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GENERAL ENHANCEMENTS

EM Ingest Service
In EM/PM version 11.2, source files and basic submission metadata may be imported from an
outside peer review system into EM/PM for further processing using Manuscript Import.

New in EM/PM version 12.0, the Manuscript Import feature is enhanced to accommodate third-
party Manuscript Service Providers (MSPs). MSPs may offer a variety of Author assistance
services throughout the submission process or may have a business relationship with the
publication selected by an Author. Publications will be able to manage Manuscript Service
Providers that automatically submit on behalf of an Author. Once a submission is imported into
EM from a MSP, publications will be able to track the submission within Editorial Manager.

NOTE: The EM Ingest Service is enabled upon upgrade to 12.0. As Manuscript Service
Providers are licensed by Aries, they are automatically able to submit on behalf of Authors to the
publication.

Submissions imported using the Ingest Service may be found in a publication’s ‘Transferred
Submissions’ folder. The *Transferred From’ column will display the name of the originating
MSP.

NOTE: If a publication does not have any Editors whose Role has permission to receive
submissions in the “Transferred Submissions’ folder, the “Receive New Transferred Submissions
in “Transferred Submissions’ Folder” permission is automatically enabled upon upgrade to 12.0
for all Editor Roles with existing “Receive New Submissions in ‘New Submissions Requiring
Assignment’ Folder”.
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Sample Transferred Submissions folder

Transferred Submissions - mary mary

Contents: Theze submiszions hawve been transferred from another publication. Flease Use the "Edit Submission” link to werify that all required information has been entered and
build the PDF, or send the submission back to the Author to do so. After the FDF is built and approved, the submission will remain in this folder so that you may make any additional
edits, send it back to the author for approval or hold it here pending other communications. When the submission is ready for the usual workflow, use the "Transfer Complete" action
link in this folder to move the submission into the normal Editerial workflow as a new submission. Use the up/down arrows to change the sort order.

Page: 1 of 1 (1 total submissions) Display H results per page.
Article | Section/ | Article Author Transferred Initial Date | Status | Current
Type |Category|Title Name From Submitted | Date Status
B Action & AT AY AY AY AV AY AY AY
Details ¥
History Dietary protein and amino acid levels affect serum Satvaiit . Transferred
File Inventory concentration and expression of GH, IGF-1, IGF-1R, and Rout, PhD Eilzlg:e:uthnr Feb 25, 2015 ;Eblszs’ Submission
Edit Submission myosin, and performance of pigs MO Received
Send Back to Author
Remove Submission
Page: 1 of 1 (1 total submissions) Display [ 10 [+] results per page.

Editor Main Menu

You should use the free Adobe Reader 10 or later for best PDF Viewing results.

Publications can manage MSPs on the new ‘Configure Manuscript Service Providers for Ingest

Service’ page in AdminManager. From this page, individual MSPs may be de-authorized and the
Ingest Service disabled.

Sample Configure Manuscript Service Providers for Ingest Service page — Ingest is enabled and
MSPs are automatically authorized

Configure Manuscript Service Providers for Ingest Service

Publications may authorize third party Manusoript Service Provider(s) to automatically submit
manuscripts via the EM Ingest Service. If the Ingest Service is authorized, please select one or
more Manuscript Service Provider(s) to automatically submit manuscripts on behalf of Authors.,
Submissions ingested in this manner are located in the Transferred Submissions’ folder for
further processing.

#| futhorize Manuscript Service Provider(s) to automatically submit manuscripts on behalf of
Authors.,

E |'|E§k all Clear &

Select Name Website

L Editage Author Services .editage.com

o Manuscripts.app Limited http:/Mwww.manuscriptsapp.com

Cancel || Submit

@idltnrlal Manager'CProm}tim Manager‘(}:umrmmn Manager”
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TO CONFIGURE: A new page in AdminManager is added to manage the EM Ingest Service. To
enable EM Ingest, click the ‘Configure Manuscript Service Providers for Ingest Service’ link on
the AdminManager Main Menu:

AdminManager Main Menu

Set Live Journal Flag

IManage Publication Groups

Set Default Target FTP Site for Exiract of Conference Submissions
Share People

Configure Cross-Public ation Submission Transfer

Wiew File Transfer Statistics

Configure Restricted System Administration Access Rights
Configure Manuscript Service Providers for Ingest Service

On the new ‘Configure Manuscript Service Providers for Ingest Service’, select the ‘Authorize
Manuscript Service Provider(s) to automatically submit manuscripts on behalf of Authors’
option.

NOTE: Upon upgrade to 12.0, this option is selected by default and any registered Manuscript
Service Providers will also be selected for authorization.
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Since newly registered MSPs will be automatically selected for authorization as they are added
to EM Ingest, publications may de-authorize individual MSPs by unchecking the box next to the
name of the MSP.

Configure Manuscript Service Providers for Ingest Service

Publications may authorize third party Manuscript Service Provider(s) to automatically submit manuscripts via the EM Ingest Service.

If the Ingest Service is authorized, please select one or more Manuscript Service Provider(s) to automatically submit manuscripts on behalf
of Authors. Submissions ingested in this manner are located in the Transferred Submissions' folder for further processing.

@. Authorize Manuscript Service Provider(s) to automatically submit manuscripts on behalf of Authors.

Check All Clear All

Select Name Website
| Bioedit www.Bicedit.com
i CACTUS Communications www. CACTUS com
/| The Charlesworth Group www.Charlesworth.com
v Edanz www.Edanze com
| Editage www.Editage.com
Enago www.Enago.com
o Scribendi www.Scribendi.com
| Cancel | | Submit |

To receive submissions in the ‘“Transferred Submissions’ Folder, a user’s Editor Role must have
the “Receive New Transferred Submissions in the ‘Transferred Submissions’ Folder” permission
enabled in RoleManager.

NOTE: Upon upgrade to 12.0, “Receive New Transferred Submissions in the ‘Transferred
Submissions’ Folder” is automatically enabled for any Editor Role that has “Receive New
Submissions in ‘New Submissions Requiring Assignment’ Folder” permission in Editor
RoleManager.
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Sample Editor RoleManager page (partial)

Edit Role Definition

Role Name:™ |Managing Editor |
Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform. Mote - in boxes with multiple rows
displayed, you may select or deselect multiple terms by holding down the CTRL (PC) ar

CMD/Apple key (Mac) when clicking.

Expand All Collapse All

El New Submissions
M Receive New Submissions in ‘"New Submissions Requiring Assignment’ Folder

[V Perform Technical Check (submission received in "New Submissions' Folder)

W Receive New Transferred Submissions in 'Transferred Submissions' Folder

|| Submit Manuscript as an Editor
[ ] Restrict to 'Editor/Publisher Use Only' Article Types
[JCan set 'Accept on Submission’ Final Disposition on "Editor/Publisher Use Only’ Types

Editor Assignment
Reviewer Invitations
Editor Decisions

Proposals/(Commentaries
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Funding Information Enhancement for Sub-Agencies

In EM version 11.0, FundRef was integrated into the submission workflow, allowing
Corresponding Authors to add funding information to a submission. When there is a hierarchy of
agencies under the umbrella of a larger funding source, it can be difficult to select and capture
the correct information.

In EM version 12.0, the search algorithm on the ‘Funding Information’ submission step is
enhanced to encourage more finely-tuned selections for sub-agencies of larger funding
organizations. Once a funding source has been searched and selected from the ‘Find a Funder’
feature, any available subordinate organizations are displayed to the user in an additional drop
down list to prompt the capture of more accurate data. The submission step itself is enhanced so
that any new Funding Source that is added or edited opens in an overlay, similar to the function
on the “‘Add/Edit/Remove Authors’ submission step.

Sample Funding Information submission step where a Funding Source being edited with the
‘Find a Funder’ search feature displays the drop down list for sub-agencies

Funding Information

New Submission
Funding Information is Required for Submission.

v |SEIECt fofEliEE Please enter the funder name, grant number and the grant recipient. Authors listed in the dropdown menu

were added during the Add/Edit/Remove Authors submission step. Click the '+' icon to add another funder.
When vou are finished, click the 'Next’ button.

