editor and Publisher Roles with permission to 'Upload, Hide and Restore
Companion files' can change the color associated with a companion files on the Change Color Code page

m
=

Remove

Im
=3

Bemove

#FFFFFF

Systems Corporation.
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PDF Enhancements

Line Numbers included in PDF

This feature will allow the Reviewer and Author/Editor PDF to be line numbered. The
line numbering is configured by Submission Item. If a Submission Item is configured to
display line numbers, then the PDF pages where this Submission Item appears will be
numbered from 1-66 (for portrait layout) and 1-50 (for landscape layout).

This means that the Reviewers and Editors can refer to specific line numbers when
submitting comments.

Here is an example of a PDF with line numbers:

ambient air concentrations relate to population exposure.

Key-words: PM 5, PMjg, NOs, personal exposure. ambient air quality monitoring.

Funding sources

We provide the formal assurance that any studies invelving humans and experimental animals were

conducted in accordance with national and institutional guidelines for the protection of human

subjects and animal welfare.

Introduction

Several epidemiologic studies suggest that the risk of lung cancer is increased among populations

living in geographical areas affected by air pollution (Barbone et al., 1995; Beeson et al..1998:

r
J e e P N PO e P N T I N P S Pe = R I T RV R e

WL BRI B I L3 B3 RD B3 LD )

Laden et al.. 2001: Nyberg et al.. 2000: Pope et al., 2002). Fine particles were significantly

31
33 associated with the risk of cancer in the extended follow-up of the Six Cities and ACS cohorts
34
el (Laden et al.. 2001; Pope et al., 2002). The carcinogenic potency of particles may be partly due to
36
37 the genotoxic compounds they convey, such as some metals (Fernandez et al., 2001: 2002) and

9 . . .
i.‘ Polycyelic Aromatic Hydrocarbons (PAHs) (Ares et al., 2000; Burgaz et al., 2002: Iwai et al.. 2000:
41 )
42 Kyrtopoulos et al., 2001: Spinosa <t al., 1999).
43
44 These epidemiologic studies of long term effects of air pollution assessed exposure using
45
25 measurements by outdoor fixed-site monitors. Several studies aimed at evaluating the link between
48 . . . . .
49 PM (Particulate Matter) personal exposures and PM ambient air concentrations measured by the air
51 quality networks, and this issue is a priority of the PM research agenda in the U.S. (Lippmann et al..
33 2003). Some studies on PMip and PM» 5 found weak cross-sectional associations between individual
54
55 . . . -
;6 short term exposures and ambient air levels (Lioy et al.. 1990; Clayton et al.. 1993: Ozkaynak et al..
5é 1996: Pellizzari et al., 1999: Boudet et al., 2000; Linaker et al., 2000). However, these associations
59
€0 may vary according to the type (and origin) of particle air pollution. In a study in Basel (Oglesby et
61 4
62
€3
€4
€5

T = = =
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TO CONFIGURE: Go to PolicyManager, then to Edit Submission Items, and click ‘Edit’
next to an existing Submission Item (or add a new one). Check the box ‘Display with
automatic line numbering in PDF’.

Edit Submission ltem Type

nsert Special Character

[tem Type: |Manuscript (incl. title, auth, corr.auth., demographics, references, legend, tables, references)
Maximum 256 characters

[tem Type Family: IDefauH 'I

PDF Handling: | Build ltem into PDF ﬂ

Important Note: If Build Hyperlink to the Item into the PDF(lfem Not Displayed in PDF)' is selected, there is no
restriction on the uploaded file's extension or content. All uploaded files are checked for viruses.

2 Display with automnatic line numbering in PDF
™ Include this ltem Type for Attwork Quality Checking

¥ Include this ltem Type for Reference Checking
™ This ttem Type will contain multiple citations inside a single reference.  Example
™ This ttem Type will contain reference annotations. Example

Cancel Submit |
Hyperlinks Included in PDF

This feature allows hyperlinks, included in source files, to remain as hyperlinks in the
Reviewer and Author/Editor PDFs.

RD_EM_DEMO-5-06-00019[1 ].fdf

References

1. Cohen P. Protemn kmases-the major drug targets of the twenty-first century. Nat Rev
Drug Dascov, 2002;1:309-315 Medline. doa:10.1038/nrd773

2. Dancey J, Sausville EA. Tssues and progress wih Looiein kmmase mbabitors for cancer
treatment. Nat Rev Drug Discov, 2003;2-:96-313 Medlme doi 10,1038 1rd1066

3. Daub H, Godl K, Brehmer D, Klebl B, Miller . T ~tanon of kinase inhibitor
selectvaty by chemical proteomues. Assay Drug Dev Technol. 2004:2:215-224
Medline. doi:10 1089/1 54065804 323056558

4. Davies 5P, Reddy H, Caivano M, Colien P. Specificity and mechanism of action of
some commonly used protein kinase inlubaters. Brochem J. 2000:351:95-105
Medline. doi:10 1042/0264.6021:3510095

18 5. Ban J, MeLauchlan H, Elhott M, Cohen P. The specificities of protein kinase

19 inlubitors: an wpdate. Biochem J. 2003;371:199-204 Medline

0 doi:10 1042 BI20021535
6. Fabian MA, Biggs WH, Treaber DE. et al A small molecule-kinase mteraction map

-

"
S T S R T - O [ T I R

- for clinical kinase inhibators. Nat Biotechnol. 2005.23:329-336 Medline.

24 ol

25 7. Becker F. Murtha K. Smuth €, et al. A three-hvbid approach to scamung the protecimns
26 for targets of small molecule kinase mbubators. Chem Biol. 2004,11:211-223 Medline.
27 don:10.1016/51074-5521 (041000288

28 s .

In particular, manuscript PDFs can be re-built by Editors to include eXtyles generated
links to PubMed and Crossref. This means that the PDF created by EM can more closely
approximate to a final manuscript with a linked bibliography. Prior to this enhancement,
the links were visible, but were not active hyperlinks.

CONFIGURATION: No configuration is necessary to enable hyperlinks in PDF.
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Technical Check for New/Revised Submissions

For some publications, the staff performs a “technical check™ for all new submissions and
revisions. The technical check involves ensuring that the submission conforms to the
standards set by the publication, and includes all the information the publication requires.
To accommodate this need, Editorial Manager is enhanced with a “Technical Check”
feature.

The feature is implemented as follows:

PolicyManager is enhanced with a ‘Configure Technical Check’ page. This page
allows the journal to enable technical checking, and create customized
instructions or a checklist.
If Technical Checking is enabled, new submissions are initially sent to a new
folder entitled “New Submissions”. The Editor or staff can then perform the
technical check and either send the submission back to the Author (existing
functionality), or forward the submission to the existing folder “New Submissions
Requiring Assignments”. For revisions, a “Revised Submissions” folder is
created. This allows the journal office to perform the technical check and then
send the revision back to the Author, or forward to the “Revised Submissions
Requiring Assignments” folder. These new folders are visible for those Editors
who have the RoleManager permission “Perform Technical Check™ (a sub-
permission of “Receive New Submissions in the ‘New Submissions Requiring
Assignments’ Folder”).
The Manuscript Details, Production Details, and Search Submission pages are
enhanced to allow the viewing/entry of the Technical Check information.
New merge fields are added:
o %TECHNICAL COMMENTS TO AUTHORY% - pulls in the latest entry
in the Technical Comments to Author field for the latest revision.
o %TECHNICAL NOTES % - pulls in the ‘Technical Notes to Editor’
(from the DOCUMENT table).
Fields are added to the custom report view ‘Manuscript Status History View’
o Date Technical Check Completed — gives most recent technical check
completion date.
o Technical Notes — displays the Technical Notes to Editor
o Manuscript Notes — displays the existing field ‘Manuscript Notes’.
Fields are added to the custom report views ‘Authors and Submissions View’ and
‘Editors and Submissions’ view
o Date Technical Check Completed — gives most recent technical check
completion date.
o Technical Notes — displays the Technical Notes to Editor
o Note: these views already include the ‘Manuscript Notes’ field.
Additional items are added to the Journal Accountability report, to allow the
journal to measure the time interval between submission and the technical check
completion date, and the technical check completion date and Editor assignment
date.
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New Manuscripts Submitted but Technical Check not yet complete
Revisions Submitted but Technical Check not yet complete
Submission to Technical Check Complete (average number of days)
Technical Check Complete to Editor Assignment (average number of
days)

O O O O

If a journal is using the “Direct-to-Editor” function, the Technical Check feature is not
available for those Editors, and the Editor continues to receive new submissions in the
“Direct-to-Editor” folders.