' [Enter Title

|Ad d/Edit/Remove Authors

- |anding Information Funding Information is not available.

-
| Current Funding Sourced puter Funding Source Details B
[submit Abstract
ﬂ m U.S. Depa
|E,.te, Keywords awardiun 4 [ 4@  U.S. Department of Health and Human Services (US)

|Ad ditional Information

Find a Funder: U.5. Department of Health and Human £

|E nter Comments

Or:| select a sub-organization IZI

[suggest Reviewers

|Dppose Reviewers

Award Number: 3466547]

|Re=|nest Editor Grant Recipient: Mary Shelby Roman |Z|

|5e|ect Region of Origin

|

|

|

|

|

| 2
| ! SE— | Award Number: None | Recipient: Mary Shelby Roman
Select Classifications

| Open Special Character Palette

|

|

|

|

|

|

[attach Files

If the Corresponding Author opts to select a sub-agency from the drop down list offered under
the ‘Find a Funder’ field, the Funding Source Details overlay will refresh with the sub-agency
displayed in the ‘Find a Funder’ field and any further sub-agencies displayed in a new drop down
list.

Similar to the grid on the ‘Add/Edit/Remove Authors’, icons are used to save a record (E4), save

and add another record (E%), cancel or go back (4®), remove (tl!!), and edit a record (...r5’r ).
Funding sources displayed on the grid may be reordered by dragging and dropping to the desired
location in the list. The order of the Funding Sources on the submission step defines the display
order of the submission’s Funding Information in other parts of EM — the PDF cover page, the
‘Funding Information” window accessed from the Details page, and the Transmittal Form
Sample Funding Information step showing drag-and-drop in action
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Funding Information

New Submission
Funding Information is Required for Submission.

\ |SEIECt CE 2T Flease enter the funder name, grant number and the grant recipient. Authors listed in the dropdown menu

were added during the Add/Edit/Remove Authors submission step. Click the '+' icon to add another funder.
When you are finished, click the 'Next' button.

v |E nter Title

|Ad d/Edit{ Remove Authors

- |Flllldil"_l Information = Funding Information is not available.

Current Funding Sources List 4+ Add Another Funding Source

|5e|ect Section/Category

|5|| bmit Abstract

Mational Institutes of Health (US)
AW

|EnterKe\rwords Award Number: 3466547 | Recipient: Mary Shelby Roman

[Additional Information v National Eye Institute (US)
|E||tequmme||"_r, (/ Award Number: 578092 | Recipient: Mary Shelby Roman
WF vermont (Us)

|5|| ggest Reviewers

|Dppose Reviewers

4+ Add Another Funding Source

|Req vest Editor

Previous | Next

|5e|ect Region of Origin

|
|
|
|
|
|
|5e|ect Classifications |
| 3
|
|
|
|
|
|

|Atta ch Files

Placing the cursor over a Funding Source in the grid displays a window shows all Funding
Source information that may not be fully displayed in the grid.

TO CONFIGURE: No additional configuration is necessary if the publication is already using
FundRef.
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New Submission Redirect

In EM version 11.2, Authors may submit revisions and respond to invitations from the Author
Main Menu. New users to the system may not realize that submitting a revision or an invited
paper must be done from the appropriate link on the menu. This leads Authors to submit a new
manuscript rather than respond to open assignments.

New in EM version 12.0, Authors clicking the *‘Submit New Manuscript’ link on their main
menu or the *‘Submit a Manuscript’ link in the navigation bar will be presented with a list of any
open assighments: Revisions that are due, submission invitations to which the author has not yet
responded, invited papers that the author has agreed to submit but not yet submitted, incomplete
submissions, or submissions sent back to the Author. To accompany this new page, publications
may elect to implement customized instructions.

Sample Submission Redirect where Author has clicked the ‘Submit New Manuscript’ link and
has multiple open assignments

Are you submitting one of the following?

Incomplete Submission:
"Songs of Green Pheasant”

Incomplete Submission: : Select & Continue |
"Additional Author Line”

No, Start New Manuscript

If the Author has multiple open assignments, a ‘Select & Continue’ button is available on the
Submission Redirect overlay that will take the Author directly to the open assignment. A “No,
Start New Manuscript’ button is also available that allows Authors to close out of the Redirect
interface and start a new submission. Authors with only a single open assignment will see a
similar overlay asking if they meant to submit the applicable manuscript with “Yes” and ‘No’
buttons.

&Eﬂbﬂﬂal H!WGPWMHM Mﬂ"'ﬂ"‘@“mm Manager’  Confidential - Subject to change - Copyright © 2015
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Sample Submission Redirect where Author has clicked the ‘Submit New Manuscript’ link and
has one open assignment

Are you revising the manuscript below?

“Lorem ipsum dolor sit amet, consectetur adipiscing elit morbi sed erat ac est pretium Revision Due:
pulvinar non sit amet dui: cras sit amet lacus eu ante volutpat pharetra™ Jan 10 2015 12:00AM
COriginal Research

TO CONFIGURE: The Submission Redirect feature has the option to present the Author with
customizable instructions on the Submission Redirect overlay. The feature itself does not require
configuration to enable.

To customize the instructions on the overlay, click the new ‘Configure Instructions for New
Submission Redirect’ link in the “‘Submission Policies’ section of PolicyManager.
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Sample PolicyManager page (partial)

PolicyManager Main Menu

Expand All Collapse All

Registration and Login Policies
Status Policies
= Submission Policies

Edit Article Types

Edit Submission ltems

Configure Color Codes for Companion Files

Edit Sections/Categories

Set Classifications Display Policy

Edit Classifications
Edit Request Authenticated ORCID iD Instructions
Define PDF Cover Page Layouts

Select Author's Reviewer Preferences
Set Request Editor or Assign Editor Display Options

Edit Manuscript Gecgraphic Region of Origin

Edit Manusecript Submission Instructions

Configure Instructions for Mew Submission Redirect

Configure Manuscript Services lcon

Set Maximum Size of Uploaded File
Set Other Author Parameters

Set Revision File Selection Option

Configure Duplicate Submission Check

Configure Technical Check

Configure Similarity Check
Configure Office 2007 and Higher Support
Configure Author Accept Checkbox

On the “Configure Instructions for New Submission Redirect’ page, Administrators may add
customized text for all open assignment types in their respective notes fields.
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Sample Configure Instructions for New Submission Redirect page

Configure Instructions for New Submission Redirect

When an author clicks the link te submit a new manuseript but they already have a submission in one of the
following states, they will be presented with a dialog asking if they meant to submit the applicable manuscript, with
“Yes" and “No” options.

You may customize the text of the questions below. Only users logged in as the applicable author will see this

dialog. It is net presented to proxied users or editors. In the event that the author has more than one open
assignment, they will be asked to select from the list or continue to submit a new manuscript.

Submit |

Instructions

Unsubmitted Revision Insert Special Character
Are wou revising the manuscript below?

View Default Instructions Revert to Default Instructions

Unsubmitted Invited Submission Insert Special Character

Are you submitting the following?

View Default Instructions Revert to Default Instructions

Incomplete Revision Insert Special Character

Are you submitting the following revision?

View Default Instructions Revert to Default Instructions

Incomplete Submission Insert Special Character

Are you submitting the follewing?

VMiew Default Instructions Revert to Default Instructions

Submission/Revision Insert Special Character
Sent Back to Author Are you resubmitting the following?

View Default Instructions Revert to Default Instructions

Multiple Open Submissions. Insert Special Character
Are you submitting one of the following?

View Default Instructions Revert to Default Instructions

Cancel Submit |
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Interactive Search Submissions Grid

Editorial Manager relies heavily on the use of grids to display submission and workflow
information. To accommodate a wide variety of workflows, many columns of data are displayed
even though they may not be applicable for a particular user or publication.

New in EM/PM 12.0, users may have the option to use an optimized, customizable interactive
grid on the “Search Submissions — Results’ page. On this new grid, users will be able to freeze
columns for easier horizontal scrolling, hide inapplicable columns, reorder active columns by
dragging & dropping in the desired location, and change the width of columns. Use of the
interactive grid is controlled by a “Display search results in Beta grid” option on the ‘Search
submissions selection criteria’ page.

NOTE: The “‘Display search results in Beta grid’ is enabled by default. Users who wish to use the
traditional grid must de-select the checkbox before submitting the Search Criteria page.

Sample Search Submissions — Search Results page with interactive grid

B X Q Search - Search
Maru

seript Number & containing ‘55

ssthany Author T V@

1.2, MW 7] .:l T D e u
Thea 13 an arbcle for submaeon  Ongmel Rescarch ke weed 1

DEMG-D-04-D0055R 1 L ] Aehany Acthar 7 D @ hestory of soenceadly Original Resear h weee;

Navigating the grid offers a more modern, streamlined experience. A ‘Quicklinks’ menu in the
upper left corner expands when the cursor is placed on it to reveal links to the user’s Main
Menus and the option to switch to Production Tracking features (if the user has permission).
Additionally:

+ Adisk icon (EJ) allows the user to save the Search Criteria for future use.

#
#+ A download icon (EJ) allows the user to download the search results.

+ A magnifying glass icon (gJ) brings the user back to the Search Criteria page to conduct
a new Search or modify the criteria.

+ A gear icon ( & ) on the far right of the grid allows the user to hide or fix columns on the
grid.
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Sample interactive grid after clicking the gear icon — the Grid Options pop-up allows the
user to select which columns to freeze or hide.

O

The columns below are available to be included in this table. Please select the ones you would
like to see by marking the "Show" checkbox. You may also lock columns in place so that
regardless of your position in the grid you will be able to see the contents. These columns appear

@

View Submission DEMOq  Action
View Reference Checking Results

. *
Details ¥ " @

Manuscript Number

Initiate Discussion Dor

History Author Name
File Inventory X
Solicit Commentary Article Title
Classifications Article Type

Initiate Production
Similar Articles in MEDLINE Short Title
Google Scholar Title Search

Corresponding Author ORCID Sea

Send E-mail Classifications
Linked Submissions

Keywords

Current Status

i e

Initiate Production
Similar Articles in MEDLINE Cancel | Submit
Google Scholar Title Search
Corresponding Author ORCID Sea
Publish Information

Trancmittal Form

Page: 1 of 2 (18 t together on the left side and are selected by marking the "Fixed" checkbox. H results per page.

- - A -

an article for submission Original Re *

e E st DEMOH Status Date of sciencegdfg Original Re
Details ‘;’ Initial Date Submitted

Initiate Discussion ;

History Reviewers

File Inventory

Edk Submission Handling Editar

Solicit Commentary Assigned Editors

Classifications .

View Reviews and Comments Section Category

E+3

TO CONFIGURE: On the *Search submissions selection criteria’ page, the ‘Display search

results in Beta grid’ option is selected by default. To use the traditional grid, de-select the
checkbox.

Search submissions selection criteria

_——b Display search results in Beta grid

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

Search Definition: | Choose Saved Search |+ |

Remove Search Definition Edit Selected Search Definition | Share Selected Search Definition Run Selected Search Definition
Help with Searching Insert Special Character Value Opticns Advanced Criteria

Is/Is
not Selector

EEI | Manuscript Number [=] [is «| [Contains ~| 56

Clear Search |

Help with Searching

® Use the Value Options link to view standard lists and classifications; you can copy and paste Values from there.

® The required format for date entry is mm/dd/yyyy. If the date is not entered in this format, you will be required to re-enter the
date in the specified format.

® You must enter at least one set of criteria in the Value box to execute a search. We recommend entering as much criteria as you
know. The more refined the criteria, the quicker your results will be returned.

® If you combine AND and OR relations, use the parentheses to ensure the evaluations are carried out in the right order. If you do
not use parentheses, or combine AND and OR within parentheses, the AND relationship is evaluated first.

® Selections are case-insensitive. You may enter any mixed case value.

* You can check for empty {no value) fields by selecting the "Unspecified” Selector.
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Search Submissions by Manuscript Notes
In EM/PM version 11.2, the Search Submissions feature allows users with permission to search
the publication for submissions using a wide variety of selection criteria.

New in EM/PM version 12.0, ‘Manuscript Notes’ is added as a selection criterion for the Search
Submissions tool. For Editor and Publisher Roles, this criterion will display only if the Role has
the following RoleManager permissions: ‘View Notes on Manuscript Details’ or ‘Edit Notes on
Manuscript Details’.

Sample Search Submissions Selection Criteria page for Editor Role

Search submissions selection criteria

Mlpisplay search results in Beta grid

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

Search Definition: [Chooss Saved Search| |

Remove Search Definition Edit Selected Search Definition | Run Selected Search Definition |

Help with Searching Insert Special Character Value Options Advanced Criteria
[ omeron i ot [selector oo —————— )]
~] o [v] [cosis | B
Dol
Cormesponding Author First Hame 2
Correspending Auther Last Name Add
Arficle Title

Short Title
Arficle Type Name
Section/Category Name

Revision Number

Keyword Clear |  Search

1o |Clsssiication Description

el Notes
Production Motes l}

» |Editorial Status lists and classifications; you can copy and paste Values from there.

+ |Editorisl Status Date /yyyy. If the date is not entered in this format, you will be required to re-enter the

Initial Date Submitted

« |Final Decision Date

First Author First Name

the Value box to execute & search. We recommend entering as much criteria as you

Firet Author Last Name ker your results will be returned.
* | Any Author First Name he parentheses to ensure the evaluations are carried out in the right order. If you do
Any Author Last Name R within parentheses, the AND relationship is evaluated first.
* |Reviewer First Name er any mixed case value.
= |Reviewer Last Name selecting the "Unspecified” Selector.

Handling Editor First Name
Handling Editor Last Name
Assigned Editor First Name
Assigned Editor Last Name
Final Disposition Term Editorial Menu

Invitaticn Notes to Author v Production Tasks Menu

Enter Stuff Here Production Status Grid

TO CONFIGURE: No new configuration necessary if the Role has “View Notes on Manuscript
Details’ or ‘Edit Notes on Manuscript Details’ permissions in addition to Search Submissions
permissions.
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Suppress Notify Editor Link

In EM version 11.2, a “Notify Editor’ link appears amongst the Action Links in Search
Submissions Results, the “View All Assigned Submissions’ folder, the ‘Group by Editor with
Current Responsibility” folder, and the ‘Group by Manuscript Status’ folder. This feature links to
the EM ad hoc letter interface, where a user may send a notification to the Handling Editor of the
submission.

In EM version 12.0, a setting may be disabled that to suppress the ‘Notify Editor’ link, as some
publications may want to have a more streamlined set of Action Links displayed to Editors. This
new setting, ‘Set Notify Editor Preference’, may be found in PolicyManager in the ‘E-mail and
Letter Policies’ section.

NOTE: Upon upgrade, the “‘Set Notify Editor Preference’ is enabled. This means that there is no
change in functionality — the “‘Notify Editor’ link will display for Editors in the ‘View All
Assigned Submissions’, ‘Group by Editor with Current Responsibility’, and ‘Group by
Manuscript Status’ folders as well as the Search Submissions Results.

TO CONFIGURE: In the ‘E-mail and Letters’ section of PolicyManager, click the new link for
‘Set Notify Editor Preference’.

Sample PolicyManager main menu

PolicyManager Main Menu

Expand All Collapse All

Registration and Login Policies
Status Policies
Submission Policies
Questionnaire Policies
Additional Data Policies
Editor Assignment Policies
Reviewer and Editor Form Policies
= E-mail and Letter Policies

Edit Letters

Define Custom Merge Fields

Set "Email From” Address

Set Mon-Email "Preferred Method Of Contact” Correspondence Email Address

Configure Email lmport
Set Notify Author Blinding Paolicy
Set Motify Editor Preference
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Upon upgrade, the “Display ‘Notify Editor’ Link” setting will be enabled. To suppress the
‘Notify Editor’ link, uncheck the box and submit the page.