Perform Technical Check popup window:

Technical Check for DEMO-05-130
Test submission Title for the DEMO Site
Original Submission
View Submission

Technical Check History

[Customized instructions go here. JPerform the checks shown below.
the = <ion to the Author for modification. If the submission pass
Close’ button

he submission |ar|< one or more of the checks, click the 'Send Back to Author’ button to return
the checks, select 'Technical Check Complete’ (radio button below) and click the 'Save and

» Is the L:}p,r-rg?-t F:er filled out?
+ Are all Authors i ith appropriat te affilications?
+ Are the figures in .hf correct format?

® Technical Check Incomplete
' Technical Check Complete

Cancel ‘ | Send Back to Author | ‘ Save and Close

Technical Comments to Author

Insert Special Character | Open in New Window

Technical Notes

Insert Special Character | Open in New Window

View Submission
Technical Check History

Cancel ‘ | Send Backto Author | ‘ Save and Close
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TO CONFIGURE: Go to PolicyManager, Submission Policies section, ‘Configure
Technical Check’. Select the ‘Enable Technical Check’ checkbox, and type any
instructions into the Custom Instructions box, and click the ‘Submit’ button.

Configure Technical Check

When the Technical Check is enabled, new submissions are sent to a 'Wew Submissions’ folder instead of directly to the 'New Submissions Requiring
Assignments’ folder. Revised submissions are sent to a ‘Revised Submissions’ folder instead of directly to the ‘Revised Submissions Requiring Assignments’
folder. Note: this feature cannot be used for submissions that go directly to an Editor (Direct-to-Editor).

The Instructions box allows you to add instructions that will appear at the time the Technical Check is performed. HTML tags may be used
I Enable Technical Check

Cancel Preview Submit

Instructions: Insert Special Character Open in New Window

Please perform the technical check as directed by the following: <a href="§">Tech Check Steps link</a>. <b><font
color="red">Do not move the submission forward until all the technical check steps have been completed!</font></b> THese are
the steps:

<ol¥Ensure that all required Submission Items are present</ol>»

<ol>Review the artwork quality</ol>

<0l>5pell Check the manuscript</ol>

<ol>Edit the submission and rename the files</ol>

<ol>5et the Technical Check to Complete</ol>

Cancel Preview Submit

Go to RoleManager and give the desired Editors the permission to ‘Perform Technical
Check (submission received in ‘New Submissions’ folder)’.

NOTE: The Editor must also have (or be given) permission to ‘Receive New
Submissions in the New Submissions Requiring Assignments’ folder.

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation.

ditorial
anager’

55
NOT FOR USE OUTSIDE OF ARIES



Send Back to Author Changes

The “Send Back to Author” feature is enhanced as follows:

The Editor or staff person can choose from multiple letters when sending the
submission back to the Author. The letters may be customized before sending. A
new “Communications to Author” Letter Family is established to support this
feature. At upgrade, the letter currently associated with the ‘PDF Sent to Author
for Approval by Editor’ event (for the Author) is automatically classified into this
new family.

o A new merge field % TECHNICAL COMMENTS TO AUTHORY% is
available for this letter and pulls in the latest entry in the Technical
Comments to Author field for the latest revision.

o NOTE: The Technical Comments to Author field may be populated as part
of the new ‘Technical Check’ feature.

The Author Main Menu is enhanced with two new folders for submissions sent
back to the Author: “Submissions Sent Back to the Author” and “Revisions Sent
Back to the Author”.

NOTE: The ActionManager event “Submission Sent to Author for Approval by Editor”
in the Editor Edits Submission section has been changed. The new name for this event is
“Submission Sent Back to Author” and the status expression is “Sent Back to Author”.
This event no longer has a configurable status, however, the text of the status (status
expression) can be edited in PolicyManager, Edit Document Status.
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E-mail Notifications for Proposals and Commentaries

When a new submission or new revision is submitted to Editorial Manager, the editorial
staff person who receives the new submission must assign an Editor to handle that
submission. The act of assigning the Editor creates a ‘special relationship’ between the
journal staff person and the submission. The special relationship means that the journal
staff person is “attached” to the submission, even if they are not “assigned” to the
submission.

This journal staff person (who assigned the first Editor) is now able to receive
correspondence allowing them to monitor the progress of the submission through the peer
review process. This correspondence includes any letters configured in ActionManager
for their role for the following events:
o Editor Invited for Assignment
Editor Agree to Assignment
Editor Declines Invitation of New Submission
Editor Declines Invitation from an Editor
Editor Assigned (Not Invited)
Editor Assigned Notification
Undo Editor Assignment Notification
Request Unregistered Reviewer
Reviewer Invited
Reviewer Agree
Reviewer Decline
Review Assignment Completed
Required Reviews Complete
Editor Decision

O O O O O OO O 0O 0O 0O O0O O0

Even if the assigned Editor assigns another (subordinate) Editor, the journal staff person
who assigned the first Editor will continue to have the ‘special relationship’ with the
submission. This sort of special relationship does not exist for any events other than those
listed above.

In EM version 5.0, this ‘special relationship’ has been extended to certain ActionManager
events related to Proposals and Commentaries.

Proposals
If a letter is set up to go to the Editor Role of the person who assigned the first Editor on
a Proposal, only that person will receive the letter, not everyone assigned to the Editor
Role. This correspondence includes any letters configured in ActionManager for their
role for the following events:

o Invite Authors for Proposal

o Un-Invite Authors

o Author Agrees to Invitation

o Author Declines Invitation

o Final Disposition — Completed Proposal
Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation.
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o Final Disposition —Withdrawn Proposal

EXAMPLE: There are 2 people with the Editor Role ‘Journal Staff” at journal XYZ:
“Bob” and “Sue”. “Sue” creates the proposal and assigns the first Editor — “Ed” to the
proposal. In ActionManager, a letter is configured to go to the ‘Journal Staff” at the
Author Invited event. When “Ed” invites an author, “Sue” is the only journal staff person
to receive the letter, because she is the person who assigned the first editor. “Bob” does
not receive the letter.

Commentaries
Both the Editor who assigned the first Editor (usually the journal staff person) and the
handling Editor on the parent submission (the submission on which the commentary is
being requested) should be able to receive letters configured for their Role for the
following events:

o Solicit Commentary on Submission
Un-Invite Authors
Author Agrees to Invitation
Author Declines Invitation

O O O

EXAMPLE: There are 2 people with the Editor Role ‘Journal Staff” at journal XYZ:
“Bob” and “Sue”. “Bob” assigns the first Editor “Ed” to a regular submission. “Ed” then
clicks the Solicit Commentary link, to invite some Authors to comment on the paper.
“Bob” receives the e-mail configured for ‘Journal Staff” for the ‘Solicit Commentary’
event (if a letter was configured for this event). “Sue” does not receive the email because
she does not have a special relationship with this submission.