Sample Set Notify Editor Preference page

Set Notify Editor Preference

Enable this setting to display a 'Notify Editor link in the following folders and in Search Submissions results. This allows any Editor with access to
these folders to send any configured letter to the current Handling Editor. Note that this is in addition to the "Ad-Hoc” letter functionality, which is more
configurable.

+ View All Assigned Submissions
+ Group by Editor with Current Responsibility
« Group by Manuscript Status

%_Dispmy "Motify Editor’ Link

Cancel | Submit |
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Hide Letter Templates

In EM/PM version 11.2, administrators may remove a letter template listed on the ‘Edit Letters’
page in PolicyManager if it is not currently in use by any of the following EM/PM functions: an
ActionManager event, an Author or Reviewer Notification of an Editor Decision Term, any
Commerce Manager Fees, a Production Task, or Automated Reminder/Scheduled Batch E-mails.
Since so many requirements must be met, inactive or irrelevant letters may be listed on the *Edit
Letters’ page, making it difficult for administrators to find a specific template.

New in EM/PM version 12.0, a “Hide’ link is available next to the existing ‘Remove’ link on the
‘Edit Letters’ page. This allows users to hide letter templates that may not currently be in use,
making the active letter templates list more manageable. A letter template that is hidden is
moved to a ‘Hidden Letters’ section at the bottom of the page. Additionally, letter templates on
this page may be sorted alphabetically by Letter Purpose or Letter Family.

NOTE: Required system letters, such as the “Transfer Letter’, may not be hidden or removed.

Sample Edit Letters page (partial) showing the Hidden Letters section and new sorting arrows.
The new Hide link is also displayed in the section above

Author Questionnaire General HTML General Edit (O} Edit Remove | Hide
Author Questionnaire Editor Remindar TEXT Editor Reminder @® Edit O Edit Remove | Hide
Author Questionnaire Reviewer Reminder HTML Reviewer Reminder Edit (O] Edit |Remove | Hide
Author Questionnaire Reviewer Notification TEXT Reviewer Notification @® Edit O Edit Remove | Hide
Author Questionnaire Reviewer Remindar TEXT Reviewer Reminder @® Edit O Edit Remove | Hide
Author Questionnaire Terminate Assignments TEXT Terminate Assignments @® Edit O Edit Remove | Hide
Author Questionnaire Terminate Assignments HTML Terminate Assignments Edit (O} Edit Remove | Hide
Author Questionnaire Reviewer Invitation HTML Reviewer Invitation O | Edit (O} Edit Remove | Hide

Hidden Letters
Letter Purpose Letter Family
AY Group by: AV Text Format | HTML Format
@ |Edit O |Edit |Remove| Restore

(O] Edit | Remove| Restore

||'r| ||'r|
(=9 (=9
= | =

(O] Edit Remove| Restore

Edit @@ Edit Remove | Restore

(O] dit | O dit |Remove| Restore

Add New Letter Save Changes Edit Image Files for HTML Letters

Back to PolicyManager
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Sample Edit Letters page (partial) showing new sort arrows on active letters and Hide links

Edit Letters
To create a new letter, click 'Add New Letter'. To edit an existing letter click the 'Edit’ link next to the letter title. (more...}
Back to PolicyManager
Add MNew Letter | Save Changes | Edit Image Files for HTML Letters |
ST rp—p—,
AY Group by: 4 ¥ Text Format | HTML Format| All Formats
Editor Requests Reviewers General Edit Edit | Remove | Hide
Example HTML Letter General (:} Edit -@- Edit Remove | Hide
Final Copy Edit Cancelled Production @® Edit Edit Remove | Hide
Final Copy Edit Production @® Edit Edit Remove | Hide
Editor Motice Reviewer Declines to Review General @® Edit Edit Remove | Hide
Editor Motice Reviewer Agrees to Review General @® Edit Edit Remove | Hide
Editor PDF Build Error General @® Edit Edit Remove | Hide
Editor Removes Submission General @® Edit Edit Remove | Hide
Editor Reminder General @ | Edit Edit | Remove | Hide
Journal Offic Notice Declined Revisions Reinstated General @® Edit Edit Remove | Hide
It has been sentl Production @® Edit Edit Remove | Hide
L | OV Wlotion ANl Do Coranlo, ~ 1 Edis Edis D

When the “Hide’ link is clicked, EM checks to see if the letter is associated with any existing
configurations. If the letter is in use, the administrator is presented with a warning that lists
where the letter is currently being used. Once a letter template has been hidden, it may continue
to be used where there is a saved association, but the hidden letter may not be used in any new
configurations made after it is hidden. To make a hidden letter template available for use in new
configurations, click the ‘Restore’ link on the “Hidden Letters’ section at the bottom of the page.
The letter will move back into the active letters section above.

TO CONFIGURE: No configuration necessary.
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JATS 1.1A Editorial Transmittal

In EM/PM version 11.2, publications may transmit submissions using the Journal Article Tag
Suite (JATS) 1.0A Transmittal Method.

New in EM/PM version 12.0, publications may use a Transmittal Method based on the JATS 1.1
journal archiving DTD. The JATS 1.1 journal archiving DTD is backwards compatible with the
JATS 1.0 journal archiving DTD and contains several new elements and attributes. The version
1.1 journal archiving elements that are relevant to EM/PM are:

+ Inclusion of Ringgold IDs: If the Corresponding Author or co-author’s institution has
been selected from the auto-populated institution list, and is associated with a Ringgold
ID:

0 An <institution-wrap> element is added above the existing <institution> element.

0 An <institution-id> element is added below the existing <institution> element,
with an institution-id-type attribute hardcoded to "Ringgold”.

Sample:

<institution-wrap>
<institution>University of Massachusetts</institution>
<institution-id institution-id-type="Ringgold">14707</institution-id>
</institution-wrap>
+ Corresponding Author information: The XML created for the JATS 1.1 transmittal pulls
all Corresponding Author information from the Add/Edit/Remove Authors page in EM.
Previously some transmittal methods pulled information from the Corresponding Author
from their registration record. New in version 12.0, the Corresponding Author’s
information may be edited on the Add/Edit/Remove Authors page, to reflect their
affiliation when the research was performed. This information is included in the JATS
1.1 XML file.

TO CONFIGURE: Please contact your Aries Account Coordinator to use this new editorial
transmittal method.
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PRODUCTION TRACKING ENHANCEMENTS

Production Task and Workflow Admin Interface Enhancements
In PM version 11.2, “Configure Submission Production Tasks” and “Configure Submission
Workflows” existed in PolicyManager as two different links.

In PM version 12.0, Submission Production Task configuration and Submission Workflow
configuration are combined onto a single page: “Configure Submission Workflows and
Production Tasks”, found in the ProduXion Manager section of PolicyManager.

Submission Production Tasks may be added or edited via the ‘All Submission Production Tasks’
default workflow which includes all non-hidden Submission Production Tasks available on the
publication. The functionality of editing a Submission Production Task remains unchanged from
previous versions of PM.

Custom Submission Workflows may be added or edited from the main ‘Configure Submission
Workflows and Production Tasks’ page. A “‘Copy’ link is available for the Standard and Custom
Submission Workflows that will copy the list of tasks within the workflow, the order in which
the tasks are placed, any associated trigger tasks, and the setting that allows repeat assignments.
Each copy will be automatically prepended with ‘Copy of” in the Workflow name.

When a Custom or Standard Submission workflow is edited, the display of the Workflow is
enhanced to show a more informative grid. From the enhanced grid, a user can:

+ Edit the name of a Custom Workflow (.#)

+ Change the order of the tasks within the Workflow by entering the number of the desired
order of the task in the field to the left of the Task name and clicking the “Update” button

+ Define trigger tasks if the Submission Production Task is configured to allow automatic
assignment by clicking the pencil icon ( Ny ) in the column to the left of the Trigger
Task(s) column

+ Allow the repeat assignment of a trigger task if the task is completed more than once by
selecting the “Yes” radio button in the Allow Repeats column when editing Trigger
Tasks

+ Remove Submission Production Tasks from the Workflow by clicking the trashcan icon
()

+ Add Tasks to the workflow by selecting available, non-hidden tasks from the multi-
selector box at the bottom of the grid and clicking “+ Add Selection(s) to Workflow)

+ View which tasks are configured as Milestone Tasks — a diamond () will display to the
left of the Task name

+ View which tasks may be automatically assigned if it is first in the Workflow — a
checkmark icon will display in the Assign if First Task column

As with some of the other grids in EM/PM (*Add/Edit/Remove Authors’ and ‘Funding

Information’ submission steps), the disk icon ( | ) saves any edits and the left arrow icon (4®)
cancels out of the edit interface without saving any edited text or settings.
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Sample Configure Submission Workflow page displaying a Custom Workflow for editing

@ Configure Submission Workflow

This is a user-defined workflow, containing a set of tasks selected from those defined under the "All Submission Production Tasks’
workflow:

You may select additional tasks and add them into this workflow; the remave icon ( [l ) remaoves the assaciated task from this
workflow alone. The Task Order defined here applies to this workflow alone.

The [Edit] link modifies the master Task Type configuration, affecting all workflows. The edit icon (¢ ) modifies Automatic Task

Assignment settings affecting only this workflow (you must first configure the Task Type to allow Automatic Task Assignment when
Trigger Tasks are submitted).

Workflow Mame: Fast Tracker v
Assign if First Allow
Order Task Type (#=Milestone) Task i Trigger Task(s) i Repeats i
m 1 Task Track [Edit v
m 2 Copy Editing [Edit]
m 3 Final Copy Edit [Edit N Copy Editing v
m 4 Correct Artwork [Edit
m s #Sent to Publisher - Last [Edit
Update | PAPT B
GetHi-ResImage -+ Add Selection(s) to Workflow
Import reporr
Import Task -

Return to Configure Workflows and Tasks |

Upon upgrade, all of the publication’s available Submission Production Tasks will be accessible
for editing in the default workflow “All Submission Production Tasks’, located under the
‘Standard’ header. This workflow may not be removed, but it may be copied. Any copy of the
standard *All Submission Production Tasks’ workflow will be available in the *Custom
Submission Workflows’ section of the page after copying.

Editing the “All Submission Production Tasks’ workflow will allow Administrators to edit the
properties of all existing Submission Production Tasks and add new tasks. Clicking ‘Edit’ next to
a task or entering the name of a task and clicking ‘+ Add New Task Type’ will bring the user to
the classic ‘Edit Submission Production Task’ interface, unchanged in 12.0. The grid displayed
on this has many of the same functions as the Custom Submission Workflow interface described
above, as some publications may elect to use the default ‘All Submission Production Tasks’ as

their only workflow. For eligible tasks, clicking the trash can icon ( m ) removes the task from
the system.
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Sample All Submission Production Tasks master workflow — Submission Production Tasks
may be added, edited, or removed from this grid

@ Configure Submission Workflow

This workflow contains the master list of all defined Submission Production Tasks, and is the default workflow initially associated with all Article
Types.

Use "Add New Task Type' here to add a new Submission Production Task Type to the system for use in all Workflows. Unused Task Types may

also be removed from the system using the remove icon ( [l ). The Task Order defined here applies primarily to this workflow alone, but is also
used by the Production Status Grid.

The [Edif] link modifies the master Task Type configuration, affecting all workflows. The editicon ( v } medifies Autematic Task Assignment
settings affecting only this workflow (you must first configure the Task Type to allow Automatic Task Assignment when Trigger Tasks are
submitted).

Workflow Name All Submission Production Tasks
[/ e i N P
Task Type (#=Milestone) Task i Trigger Task(s) i i
PAP1 [Edit]
Task Track [Edit] (v)
Copy Editing [Edit]

Get Hi-Res Image [Edit]
Final Copy Edit [Edit] N Get Hi-Res Image v
Correct Artwork [Edit]

#Sent to Publisher - Last [Edit]
Import reporr [Edit]

Import Task [Edit]

Auto-Assign! [Edif] N Import Task v
Random Whatever Task [Edit]
Auto-Assign FTP [Edit] N Random Whatever Task v
JATS [Edit]
25960 [Edit]

S| [=][=][=][= - o | [ra
| | |w| ] =a

Imported Task [Edit

Update | Insert Special Character

| + Add New Task Type

Maximum Production Task Name is 100 characters

Return to Configure Workflows and Tasks |

TO CONFIGURE: No configuration necessary for publications already enabled for Production
Tracking.

To add, edit, or remove tasks from the system, Administrators will have to do so through the new
‘All Submission Production Tasks’ master workflow found on the ‘Configure Submission
Workflows and Production Tasks’ page in PolicyManager.
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Production Task Automation Enhancements — Multiple Task Triggers

In PM version 11.2, Submission Production Tasks may be automatically assigned when
production is initiated. Additionally, Submission Production Tasks may be configured to be
assigned when the previous task has been completed.

New in PM version 12.0, more complex Production Tracking workflows are supported. The
completion of a single task may trigger the automatic assignment of one or more tasks.
Alternately, the completion of several tasks may then trigger the assignment of a single task.

The existing “Assign Automatically when previous task is completed’ setting found on the ‘Edit
Submission Production Task’ page is enhanced to include multiple trigger points and is renamed
‘Assign Automatically when all Trigger Tasks are completed’. When this setting is enabled for a
task, it is eligible to be assigned automatically once its trigger task has been completed. Trigger
tasks may be defined on any Standard or Custom Submission Workflow grid found on the new
‘Configure Submission Workflows and Production Tasks’ page.

NOTE: Upon upgrade, any Submission Production Task configured to allow automatic
assignment upon the completion of the previous task will have the newly named *Assign
Automatically when all Trigger Tasks are completed’ setting enabled. This should not affect any
existing automatic assignment settings.

Example of a complex automated workflow (partial) that can now be supported:

| Format Text |—>| Text to Mkig. |—>| Copy-Edit
( Init. Prod. )—)| Setup Task Typesetting
| Check Art l—)| Cleanup Art I

In the above example:
e ‘Format Text’ is configured with ‘Setup Task’ as the only trigger task.
e ‘Check Art’ is also configured with ‘Setup Task’ as the only trigger task.
e ‘Text to Mktg.” is configured with ‘Format text’ as the only trigger task.
e ‘Copy-Edit’ is configured with “Text to Mktg.” as the only trigger task.
e ‘Cleanup Art’ is configured with ‘Check Art’ as the only trigger task.
e ‘Typesetting is configured with both ‘Copy-Edit’ and *Cleanup Art’ as trigger tasks.

e All of the above tasks first have the Task-specific ‘Assign Automatically when all
Trigger Tasks are completed...” option set to enable selection of these trigger tasks.

e S0, on a new submission with no previous task assignments:

0 When “Setup Task’ is completed, both ‘Format Text” and ‘Check Art’ are
assigned automatically.
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o0 Text to Mktg., Copy-Edit, and Cleanup Art are triggered when their respective
trigger tasks are completed.

0 When ‘Copy Edit’ is completed — assuming it completes first — no further
Automatic Assignment is triggered.

0 When ‘Cleanup Art’ subsequently completes, “Typesetting’ is assigned
automatically.

As with previous iterations of Automatic Task assignment, a ‘Can Be Assigned By’ user must
and a ‘Can Be Assigned To” recipient must be defined to successfully save a Submission
Production Task with the automatic assignment setting. An ‘Allow Repeats’ setting found in the
Submission Workflow grid defines whether the task should be automatically assigned again if
the trigger task is completed more than once.

NOTE: Upon upgrade, any tasks configured with the previously named ‘Assign Automatically
when previous task is completed’ have the ‘Allow Repeats’ setting enabled. This is indicated by
a checkmark icon in the ‘Allow Repeats’ column of the Standard or Custom Submission
Workflow grid.