Customizable Flags for Submission Records

In EM version 4.0 and below, small icons (“flags”) may be used in particular situations to

indicate different things. The following flags are currently used in the system:

1. KF flag (%) - This icon is displayed next to people names on various pages.
Clicking the KF icon launches a Knowledge Finder search in a new pop-up window
using the person’s name.

2. Manuscript Notes flag (*) — This flag can be turned on/turned off by Editors with
appropriate RoleManager permission. It allows Editors to enter Manuscript Notes for
a particular submission, and turn on the flag to alert other Editors so they will be sure
to read the notes. When the other Editor has read the notes, the flag can be turned off.

3. Duplicate Submission Check (&) — If the journal uses the Duplicate Submission
Check feature, and an Author has submitted a new manuscript within the set number
of days (specified in PolicyManager), this symbol appears next to the Author's name
in the Editor folders “New Submissions Requiring Assignments”, “Direct-to-Editor
New Submissions” and “New Assignments”.
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The system now supports customizable flags, allowing publications to configure their
own flags for any number of uses. Following are some practical examples of how a
Submission Flag might be used:

J When a manuscript is ready for an Editor’s decision, the journal office
might attach a ‘Ready for Decision’ flag, so the Editor is prompted visually
that all reviews are in, and it’s time to make a decision.

o An Editor in the process of entering his comments on the Submit Decision
page may need to leave his computer and come back later. He might set the
‘Decision in Progress’ flag to remind himself that he has already started
working on this decision, and needs to finish it later.

To achieve this objective, the following enhancements are added to Editorial Manager:

1. The publication can create Submission Flags by customizing the name and
choosing a flag from a matrix of nearly 400 flags in PolicyManager.

2. A Submission Flag is ‘set’ manually by users (with ‘Turn On Submission Flags’
permission) on the new Submission Flags pop-up, accessible from the Details
pages (Manuscript Details, Production Details and Proposal Details).

3. Once a Submission Flag is displayed, Editors and Publishers with permission to
‘View Submission Flags’ will see the icon(s) next to the Details link in the Action
column of all Editor and Publisher pages where the Details link (or Manuscript
Details or Production Details) is currently displayed.

4. The flag is displayed for a particular submission until another user (with ‘Turn
Off Submission Flags’ permission) manually unsets the flag on the Submission

Flags pop-up page.

NOTE: The Custom Flag enhancement requires that your browser have an installed font
that includes Unicode characters (Arial Unicode MS). Most Windows and Macintosh
machines have this font installed. Windows installations that have an older version of
Office (e.g., Office 2002) may not have the necessary Unicode font installed. Without
this font some of the flag characters will appear as square boxes. An alternative
shareware font that you can install is available at the following URL:
http://home.att.net/~jameskass/code2000 page.htm. The package available from the site has
clear installation instructions. Note that this is shareware, and that any transaction is
strictly between you and the Author of the shareware.

NOTE: Since flags are displayed for Editor and Publisher Roles only, improper flag
display is not an issue for the ‘general’ population (Authors and reviewers).

The Manuscript Details page is enhanced with a ‘Link to Submission Flags’ action link,
which is displayed under the following conditions:

e User has permission to ‘Turn On Submission Flags” OR One or more flags are
currently displayed for the submission, and the user has permission to ‘Turn Off
Submission Flags’ OR

e User has BOTH permissions (‘Turn On Submission Flags’ and ‘Turn Off
Submission Flags’).
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http://home.att.net/~jameskass/code2000_page.htm

NOTE: The ‘Link to Submission Flag’ link is also displayed on the Proposal Details page
and Publisher Details page, according to the above permissions.

Classifications: BASIC SCIEMNCE; RECONSTRUCTION
Ed Editar
Requested Editor: Gene Hackrman

Dewvang Shah
Initial Date

Submitted: Apr 1z, 2008
Status Date: Apr 12, 2006
Current Status: Editar Invited
Transmittal Form: Link to Transrittal Form
Final Disposition: w

P0G EEpTEng Ed Editar, Editar-in-Chief

Editor:
Abstract:
Taop
This is the abstract for my article.
Submission Flags: Link to Submission Flaqs/
Manuscript Notes:
Top

0 Display Manuscript Notes Insert Special
Flag Character

Clicking the ‘Link to Submission Flags’ link opens the new Submission Flags pop-up.
The instructions and options available on this page vary, depending on the user’s
RoleManager permissions. If the user has permission to ‘Turn On Submission Flags’
only, he can check off one or more boxes to display the flag for the submission. Flags
already displayed on for the submission are listed with a checkmark gif.

Submission Flags - Manuscript Number JB1S-D-03-01161
"GLOBAL CORE RECOMMENDATIONS FOR A MUSCULOSKELETAL
UNDERGRADUATE CURRICULUM"”

Check the box of the flag{s) you want to display for this submission, Once a flag is enabled, the
flag is displayed next to the 'Details' link an all Editor and Publisher pages (if the user has
RoleManager permission to "Wiew Subrission Flags'). The flag will remain displayed for this
submission until someone turns off the flag {unchecks the box), When the box is unchecked, the
flag is no longer displayed for this submission,

isplay Flag FlagName |

i Great Article - Likely to be Accepted
¥ Another Flag

&1 Enter More Motes Later

O« 0O

Ready for Decision

Cancel Subrnit
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If the user has permission to ‘Turn Off Submission Flags’ (but not permission to ‘Turn
Off Submission Flags’), he can uncheck (turn off) any flags that are currently displayed
for the submission.

SUBMISSION FLAGS - MANUSCRIPT NUMBER STACEYTESTS50-D-
06-00006 "VERY IMPORTANT ARTICLE."”

Uncheck the box of the flag{s) you do not want to display for this submission. Onee the box is
unchecked and you click the 'Submit' buttan, the flag is no longer attached to this submission.

[isplay | Flag Flag Name

Great Article - Likely to be Accepted
&1 Enter More Notes Later

Ready for Decision

Cancel Subrnit

If the user has both permissions (‘Turn On Submission Flags’ and ‘Turn Off Submission
Flags’), he can display or turn off flags for the submission.

SUBMISSION FLAGS - MANUSCRIPT NUMBER STACEYTESTS0-D-
06-00006 "VERY IMPORTANT ARTICLE.”

Check the box of the flag(s) vou want to display for this submission. Once a flag is enabled, the
flag is displayed next ta the 'Details' link on all Editar and Publisher pages {if the user has
RoleManager permission to "Wiew Submission Flags').

Uncheck the box of the flag(s) you do not want to display for this submission. Once the box is
unchecked and you click the "Submit' buttan, the flag is no longer attached to this submission.

[isplay |Fiag|Flag name

O Great Article - Likely to be Accepted
&4 Enter More Motes Later

Ready for Decision

Cancel Subrnit

NOTE: One or more flags can be displayed for a single submission.

Once a flag is displayed for a submission, it is displayed next to the ‘Details’ link on all
Editor pages where the ‘Details’ link is displayed.
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= Action H
Miew Submission
Details €1 &9

Histary
File Inventory

SEARCH SUBMISSIONS - SEARCH RESULTS

Manuscript Humber CONTAINS '000&"

Save Search

Search Again

Page: 1 of 1 {11 total submissions)

Manuscript

Number

AV

STACEYTESTS0- Clinical

D-06-00006

Very important  Article

article,

hello;

Classifications

1.30000 BASIC
SCIEMCE 1.50000
RECONSTRUCTION

3

NOTE: Flags are also displayed next to the ‘Proposal Details’ link (in the Proposals
Menu) and the ‘Production Details’ link (in the Production Tracking Menu).

W

NOTE: There is no history captured in the database of when a flag is turned on or turned

off for submission records.

TO CONFIGURE: Go to PolicyManager, then to the General Policies section, and click
the ‘Create Customized Flags’ link. Click the ‘Add’ button to create a new flag.