Sample Configure Submission Workflow page of a Custom Submission Workflow

@ Configure Submission Workflow

This is a user-defined workflow, containing a set of tasks selected from those defined under the ‘All Submission Production Tasks' workflow.

You may select additional tasks and add them into this workflow; the remove icon ( m )} removes the associated task from this workflow
alone. The Task Order defined here applies to this workflow alone

The [Edit] link modifies the master Task Type configuration, affecting all workflows. The edit icon (¢ ) modifies Automatic Task Assignment

seftings affecting only this workflow (you must first configure the Task Type to allow Automatic Task Assignment when Trigger Tasks are
submitted).

Workflow Name Fast Tracker &

Assign if First Allow Repeats
Task Type (#=Milestone) Task i Trigger Task(s) i i
v

m Task Track [Edif]
m Copy Editing [Edit]
m Final Copy Edit [Edif] N Copy Editing v
m EI Correct Artwork [Edit]
Task Track,
m ¥ Sent to Publisher - Last [Edit] K Eiﬂg?rgg:;fngait:
Correct Artwork
Update | [PAP1

Get Hi-Res Image
Import reporr

A - ) .

<4 Add Selection(s) to Workflow
v
Import Task

In the configuration above, the ‘Final Copy Edit’ task will be assigned automatically once the
‘Copy Editing’ task has been completed. The “‘Allow Repeats’ has been enabled, so if the ‘Copy
Editing’ task is completed again, the ‘Final Copy Edit’ task will be automatically assigned again
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to the same user. The task ‘Sent to Publisher — Last’ (shown here as a Milestone task — it is
assigned and marked as ‘Completed’ at the time of assignment), will be automatically assigned
once all other tasks have been completed (‘“Task Track’, ‘Copy Editing’, ‘Final Copy Edit’, and
‘Correct Artwork’). It is also worth noting that the very first task in the workflow, ‘Task Track’
is assigned automatically when Production is initiated, an existing PM feature.

NOTE: If automatic task assignment fails, a failure email is sent to the publication’s Production
‘Email From’ address, configured in PolicyManager.

TO CONFIGURE: On the “Edit Submission Production Task’ page, the ‘Assign Automatically
when all Trigger Tasks are completed (if configured in the workflow’ setting must be enabled. If
a Submission Production Task was configured to allow automatic assignment upon completion
of the previous task prior to upgrade, this newly named setting will be enabled by default.

NOTE: In 12.0, editing a Submission Production Task must be done by editing the Standard
Submission Workflow named ‘All Submission Production Tasks’, found on the ‘Configure
Submission Workflows and Production Tasks’ page.

NOTE: A single user in the ‘Can Be Assigned By’ section and a single user in the ‘Can Be
Assigned to’ sections must be defined in order to successfully save a task configured for
automatic assignment.

Sample Edit Submission Production Task page

Edit Submission Production Task

Cancel | Submit |

Insert Special Character
MNew Production Task Name: |Task Track

Maximum Production Task Name is 100 characters

[JHide When you Hide a Production Task Name, the Production Task Name
will be deactivated (not available for assignment).

Assignment Options

Automatic Assignment can be triggered by the actions listed below. Because this process occurs automatically you must select a
specific user to be identified as the assignor and a specific user to receive the task. You should also configure one or more File types
to be automatically selected, unless this task is not used to process files.

(] Assign Automatically when Production is initiated (if this is the first task in the workflow)

Wl Assign Automatically when all Trigger Tasks are completed (if configured in the workflow)

Automatic End Production when the Task is Completed and there are No Other Open Tasks in the Workflow.

[1End Production Automatically after this task is Completed

Batch Assignment can be triggered on either a set of submissions selected from the Search Submissions Results Production view, or
all Submissions in a Schedule Group selected from the Manage Schedule Groups folder. Only tasks that are specifically configured
to allow batch assignment can be used in these cases. Tasks that are configured for Assignment to 'Corresponding Author Only'
cannot also be configured to Allow Batch Assignment.

[ Allow Batch Assignment
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After all desired tasks are configured to allow automatic assignment, the Trigger Tasks must be
defined on the Standard or Custom Submission Workflow grids. Any task eligible for automatic

assignment upon the completion of a Trigger Task will have a pencil icon ( N4 ) located in the

Task’s row in the grid to the left of the *Trigger Task(s)’ column. Clicking the icon will open the
“Trigger Task(s)’ and *Allow Repeats’ columns for editing.

Sample Configure Submission Workflow page for a Custom Submission Workflow — the ‘Final
Copy Edit’ pencil icon has been clicked to reveal the Edit Trigger Task(s) section.

@ Configure Submission Workflow

This is a user-defined workflow, containing a set of tasks selected from those defined under the 'All Submission Production Tasks' workflow.

You may select additional tasks and add them into this workflow; the remove icon { m ) removes the associated task from this workflow
alone. The Task Order defined here applies to this workflow alone.

The [Edit] link modifies the master Task Type configuration, affecting all workflows. The editicon (' ) modifies Automatic Task

Assignment settings affecting only this workflow (you must first configure the Task Type to allow Automatic Task Assignment when Trigger
Tasks are submitted).

Workflow Name: Fast Tracker S
Assign if First Allow Repeats
Task Type (#=Milestone) Task i Trigger Task(s) i i
M [t |  TaskTrack[Edig v
il Copy Editing [Edit]
§ ) p Task Track OnNo
m |3 Final Copy Edit [Edif] H e _
Copy Editing ®ves
i Correct Artwork [Edit]
Task Track;
Copy Editing;
i #Sent to Publisher - Last [Edif v Finz‘{ Copy Igfdit:
Correct Artwork
Update PAP1 o~
Get Hi-Res Image =+ Add Selection(s) to Workflow
Impart reporr v
Impeort Task

The “Trigger Task(s)’ column will refresh to display a multi-selector box that lists all previous
tasks in the workflow. Selecting one or more of these tasks will trigger the automatic assignment
of the task being edited. Selecting “Yes’ in the *Allow Repeats’ column will allow the automatic

assignment of the task if the trigger task(s) is completed again. Clicking the disk icon ( | ) will

save the selections. Clicking the left arrow icon (4%) closes the Trigger Task(s) editing session
without saving any changes to the tasks or *‘Allow Repeats’ setting.
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Automatic Assignment of Production Task after Import

In PM 11.2, publications may be configured so that Production may be automatically initiated
when a submission is imported into ProduXion Manager. For submissions that have completed a
workflow through Editorial Manager (not imported), publication configuration may trigger
production initiation and the automatic assignment of the first Submission Production Task in a
Submission Workflow.

In PM 12.0, Automatic Assignment of the first Submission Production Task in a Submission
Workflow is extended to submissions imported into ProduXion Manager. To be eligible for this
feature, a Manuscript Import Method that initiates Production upon import must be configured
for the publication and the first Submission Production Task associated with the imported
submission’s Article Type is configured to be automatically assigned when Production is
initiated.
NOTE: Only the following Manuscript Import Methods trigger the automatic ‘Initiate
Production’ process:

+ Cadmus Manuscript Import (DTD Version 2.44)

+ Nature Manuscript Import (DTD Versions 8, 10, & 11)
+ JATS Import into ProduXion Manager

TO CONFIGURE: The publication must first be configured with a Manuscript Import Method
that automatically initiates Production.

A Submission Production Task must then be configured to be automatically assigned after
Production has been initiated. From the new ‘Configure Submission Workflows and Tasks’ page
in PolicyManager, click ‘Edit” for ‘All Submission Production Tasks’, located under the
‘Standard’ header.
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Sample Configure Submission Workflows and Tasks page

@ Configure Submission Workflows and Tasks
Listed below are previously created Submission Workflows, including the system-defined "All Submission Production Tasks' worlkflow: edit this workflow to

define new Task Types, or remove/hide unwanted ones.

You may Add, Edit or Remove your own Custom Workflows. All Workflows define a set of Submission Production tasks and the relationships between
them, such as the order of Tasks and Trigger Task links for Automatic Assignment. To use any Workflow, it must be associated with the appropriate Article
Types via the Edit Article Types page; Task Assignment for submissions of these Types is then limited to tasks in the Workflow.