‘Details' action link is displayed.

Create Customized Flags

There are no Sul

Flags defi

Subrnission Flags can be attached to submission records on the Submission Flags page (accessible from the ‘Details' page). YWhen a flag
is displayed for a subrmission, it is visible to Editors and Publishers (with appropriate RoleManager permission) on all pages where the

Enter the Flag Name, and then select the desired icon. There are nearly 400 flags to
choose from (a partial listing is shown below).

Flag lcon:

Add Customized Flag

Cancel

nsert Special Character

Flag Name:

Maxiraurmn 256 characters
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Please enter the Flag Mame and choose an icon from the matrix. Editors and Publishers with RoleManager
permission to Turn On Subrmission Flags' and Tum Off Submission Flags' can displayfurn off Submission

Flags for any manuscript on the Submission Flags page {accessible from the Details page). YWhen a flag is
attached to a submission, it will be displayed next to the ‘Details’ action link on all pages where the Details’
link is displayed (Editor and Publisher Roles must have permission to “iew Submission Flags'
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Once the flags have been created, they are listed on the Create Customized Flags page.
You may update the item order to change the order in which the flags are displayed on
the Submission Flags page.

You can Remove a flag, as long as it is not currently displayed for any submissions.

NOTE: If you remove a flag (e.g. purple exclamation point for ‘Time to Make a
Decision’), that particular icon can be re-used for another flag in the future.

Create Customized Flags

Submission Flags can be attached to submission records on the Submission Flags page (accessible fram the ‘Details’ page). When a f
is displayed for a submission, it is visible to Editors and Publishers (with appropriate RoleManager permission) on all pages where the

Details' action link is displayed.

Order Flag Flag Name

Great Article - Likely to be

! Accepted Remave Edit

2 &9 Enter More Notes Later Rermove Edit

3 Ready for Decision Remove Edit

Update lter Order

You can click the ‘Edit’ link to change the Name of a flag, or change the icon associated
with a particular Flag Name.

NOTE: If you change the icon associated with a Flag Name (e.g. change ‘Ready for
Decision’ from a blue star to a green checkmark), the icon will immediately be visible on
submissions that are currently displaying the ‘Ready for Decision’ flag.

You can also ‘Hide’ a flag or ‘Turn off flag throughout the system’ on the Edit
Customized Flag page. When a flag is hidden, it can be viewed and turned off, but
cannot be displayed for any new submissions. Once the flag is turned off (but it is still
hidden), it cannot be displayed for any new submission records. If the journal ‘un-hides’
the flag, it can be displayed, turned off and viewed once again.

If you ‘Turn off flag throughout the system’, the flag is removed from all submissions to
which it is currently attached. If the journal wants to remove the flag from all
submissions AND not allow the flag to be attached to new submissions, the user should
check both the ‘Turn off flag throughout the system’ checkbox and the ‘Hide’ checkbox.
Note there are some circumstances where the journal might want to turn off the flag
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throughout the system, but not necessarily hide it for new submissions. Hence, there are
two separate checkboxes.

] LR - B - e ik OV VEVEYEY
1] QD0 0VONONOOBOEO 3] ® 666
4] O000OHOBHOOOOO 6] G 6006
7] OO OHODOHDOBOHOOO 19 19 IS O I O
0] OO OO

Hide YWhen you Hide a flag, the flag cannot be turned on for new submissions, but will continue to display on existing

\ | subrnissions {until it is turned off by a user with appropriate permission).
Turn off flag throughout the system YWhen you turn off a flag throughout the systern, the flag will be removed from all

subrnissions to which it was attached.

/ /
m/ea@eeo

The next step is to grant Editor and Publisher Roles permission to View, Turn On, and/or
Turn Off submission flags. To do this, go to the new Flag Icons section of Editor
RoleManager and Publisher RoleManager, and check the appropriate boxes for the roles
you wish to grant these permissions to.

= Flag lcons
[ “iew Submission Flags
[ Turn On Submission Flags
O Turn Off Submission Flags
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Action Link Changes

View Reviews and Comments

In EM version 4.0 and below, the action link to ‘View Reviewer and Editor Comments’
is extremely lengthy. This link is renamed ‘View Reviews and Comments’ on all pages
where this link is displayed.

Page: 1 of 1 {2Z total submissions) Display [50 | results per paq

Manuscript| Article Article Author Initial Date | Status
Number Type Title Name Submitted |Date
2 Action AW AW AV AV AV AV

Wiew Submission

Cetails History

File Inventory

Edit Subrnission
Classifications

Assign Editor

Invite Reviewers

Solicit Commentary

Miew Reviews and Comments
Similar Articles in MEDLINE
Search in Google.com
Search in Pubmed

Search OWID MEDLINE Cartilaginous Avulsion of
Google Scholar the Fernoral attachrment
Scirus -Author Search T P of the Anterior Cruciate v anii -

The page header is also renamed, to reflect the more concise name.

Close

Yiew Reviews and Comments for Manuscript

JBl5-D-03-01161

“GLOBAL CORE RECOMMENDATIONS FOR A MUSCULOSKELETAL
UNDERGRADUATE CURRICULUM™

Original Submission

Click the recornmendation term to view the comments for the submission.

Wiew Manuscript Rating Card

Original
Submission

Joseph Bernstein, M.D. (Reviewer 1) Agreed to Review
Peter 1. Stern, MO (Reviewer 2] Agreed to Review
Stuart L. weinstein, M.0. (Reviewer 3) c+

Meg Rvan (Reviewer 4} Agreed to Review

Gene Hackrnan, M.D. (Editor-in-Chief)

Author Decision Letter

Anthony Derek woolf, BSc MBBS, FRCP  {Author)

Close
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File Inventory
The current “Download Files” link has been renamed “File Inventory” and can be
configured to show both Submission files and the new Companion Files.

Yiew All Assigned Submissions - John Maclohn
Contents: This page lists all submissions that have been assigned to an Editor, for which the Editor's decision has not yet been made. This includes

submissions with invited Reviewers, submissions out for review, submissions requiring a decision, and submissions which have a subordinate Editor's
decision but not a decision from the top Editor in the decision-making chain.

Page: 1 of 1 {14 total submissions) Display m results per page.

Manuscript 2 3 Article Author
Number Ie Name

iew Submission

Details Subrnitting —
Histary toa
Journal; an
Classifications
Undo Editor A T+ rroduction assessment L, May 22 May
Undao Editor AssigeetEnt Production John May 22, y .
—‘_F\Ie Inventor I4TZST Test of the aclohn 3006 2z, with Editor | Arnold Editor
fle lnventory rnajor 2006
Edit Submission N
- on-ling
In Reviewers subrnission
Solicit Cormrmentary
systems,

Notify Editor

estweb.editorialmanager.com - File Inventory - Mozilla Firefox (=] P33}

Cila Teuamb
<

ile Inventory

John Maclohn (UNITED KINGDOM): "Test good”

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

Yiew Submission

Close Save and Close
% Download Zip File

Check All Clear All

Submission Files (accessed via PDF)

Item Family M Last Modified m Display on Transmittal Form m Include in le File

Abstract | Abstract Default tablel tif 114 MB  Apr 13, zood Pass [Wiew Download

isplay on Include
ploaded | QC ransmittal in 2i
¥ Results | Form Action Fi

Companion Files (not built into the PDF)

Item Last
Item Description Fai e Nam Mo

PROOF-This
In-House proof frowm DTP system isa John
Test Proof () - rnanuscript May 13,  Maclohn, Downlosd
2 Pracf F) DORUMENt it o really ** KR zoos | Editorial Hide r
obwious Office
title.doc

Upload Cornpanion File
Download Zip File

Check All Clear all

Close Save and Close

‘ Daone ‘ Adblock 2

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
either of the permissions “Download Companion Files” or “Upload and Remove
Companion files”

B Edit Submission
W' Edit Submission Before Decision
W Edit Submission After Decision and Final Disposition
W Download Source Files
3 ¥ Download Companion Filas
¥ Upload, Hide and Restore Companion files

W Assign Manuscript Classifications
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Production Notes Field on Details

A new “Production Notes” field can be displayed on the Details page for Editor and
Publisher roles. This notes field can be used to enter instruction or other notes that might
be of interest to the production department.