Standard

All Submission Production Tasks

g
B

Custom Submission Workflows

Fast Tracker Remaove Copy Edit

nsert Special Character

MNew Custom Workflow Name: Add

Maximum Workflow Name is 100 characters

Edit Article Types
PolicyManager Main Menu

Edit an existing Submission Production Task or enter a Task name and click “+ Add New Task
Type” at the bottom of the grid to create a new Submission Production Task.

Select the checkbox next to ‘Assign Automatically when Production is initiated (if this is the first
task in the workflow)’ to enable the task for automatic assignment.
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Sample Edit Submission Production Task page

Edit Submission Production Task

Cancel | Submit |

Insert Special Character
MNew Production Task Mame: Task Track

Maximum Production Task Name is 100 characters

[ Hide “When you Hide a Production Task Name, the Production Task Name
will be deactivated (not available for assignment).

Assignment Options

Automatic Assignment can be triggered by the actions listed below. Because this process occurs automatically you must select a
specific user to be identified as the assignor and a specific user to receive the task. You should alse configure one or mare File
types to be automatically selected, unless this task is not used to process files.

@ssign Automatically when Production is initiated (if this is the first task in the workflow)
A

ssign Automatically when all Trigger Tasks are completed (if configured in the workflow)

Automatic End Production when the Task is Completed and there are Mo Other Open Tasks in the Worlkdflow.

[CIEnd Production Automatically after this task is Completed

Elatch Assignment can be triggered on either a set Ufsubmlssmns selected from the Search Submissions Results F'ruductlun

[T H o R N T} sl B Dol ool £l P R | 1l

Once the Submission Production Task has been configured for automatic a55|gnment when
Production initiation occurs, go back to the ‘Configure Submission Workflows and Tasks’ page.
The freshly configured task will need to be at the top of a Custom Submission Workflow (or at
the top of the *All Submission Production Tasks’ list if the publication does not use custom
workflows). Click ‘Edit’ for an existing Custom Submission Workflow or create a new workflow
by entering a name and clicking the “‘Add’ button at the bottom of the page.

If the task isn’t already part of the submission workflow, select the Submission Production Task
from the multi-selector box at the bottom of the grid and click ‘+ Add Selection(s) to Workflow”.
Once added to the grid, enter ‘1’ in the ‘Order’ field to the left of the task name and click
‘Update’ to move the task to the top of the workflow. A checkmark icon should be visible in the
*Assign if First Task’ column if the Submission Production Task has been configured correctly.
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Sample Configure Submission Workflow page — ‘Task Track’ has been configured to be
assigned automatically upon Production Initiation and it is at the top of the workflow order

@ Configure Submission Workflow

This is a user-defined workflow, containing a set of tasks selected from those defined under the 'All Submission Production Tasks'
workflow.

You may select additional tasks and add them into this workflow; the remove icon ( [l ) removes the associated task from this
workflow alone. The Task Order defined here applies to this workflow alone.

The [Edit] link modifies the master Task Type configuration, affecting all workflows. The edit icon (¥ ) modifies Automatic Task

Assignment settings affecting only this workflow (you must first configure the Task Type to allow Automatic Task Assignment when
Trigger Tasks are submitted).

Woaorkflow Name: Fast Tracker N
Assign if First Allow
Task Type (#=Milestone) Task i Trigger Task(s) i Repeats i
m Task Track [Edit] v
m 2 Copy Editing [Edit]
m 3 Final Copy Edit [Edit v Copy Editing v
m + +Sent to Publisher - Last [Edit
m 5 Correct Artwork [Edit
Update | PAPT -
Get Hi-Res Image [ < Add Selection(s) to Workflow
Import reporr .
Import Task -

Once the Submission Workflow has been configured, make sure the Article Type of the
submission being imported is configured to use the correct Submission Workflow. In ‘Edit
Article Types’, Add or Edit an existing Article Type. Towards the bottom of the page in the
‘Production Tracking Parameters’ section, select the desired Submission Workflow.
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Sample portion of Edit Article Type page

MNumber of Classifications: Minimum A Minimum applies only when the ‘Select Classifications’ preference is set to "Required”.

Maximum The Maximum applies only when the ‘Select Classifications' preference is sef fo "Optional™ or "Required”.

Final Disposition

[[] Automatically set the Final Disposition to
‘Reject” when the Author is notified of the AXS
selected Decisions: Teller's

@Production Tracking Parameters:

Use Submission Workflow: | All Submission Production Tasks |Z|
All Submission Production Tasks

Automatically set the Final Disposition to
‘Accept’ when the Author is notified of the
selected Decisions:

Submission Item Parameters:

New Revised

Author Agreement Submission Submission
Required for Submission: | Optional [ ] [Hidden []
Allow Offine Submission: Required | » | [Hidden [+]
Exclude from Reviewer POF

(for New and revised Submissions)
B Publisher gets file:

(for New and revised Submissions)
[ Include in @WebFirst PDF
Companion New Revised

P Submission Submission
Required for Submission: Opticnal v| Optional vl

Once all parts have been configured (Submission Production Task, Submission Workflow, and
Article Type), the first assigned task should be assigned once the submission has been imported
into PM.
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Cancel Outstanding Production Tasks When Closing Schedule Group

In PM version 11.2, closing a Schedule Group attempts to end production on each individual
submission in the group (provided that it is the Controlling Schedule Group). If one or more
submissions within the Schedule Group have outstanding Submission Production Tasks, the
group may not be closed unless the open tasks are submitted or canceled. If there is an
outstanding Schedule Group Production Task, the group may not be closed unless the Schedule
Group Production Tasks are submitted or canceled. If there are non-critical tasks keeping a
Schedule Group open, a Production Administrator may need to proxy as many different users to
close all of the open task loops.

New in PM 12.0, a new permission is added for Editor and Publisher Roles that will allow the
Role to automatically cancel all open production tasks when closing a Schedule Group. When an
Editor or Publisher with this new permission closes a Schedule Group, they are presented with a
warning that will indicate if submissions within the group still have open tasks. Proceeding with
the Schedule Group closure from the warning dialog box will allow the user to either send
default cancelation letters to all assignees with open tasks (‘Close Group and Send Letters’
button) or cancel the tasks without sending any notifications (‘Close Group without Sending
Letters’ button). All open tasks will be canceled - a user will not be able to pick and choose
which tasks to cancel. A ‘Do Not Close Group’ button allows the user to cancel the Close
Schedule Group process.

‘Sample Manage Schedule Groups page where the *Close Group’ link has been clicked and the
user has permission to automatically cancel open task assignments

Publication
Date

process and switch to a list of production tasks associated with this
Schedule Group.

0 3 3 2018 12:00:00:000AM 0O

« 2 Schedule Group Production Tasks are still in progress.
- Click this History link to display information for this Schedule Group.

To cancel these tasks automatically and close the group, click one of the
following buttons depending on whether you want to send cancellation letters.

a 14 Submis§ions that have no open tasks but are still in production will have 55 3008 5
production ended on them. 0:00:0004M

Close Group and Send Letters |

Close Group without Sending Letters |

0 14 26 2008 6
To leave the group open without cancelling any tasks, click 'Do Not Close Group'. 0:00:000AM

Do Mot Close Group |

500 1 1 a Mov 12 2013 500 2013 |1 MNov 12 2013 1
12:00:00:000AM 12:00:00:000AM
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After all open tasks for the Schedule Group have been canceled, the system ‘Ends Production’ on
each submission for which the Group is the Controlling Schedule Group. Submissions in the
Group that have other Controlling Schedule Groups will remain In Production and will not have
their open tasks closed.

If an Editor or Publisher without the new permission attempts to close a Schedule Group with
open Production Tasks, the warning message is enhanced to include links to the Schedule Group
History and the Schedule Group’s Production Status Grid.