Manuscript Notes:

r Display Manuscript Notes Flag Insert Special Character

Production Status: In Production

Production Notes:

Blinded Editors: Blind Editors

EDITORS

NOTE: The Production Notes field is not yet available for inclusion on the Transmittal
Form.

TO CONFIGURE: To allow a user to view the “Production Notes™ field, use
RoleManager, and edit the desired Editor or Publisher role. Set the permissions “View
Production Notes on Manuscript Details” and “Edit Production Notes on Manuscript
Details”.

= General Searching and Viewing
¥ Search Al Manuscrits
[ Search Only Assigned Manuscripts
¥ Tum On Manoscript Motes Flag
¥ Tum Off Manuscript Motes Flag
I “iew Production Mates on Manuscrigt Details

¥ Edit Production Motes on Manuscript Details
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New View Option on History

In version 4.0 History has two sections, Status History and Correspondence History.
Status History shows a timeline progression of the submission as it moves from status to
status, with Document Status and Edit Submission Status displayed in chronological

succession.

A new view is added to the standard History view. This new view, called Status Type
View, separates the Document Status from the Edit Submission Status (and Production

Status if Production Tracking is enabled).

This example shows the Timeline View with the option to switch to the Status Type

View. Note that Status History is a single section.
History for Submission Number 1258

tatus History Correspondence Histor

Switch to Status Type View

Close

STATUS HISTORY

status Date Document Status | Edit submission Status [ status Days | Role Family @

Jun 7 2006 12:04PM Editor Approved Edited Submission - EDITOR 0 Mary Frangais Smith, Ph

un 7 2006 12:01FM Mesds Editor Approval EDITOR ] Mary Francois Smith, PhD!

Jun 7 2006 11:594M Building PDF for Editer EDITOR 0 Mary Frangais Smith, PhD:

un 7 2006 11:584M Incomplete with Editar EDITOR ] Mary Francois Smith, PhD!
Duncan Webber, Ka

Apr 7 2006 9:408M  Recsived by Journal 61 EDITOR ] [rraciod by Mary Eransois Smith, PRD]
Duncan Webber, K3

Feb 23 2004 12/45PM  Needs Appraval 774 AUTHOR 0 e e (]
Duncan Webber, Ko

Feb 23 2004 12142PM  Building PDF AUTHOR ] [Pracie by thamy Author, MD]

Feb 23 2004 12:38PM  Incomplete AUTHOR, 0 Dunean Webber, K3

[Froxied by Anthony Author, MD]

CORRESPONDENCE HISTORY

e O S N

This example shows the Status Type View with the option to switch to the Timeline

View. Note that Status History is split into two sections.
History for Submission Number 1258

tatus History Edit Submission History Correspondence Histor

Switch to Timeline View

Close

STATUS HISTORY

Duncan Webber, kK9

fpr 7 2006 9:404M Received by Journal 51 EDITOR [Provied by Mary Francais Smith, PhD]
Duncan Webber, K3
Feb 23 2004 12:45FM Needs Approval 774 AUTHOR a [Proxied by Anthony Author, MD]
. Duncan webber, K9
Feb 23 2004 12:42PM Building PDF AUTHOR o [Praxiod by Anthony Author, M1
Feb 23 2004 12:38PM Incomplete AUTHOR a Duncan Webber, K

[Proxied by Antheny Author, MD]

EDIT SUBMISSION STATUS HISTORY

Status Date Edit Submission Status Status Days Role Family m

Jun 7 2006 12:04PM Editor Approwed Edited Submission EDITOR 0 Mary Frangais Smith, PhD

Jun 7 2006 12:01PM Needs Editor Approval i EDITGR 0 Mary Frangois Smith, PhD

Jun 7 2006 11:594M Building PDF far Editar 0 EDITOR a Mary Frangois Srith, PhD

Jun 7 2006 11:58AM Incomplete with Editor 1] EDITOR 1] Mary Frangaois Smith, PhD
CORRESPONDENCE HISTORY
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Terminate Reviewer and Editor Changes

In EM version 4.0 and below, an Editor can make a decision without waiting for the
subordinate Editor to submit his decision, and without waiting for outstanding review
assignments to be completed. The Editor “terminates” these parties by clicking the
‘Terminate Outstanding Assignments and Proceed’ button on the “Submit Editor’s
Decision and Comments” page.

In EM version 4.0 terminated parties are not notified by the system, and are often not
aware that they have been terminated. A Reviewer might log in to submit his
recommendation, or an Editor might log in to submit his decision, and discover that the
assignment has ‘vanished’ from his folders.

NOTE: It is important for journals to understand the difference between un-inviting a
Reviewer, and terminating a Reviewer from a review assignment. The system maintains
separate statistics for ‘un-invitations’ and ‘terminations’. These statistics are captured for
every assignment for which a Reviewer is invited, and are visible on the person’s people
record and in reports permanently.

In general, it is recommended that an Editor trying to make a decision (while a Reviewer
still has an outstanding assignment) should un-invite the Reviewer first. This ‘closes out’
the open review assignment, and the un-invited statistic is captured in the database.

Journals would likely want to un-invite a Reviewer who is taking too long to complete an
assignment, and it is generally deemed ‘friendlier’ than terminating a review assignment.

Terminate represents a ‘harsher’ termination method, as opposed to un-inviting. In either
case, journal staff should be aware that the statistics are captured, and are used to
calculate performance statistics for individual Reviewers and the overall journal.

In this enhancement, a new RoleManager permission allows journals to control which
Editor Roles have permission to terminate outstanding Reviewer and Editor assignments.
When an Editor attempts to terminate an assignment with a Partial Review Saved or a
Partial Decision Saved, an alert will be displayed, further noting that the Editor should
seriously consider whether or not he wants to terminate a recommendation or decision
that has already been started.

Terminate Outstanding Assignments for Manuscript Number JB1S-D-03-01186
“Avascular necrosis of bone : early onset during treatment of Severe Acute Respiratory Syndrome
(SARS)”

Reviewers

Reviewsr Kirby Hitt, M.D. has not respanded to the revisw invitation,
Reviewer Marvin E. Steinberg, M.D. has saved a partial review with the intention of finishing it later.
Reviewer Henry G, Trafton, M.D, has agreed to review but has not started entering the review in the system,

Yarning! If you Terminate All Outstanding Assignments, the submission will disappear from the menu of the Reviewer(s) identified above, You will have the oppartunity
to customize a notification letter for each Reviewer terminated on the assignment. You will also be able to re-invite Reviewers who have been terminated on this
assignment |ster, if necessary,

Do you want to terminate the Reviewer assignment(s) above, so you can Submit & Decision for this manuscript?

res Ho Mo, go to Reviewsr Selection Summary Page |
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NOTE: The Editor is not prohibited from terminating a Reviewer or Editor assignment;
even if the person has a Partial Review Saved or a Partial Decision Saved, there is simply
a warning.

If the Editor decides to proceed with the termination, he is prompted to send a letter to the
Reviewer(s) and/or Editor being terminated. He can personalize the letter(s) by clicking
the ‘Customize’ link for a particular letter, or simply send the default letter.

TERMINATE ASSIGNMENTS - CUSTOMIZE LETTERS

“ou are not required to send notification |etters to Reviewers and/or Editors if they are terminated from the assignment. However,
if vou do not send a |letter, the assignment will ‘disappear fror the Reviewer's ar Editor's folders with no explanation. Therefore, it
is recornmended that you send a Termination Letters, explaining to the person why his/her services are no longer needed for this
assignment,

Click Customize if you want to personalize a particular letter. Once you have customized a letter, an asterisk is displayed next to
the person's name. If you do not explicitly customize the letter for a particular person, the default letter will be sent,

To change the letter sent to an individual person, click the Letter drop-down box next to that person's name and select a different
letter. Mote: if you personalize a letter, and then select a new letter, your personalized text will be lost,

I
Carlos 1, Lavernia (Reviewer) Mice Terminste Azsignment Letter  » Customize
Philip Faris (Reviewer) hice Terminate Azzignment Letter  » Customize

Harzh Terminate Assignment Letter

Rhaonda Reviewer (Reviewer) i i i Customize
Robert A Arciero (Reviewer) hice Terminate Azzignment Letter  » Customize
Black Cat (Reviewer) Mice Terminste Assignment Letter % Customize

Cancel | Terminate and Send All Letters | Terminate without Sending Letters |

The Editor may also decide to terminate the outstanding assignments without sending any
letters, by clicking the ‘Terminate without Sending Letters’ button.

NOTE: If the journal has not created/modified any letters in the Terminate Assignments
letter family in PolicyManager, this entire page is skipped (no letters will be sent) and the
Editor will proceed with his decision.

TO CONFIGURE: To grant an Editor with decision-making privileges permission to
terminate outstanding assignments, go to Editor RoleManager and check the box
‘Terminate Outstanding Reviewer and Editor Assignments when Making a Decision’.

NOTE: This checkbox is disabled unless the ‘Make a Decision’ box is checked.

NOTE: At time of upgrade, all Editor Roles with permission to ‘Make a Decision’ will
automatically have the permission ‘Terminate Outstanding Reviewer and Editor
Assignments when Making a Decision’ enabled. Traditionally, new permissions are
disabled at time of upgrade, to avoid introducing new features without the journal’s
knowledge. This case is different; since all Editors with permission to ‘Make a Decision’
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can already terminate outstanding assignments, they should continue to have the same
privilege when the site is upgraded.

El Editor Decisions

take a Decision

[ Terminate Outstanding Reviewsr and Editor Assignments when Making a Decision

Skipped in Decigion Chain if Decision 1S Ready ~
A-Revise
B-Revise
C+Revise b
Skipped in Decision Chain if Decision 15 NOT Ready -
A-Revize
B-Revize
C+Revise b

The journal may opt to modify or create new letters applicable to termination. To do this,
go to the E-mail and Letter Policies section of PolicyManager, and click the ‘Edit Letters’

link. You can create a new letter(s), or change existing letters to be associated with the
new ‘Terminate Assignments’ letter family.

NOTE: If you do not have any letters associated with the ‘Terminate Assignments’ letter

family, the Editor will not be able to send any letters when terminating outstanding
assignments.

Edit 'Terminate Assignments' Letter

Cancel Save

Letter Purpose: |Nice Terminate Assignment Letter |
Subject: |Y0ur services are no longer needed |
Letter Family: Terr'nir'uate Assignments -

Line Wrap:

Sender's E-rnail Address: & "The Journal of Bone and Joint Surgery” <trash@ariessys. coms

(O Use Carresponding Editor's E-mail address
Letter Body:

Dear %*REALMAMEZ:,

FTou are terminated from this assigmnent.
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Enhanced Information for Editors Making Decisions

In EM version 4.0 and below, the descriptions of outstanding assignments on the Submit
Editor’s Decision and Comments page are as follows:
¢ Outstanding Reviewer assignments are designated as ‘Reviewer Invited’ or
‘Agreed to Review’ (unless a review has been submitted).

e Outstanding Editor assignments are designated as ‘No Decision’ (unless a
decision has been made).

A new enhancement provides more descriptive information about the outstanding
assignments, so the Editor has more thorough information when deciding whether to
move forward with a decision. The following additional information is now provided on
the Submit Editor’s Decision and Comments page:

1. Partial Review Saved — This new designation indicates that the Reviewer has
already started entering his recommendation in the system, has clicked the “Save
& Submit Later” button. This new status is displayed on the Reviewer Selection
Summary page and the Assignment Status Report.

2. Editor Invited — The Editor has been invited to be an Editor for the manuscript,
but has not yet agreed or declined to take on the assignment.

3. Assigned - No Decision — Editor agreed to take on the assignment or was
automatically assigned to a manuscript, but has not yet started entering his
decision in the system.

4. Partial Decision Saved - An Editor has started making his decision (e.g. entering
Comments) and has clicked the “Save & Submit Later” button.

Editor-in-Chief Decision and Comments for Manuscript Number JB15-D-03-01186

Avascular necrosis of bone : early onset during treatment of Severe Acute Respiratory Syndrome {SARS)

Original Subrission
Gene Hackrman, M.D. (Editor-in-Chief)

This submission has outstanding Reviewer and/or Editor assignments. If you would like to terminate these assignments and
proceed with your decision, please click the Terminate Outstanding Assignments and Proceed button,

Cancel Terminate Outstanding Assignrments and Proceed
Details History Similar Articles in MEDLINE Invite Reviewers Miew Manuscript Rating Card

Original Submission

Mobuhiko Sugano, MD {Reviewer 1) 4

Marvin E. Steinberg, M.D. (Reviewer 2) Partial Review Saved
Henry G. Trafton, M.D. {Reviewer 3) Agreed to Review
Kirby Hitt, M.D. Reviewer Invited
Gene Hackman, M.D. (Editor-in-Chief) Assigned - Mo Decision

Author Decision Letter
Kwole Chuen Wong {Author)

Confidential Comments to Editor

Reviewer, Mobuhiko Sugano, MD: we shall see

Comments to Author

Reviewer #1: can i see ratings?

Cancel | Terminate Cutstanding Assionments and Proceed |
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Reviewer Names Removed from Notify Author Page

Starting with EM version 4.0, a “Reviewer Notification” letter can be configured for
thanking Reviewers and informing Reviewers of the Editor’s Decision. During the
Notify Author Step, the Editor has the option to send out a Reviewer Notification to the
Reviewer(s) of that manuscript. After the Author Notification Letter is set up, EM moves
directly to the Reviewer Notification Letters screen.

Since this feature is now available, it is no longer necessary to allow Reviewers to be
carbon copied (cc:’ed) on the Notify Author (Decision) letter. This specification removes
the following items from the Notify Author page:

e The subheading “Reviewers Assigned to Manuscript”.

e The list of Reviewer Names.

e The Reviewer-related instructions: “These Reviewers are NOT automatically
copied on this Decision Letter. You may copy them by entering the e-mail
addresses into the 'cc' box below. NOTE: This is NOT a Blind Carbon Copy
function. Copying the Reviewers will reveal the identity of the Reviewers to the
Author, and vice versa.”

e The cc: text box, that allows entry of an e-mail address, is retained.

TO CONFIGURE: No configuration is necessary.

a
NOTIFY AUTHOR Cancel I Preview Letter I Save and Continue Editing Save and Send Later Send Now
FOR MANUSCRIPT
NUMBER
CAROLINETESTS50- ) .

Editor Decision: Accept
D-06-00011
“TEST Modify Decision: IAcceut -

"

MANUSCRIPT From: "American Journal of Ophthalmology EM System"<cwebber@ariessys.com>

To: Ed J Editor, MD

Letter Purpose: Editor Decision - Accept

Letter Subject: “our Submission to The American Journa

Fe= Editors Assigned to Manuscript

The Editors assigned to the current version of the submission are shown below. Check the box under cc: (carbon copy) to copy an
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r Ed J Editor, MD {Editor-in-Chief)
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Reviewer Notification Letters

A Reviewer can be sent a custom letter when a Decision Letter is sent to the Author.
During the Notify Author Step, the Editor has the option to send out a Reviewer
Notification to the Reviewer(s) of that manuscript. After the Author Notification Letter is
set up, EM moves directly to the Reviewer Notification Letters screen.
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A setting in PolicyManager, Edit Editor Decision Terms, allows the journal to configure
a Reviewer Notification Letter to be associated with each Author Notification Letter
(Editor Decision Letter). A different Reviewer Notification Letter can be configured for
each Editor Decision Term.

The Reviewer Notification Letter is displayed immediately after the Editor sends the
Author Notification Letter (Decision Letter) to the Author, and can be customized before

being sent.
Reviewer Notification Letters

The following Reviewers have submitted reviews for this manuscript, Click the link in the Reviewer Motification Letter column if you want to customize a particular letter,
©nce you have customized a letter, an asterisk is displayed next to the person's name. If you do not explicitly customize the letter for a particular person, the default
letter will be sent.

If there is a person in the list to whom you do not want to send a letter, check the "Do Not Send Letter"box next to that person's name, When you click "Send All
Letters", that person will not be sent a letter,

Continue Without Sending Any Reviewer Letters | Send All Letters |
Revisions Reviewer Notification Do Not Send
Reviewer Manuscript Number Reviewed Article Title Letter Letter
Erwin Schridinger TARATESTS0-D-06- Original Subricsion Cats, Boxes and Change; & Reviewer Notification of
{Reviewsar) qooog g Study Decision
Continue Without Sending Any Reviewer Letters | Send All Letters |

The Author Notification Letter (Decision Letter) can be inserted into the Reviewer
Notification Letter and can be blinded before it is sent to the Reviewer. A new merge
field is created for use in the Reviewer Notification letters: %DECISION LETTER%.
This merge field %DECISION_LETTER% pulls in the blinded or unblinded version of
the decision letter, depending on the permission of the Reviewer recipient in Reviewer
RoleManager.

TO CONFIGURE LETTERS: The configuration process for this function is very similar
to that of the Editor Decision-Author Notification Letters.Y ou must first create Reviewer
Notification Letters in PolicyManager. Go to PolicyManager, then to the Email and
Letter Policies submenu and click on Edit Letters. Click on the ‘Add New Letter’ button.
From the Add New Letter page, enter the ‘Letter Purpose’ and ‘Subject’, and then select
the ‘Reviewer Notification’ Letter Family.

If you already have a Letter that you would like to use for this purpose, then click on the
Edit link next to that Letter. On the ‘Edit Letter’ page, go to the Letter Family dropdown
box and select the ‘Reviewer Notification’ Letter Family.

By assigning the Letter to the ‘Reviewer Notification’ Letter Family you will make the
Letter available for selection on the Edit Editor Decision Terms page.

After one or more Reviewer Notification Letters are created, go to the Reviewer and
Editor Form Policies submenu, and under the Editor Decision Policies heading click the
‘Edit Editor Decision Terms’ link.
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Different Reviewer Notification Letters can be associated with different Decision Terms,
or you can associate one Reviewer Notification Letter with all Decision Terms. To select
which Reviewer Notification Letter goes with which Decision Term click on the Edit link
associated with the desired Decision Term.

On the Add/Edit Decision Term page, click the dropdown box labeled ‘Reviewer
Notification Letter’. The dropdown box will display all letters in the Reviewer
Notification Letter Family. Select the letter that you wish to associate with the specific
Decision Term you are working with.

NOTE: Journals can use this feature to simply thank reviewers for their participation or to
let reviewers know of decisions made on manuscripts they have reviewed.

Transmittal Form Enhancements

Two minor enhancements have been made to the Transmittal Form configuration:

e Drop-down menus and scrollable text boxes can now be included as user defined
fields on the Transmittal Form.

e The checkbox “Include Metadata in release to production” may now be suppressed on
the Transmittal Form. If this checkbox is suppressed, the default behavior is to
include metadata in the release to production.

TO CONFIGURE: Go to PolicyManager, Transmittal Form section. Click one of the
‘Add/Edit’ links (e.g. Add/Edit Manuscript Metadata Fields). Then click the ‘Edit’ link to
edit a specific field (or click the ‘Add’ button to add a new field). To add or change a
field to a Notes field (text area), select ‘Notes’ for the Transmittal Field Type. To add or
change a field to a drop-down field, select ‘List’ from the Transmittal Field Type drop-
down box, then click the ‘View/Edit Values for Drop-down list’ link. This brings up the
‘Configure Values for Drop-Down List’ page, where values can be added and re-ordered,
and the default value selected. Values which have been attached to submissions but are
no longer needed can be hidden by clicking the Edit link next to a particular value.

Example of Edit Metadata page with ‘Notes’ selected from the drop-down menu:
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It Journal Define anuscrip etadata Fie

Field Description: nsert Special Character
Mumber of Color Figures |
Maxirurn 256 characters

Maximum Field Lenath:

(A walve frora T to 20000)
Default Value for Field: @® None
if None'is selected, an empty texd box
will appear if the checkbox Editable’ s O single VaIT:S(:;t;r Ziliu; (?}?‘aor\:gter
checked in the grid below. iserl apecial Lharaclel

Options

Select the Hide' checkbox to suppress the field. f a field is Editable, users with appropriate
Roletdanager permission can change the value on the page. If the ‘Reguired’ box is checked for the
Transmittal Forrn, a value must be filled in before the submission can be released to production. [f Help

Text is entered, a Help' link is displayed on the appropriate page, which opens a pop-up containing the
Help Text.

Page Hide |Editable |Required Help Text

Inzert Special Character
Please input the nuwber of color

. figures associated with this
Transmittal Form
b : o o o submission.

Example of the ‘Configure Values for Drop-down List” page (appears when the
View/Edit Values for Drop-Down list link is clicked).

Configure Values For Drop-down List

Enter the values to appear in a drop-down list on the pages where the field is displayed. The description will be displayed to the
user, but will not be trasmitted if the field is included on the Transmittal Form. Entering a Description is optional, and should
only be entered if you want it to display (alongside the drop-down value) in the drop-down list.

Insert Special Character

Drap-dawn Yalue: | |

Description: | - |
Masirmurn 100 characters

[ Cancel ] [ Add Value ] [ Save and Close ]

Example after one or more values are configured.
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Configure Values For Drop-down List

Enter the values to appear in a drop-down list on the pages where the field is displayed. The description will be displayed to the
user, but will not be trasmitted if the field is included on the Transmittal Form. Entering a Description is optional, and should
only be entered if you want it to display (alongside the drop-down value) in the drop-down list.

Please select the default value (which will be pre-selected when the drop-down list is displayed to users):

Displa Select
Sisplay Default  Drop-down Value Drop-down Description
Order
Value
® Flease Choose a “Walue
1 O RIKEL Ryan Kelly Remaove Edit
3 O EDE Ed Editar Remaove Edit
4 O TR Tirn Murphy Remaove Edit
Update Item Order
TEST Test Editor Rermove Edit

Insert Special Character

Drop-down “alue:

Description: -
Masdirnurn 100 characters

[ Cancel ] [ Add “alue ] [ Save and Close

Example of ‘Edit’ page, allowing hiding:
Edit Value

Insert Special Character

Drop-down Yalue:  |RKEL

Description: Ryan Kelly

Maxdraurn 100 characters

[JHide When you Hide a value, the value will be deactivated (not available
for selection on the pages where the Additional Field is displayed). It will
cantinue to display for any submissions to which it is already attached.

[ Cancel ] [ Save and Close ]

TO CONFIGURE REMOVAL OF THE METADATA CHECKBOX: Go to
PolicyManager, Transmittal Form section, Edit Transmittal Form Layout page. Uncheck
the box “Display the ‘Include Metadata in release to production’ checkbox on the
transmittal form”. This checkbox will then be removed from the transmittal form.
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Edit Transmittal Form Layout

~a

[ Display the 'Include Metadata in release to production’ checkbox on the transmittal form.
Enter the text to appear at the top of the Transmittal Form (not transmitted but available for printing):

Insert Special Character
The transmittal form below will he sent to Elsevier Production when A
you set the Final Disposition on this article. If you have not done
so0 already, please cowmplete this form. Items with an asterisk (¥
are reguired. If reguired information is missing, a <FONT
color="red"> red crosz </font>will show up next to the regquired
field., In addition, please wverify all manuscript and suthor datsa. bl

Maxairauen 1,000 characters

Select the order in which the items on the Transmittal Form should appear. To re-order the items,
simply change the number for one itern, click the 'Update Order’ button, and all of the fields will re-
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Streamlined Folders for Submissions with Final Disposition

In EM version 4.0 and below, the All Submissions with Final Disposition folder on the
Editor Main Menu contains manuscripts with all final disposition terms: Accept, Reject
and Withdrawn. Over time, this folder can become extremely large and therefore
difficult to manage.

In version 5.0, this folder is divided into three ‘sub-folders’: Accept, Reject, and
Withdrawn. This allows Editors to view only accepted submissions, and not be hindered
by rejected and withdrawn submissions.

NOTE: The entire folder (with all final disposition terms) is still available by clicking
the ‘All Submissions with Final Disposition’ link.

Submissions with Decisions

Submissions out for Revision (142)
All Subrissions with Editor's Decisian (20
All Submissions with Final Disposition: Accept (233), Reject (611), Withdrawn (31)

My Assignments with Decision (1300

My Assignrnents with Final Disposition (793)

For journals that use Editorial Manager for conference submissions, there are also two
new folders on the Editor Main Menu: Completed Conference Submissions and
Withdrawn Conference Submissions.

NOTE: These links are only displayed for users with Editor RoleManager permission to
‘Search/Manage Conference Submissions’.

Submissions with Decisions

Submissions out for Revision (142)

All Subrnissions with Editor's Decisian (19)

\ All Subrnissions with Final Disposition: Accept (238), Reject (611), Withdrawn (31)

Completed Conference Submissions (1) | Withdrawn Conference Submissions {0)

My Assignments with Decision {129}

My Assignments with Final Disposition {794}

TO CONFIGURE: No configuration is required.
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Online Publication Date Added to Publish Information Page

A new field called “Online Publication Date” has been added to the Publish Information
page.

The Publish Information page is accessed once a submission is given a Final Disposition
of Accept. The data on the Publish Information page is entered manually.

Publish Information for Manuscript Number: JXYZ23R1
John Maclohn (UNITED KINGDOM)

‘You can enter the Actual Publication Data manually.

Cancel Submit

Actual Suhnﬁs; ion Publication Data

Online Publication Date:

[ (rrnddd /vy )

Publication Date: = (rrnddd/yyyyd

Number of Pages:
Start Page:

End Page:
Wolume Mumber:
Issue Humber:
TOC Position:

Dol

PWW

Cancel Submit

TO CONFIGURE: No configuration is necessary.
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Support for ISO-3166 Newsletter Versions 9 and 10

The International Organization for Standardization (ISO) has issued versions 9 and 10 of
the ISO country list (ISO standard 3166). These lists are now available for use by
Editorial Manager users.

Changes include:
e Version 9 adds the country name Aland Tslands.
e Version 10 changes the name ‘Islamic State of Afghanistan’ to ‘The Transitional
Islamic State of Afghanistan’.

TO CONFIGURE: Go to PolicyManager, General Policies, And Set ISO Country
Standard. The currently selected newsletter is shown in the drop-down menu. To select a
different newsletter, use the drop-down menu and click the ‘Submit’ button. Newsletter
versions can be viewed and downloaded from this page as well.

Set SO Country Standard

Select an ISO 3166-1 Newsletter version from the drop-down menu

Choose SO Standard:  [1S0 3166-1 Newsletter V-10 =]

View ISO 3166-1 Mewsletter V-9 Download SO 3166-1 Mewsletter V-9
View ISO 3166-1 Mewsletter V-8 Download SO 3166-1 Mewsletter V-8
View 1SO 3166-1 Newsletter V-7 Download IS0 3166-1 MNewsletter V-7
View IS0 3166-1 Newsletter V-6 Download |SO 3166-1 Mewsletter V-6
View 1SO 3166-1 Newsletter V-5 Download IS0 3166-1 Mewsletter V-5
View ISO 3166-1 Mewsletter V-4 Download SO 3166-1 Newsletter V-4
View 1SO 3166-1 Newsletter V-3 Download 1SO 3166-1 MNewsletter V-3
View 1SO 3166-1 Newsletter V-2 Download IS0 3166-1 MNewsletter V-2
View IS0 3166-1 Newsletter V-10 Download |SO 3166-1 MNewsletter V-10
View ISO 3166-1 Newsletter V-1 Download SO 3166-1 Newsletter V-1

Cancel Submit |
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File Archiving

Some publishers may want to encourage and/or require that journals implement a data
archiving policy. The benefit of archiving old or abandoned data is increased storage
capacity and optimal performance of the ‘primary’ database servers (those servers
accessed by EM users). There are essentially two options for data archiving:

1. Delete files (after a pre-determined length of time)
Archive files — move the data to a ‘secondary’ server, or store on some sort of
media (CD, tape, etc.). Note there may be additional costs associated with this
service, which would be negotiated and administered at the hosting partner level.

The archive policy allows submissions with different final disposition terms and file
types to be archived at different time intervals. For example, a journal might archive
accepted submissions after 2 years, but archive rejected and withdrawn submissions after
90 days. The journal might want to keep the submission PDFs around for a whole year,
but delete the figures, tables and other source files after 90 days.

The archive policy also allows the journal to specify the number of days after which
incomplete submissions with the Author will be deleted. There is also an opportunity to
send a letter to the Author, notifying him both before and after the submission has been
deleted.

NOTE: The metadata for the submission (Article Title, Author, etc.) is retained
permanently in EM for all submissions, regardless of the archive policy. Archiving
applies solely to the source files and PDFs associated with the submission.

TO CONFIGURE: The primary configuration (creation and assignment of an archive
policy for the publication) is performed outside of Editorial Manager. Once an archive
policy has been established for a publication, the journal would be able to customize the
text users would see in EM if they tried to access a file that has been archived (in
PolicyManager).
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New Merge Fields
Four new merge fields that can be used in Letters have been added to EM.

%ARTICLE SHORT TITLE%. Inserts the Short Title in Letters and in third party
bibliographic searches.

%TECHNICAL COMMENTS TO AUTHORY%. Inserts the latest entry in the
Technical Comments to Author box for the latest revision. This merge field can be
inserted into any Author letter that is associated with a manuscript.

%TECHNICAL NOTES%. Inserts the contents of the ‘Technical Notes to Editor’ box.
This merge field can be inserted into any Editor or Publisher letter that is associated with
a manuscript.

%PROD NOTES%. Inserts the contents of the ‘Production Notes’ box. This merge
field can be inserted into any Editor or Publisher letter that is associated with a
manuscript.

%SUGGESTED REVIEWERS%. Inserts the names of the reviewers suggested by the
author of the manuscript, if that submission step is enabled.

%OPPOSED_ REVIEWERS%. Inserts the names of the reviewers to which the Author
would be opposed to for his manuscript, if that submission step is enabled.

%RESPONSE TO REVIEWERSY% Inserts the Author’s response to the Reviewer’s
comments. This merge field is only applicable with revised manuscripts.
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