Sample Manage Schedule Groups page where the ‘Close Group’ link has been clicked and the
user does not have permission to automatically cancel all open tasks

Target Number Current| Target Target

Number of | of Publication Publication Publication| Online
Submissions| Submissions| Budget| Total Date Volume
AY AY AY AW
0 1 0 0
The "June 2008" Schedule Group cannot be closed because it has open
production tasks associated with it. These must be cancelled or submitted by the
0 3 assignee before this Group can be closed. § 2018 12:00:00:000
= 7 Submissions have open submission production tasks.
= Click this Production Status Grid link to cancel the Close Group
process and switch to a list of production tasks associated with this
Schedule Group.
0 14 26 2008
. . 0:00:0004M
« 2 Schedule Group Production Tasks are still in progress.
= Click this History link to display information for this Schedule Group.
oK
U 14 Far) o JUIT £ LUV 10U ug.ouuAr xIr I may 26 2008
12:00:00:0004M
EON 1 i [n] Blrar 3 ni= ={aTal i i | Blmag 1% nd

TO CONFIGURE: In Editor or Publisher RoleManager, enable the new *Automatically Cancel
Production Task Assignments when Closing Schedule Groups’ permission.
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Sample RoleManager page (partial)

E ProduXion Manager

¥ @initiate Production Manually

M @serve as Corresponding Production Editor

Vi @'Change Corresponding Production Editor

¥ @view Schedule Groups

Vi @'Manage Schedule Groups
D ¥ Assign Submissions to Multiple Schedule Groups
@ ¥ Copy Contents when Copying a Group

g@' ¥ Automatically Cancel Production Task Assignments when Closing Schedule Groups
¥ @Edit Submission Target Online Publication Date
¥ @View Production Details

@Use Production Details Layout |Default Production

[0 @View Production Status Grid

[0 @View At-Risk Submissions

M @View All Submissions in Production

[ @End Production/Return to Preduction

[ '@Assign Submission Production Task

O] '@Assign Schedule Group Production Task

M @cancel Production Task Assignment

(] @0verride Submission Production Task Due Date

[0 @override Schedule Group Production Task Due Date
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Automatic Submission and Schedule Group Production Task Reminders

In PM version 11.2, Submission and Schedule Group Task Reminder reports are available to
Editors and Publishers with ‘Send Production Reminders’ permission in RoleManager. Reports
may be run manually and Task recipients notified.

New in PM version 12.0 Submission and Schedule Group Production Task reports may be
scheduled and automated to send notifications. This functionality is already available for some
Editorial reports (Author Revision Reminders, Author Transfers, Reviewer Reminders). In
RoleManager, two new permissions are added that will allow Editors and Publishers to create
and schedule automated reminders to recipients of Submission and Schedule Group Production
Tasks: “‘Create Automated Submission Task Reminders’ and ‘Create Automated Schedule
Group Task Reminders’.

NOTE: Permission to create automated reports cannot be removed from the Role once a user
with that Role has created an active Automated Production Reminder report. The automated
report must be removed before permission can be disabled.

Once permission has been enabled, the Automated Task Reminder Reports will be available as
links in the “Reports’ section of the Production Tasks menu.

Automated Submission Task Reminder Report

Clicking the “‘Automated Submission Task Reminders Report’ link from the Production Tasks
main menu, the Reports section of EM, or the Send Reminder Letters section of EM brings the
user to the new Automated Submission Task Reminder Reports interface. Similar to other
automated reports in the EM system, criteria for a report can be defined and saved.
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Sample Automated Submission Tasks Reminder Report page

Automated Submission Tasks Reminder Reports

Create a new Automated Reminder by selecting criteria below and clicking the "Save as Automated Reminder’ button. Once saved, the Automated Submission Tasks reminder e-mails will be
sent once every 24 hours to each recipient.

Outstanding Submission Production Tasks: Send an automated reminder e-mail to users who were assigned a Submission Preduction Task
7 days ago. If users have already completed their task, they will not receive a reminder,

® Reminder Before Selected Date Type: Send an automated reminder e-mail to users whose open, assigned Submission Production Task is exactly

Reminder T 5
eminder Type 10 days before the selected date type.

) Reminder Past Selected Date Type: Send an automated reminder e-mail to all users whose open, assigned Submission Preduction Task is exactly

7 days past the selected date type. To send reminders for tasks that are due on the day the reminder report is run, enter 0 days.
Date Type: Production Task Due Date ﬂ
Production Task: {All Production Tasks) ]
Schedule Group: (Al Schedule Groups) v

Insert Special Character
Reminder Name:
Maximum 200 charscters

Reminder Letter: Please Choose an Aufomated Reminder Letter v

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl" key on your keyboard,
while using the mouse to select the desired items in the selection box. On a Mac, the "Command’ key is used while using the mouse to click the desired items.

Author A Select A
Assigned To: Editor in Chigf
- Managing Editor W
Copy Editor Clear all
Original Study A Select A
Article Type: Editarial's .
" Super Quick - Everything Hidden W
Review Clear All
Basic Science Section ~ Select A
Section/Category: Clinincal Section (hidden)
* Naptime Funtime Section (hidden) v

Epidemiclogy Section (hidden) Clear All

Save as Automated Reminder

Saved Automated Reminders

Click the 'Remove’ tool if you want to permanently remove a saved reminder, and stop all automated reminder e-mails associated with
it. Click the "Edit’ tool to edit the criteria saved for a saved reminder. Mote: Reminders can only be removed or edited by the user who
created them. Re-order saved reminders by dragging and dropping the saved reminder record to the new location via the Drag & Drop

tool.
Number of
Reminder Name Reminder Type Days Reminder Creator
m {/ 7 Days past due! gz:\;mder Past Production Task Due 7 Mary Shelby Roman

10 Days Before
M V Submission Target
Online Pub Date

Reminder Before Submission Target

Online Publication Date 10 Eaishelbilonay

Return to Send Reminders

Return to Editorial Menu

The Reminder Type section allows the Report creator to refine report results:
+ [X] days Outstanding Submission Production Tasks - applies to Submission Production

Tasks that were assigned [X] days ago and are still open. Eligible users with open Tasks
will not receive a reminder every single day after [X] days have elapsed, but will receive
a single reminder after [X] days have passed.

+ [X] days Before Selected Date Type- applies to Submission Production tasks that are [X]
days before the selected Date Type. Users assigned a Submission Production Task but
have not completed it by [X] days before the selected Date Type will receive a reminder.
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+ [X] days After Selected Date Type— applies to Submission Production Tasks that are [X]
days after the selected Date Type. Users assigned a Submission Production Task but have
not completed it yet after the elapsed amount of time will receive a reminder.

The Date Type is configured below the Reminder Type section. The selected Date Type can be
used to configure a ‘Before’ or ‘After’ Reminder Type. Report creators may choose to calculate
the report based on Production Task Due Date, Submission Target Online Publication Date,
Schedule Group Target Online Publication Date, or Schedule Group Target Publication Date.

The Report results may be further restricted to a single Submission Production Task, a Schedule
Group, specific Task recipients, Article Type(s), or Section/Category. All letters in the
Production Reminder letter family are available for selection in the *‘Reminder Letter’ drop down
list.

NOTE: Opting to not select any criteria in a multi-selector box (‘Assigned To’, “‘Article Type’,
and ‘Section/Category’) will run the Report against all eligible Roles, Article Types, and/or
Section Categories.

Once saved, a user will have access to their Automated Submission Task Reminder Report in the
‘Saved Automated Reminders’ section at the bottom of the page. Clicking the pencil icon
refreshes the page so the user may update the criteria of the report. Clicking the trash can icon
removes the report. The order of the reports in the *Saved Reports’ section may be changed by
dragging and dropping the record to the desired location.

Automated Schedule Group Task Reminders Report

Clicking “‘Automated Schedule Group Tasks Reminders Report’ link from the Production Tasks
main menu, the Reports section of EM, or the Send Reminder Letters section of EM brings the
user to the new Automated Schedule Group Task Reminder Reports interface.
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Sample Automated Schedule Group Tasks Reminder Reports page

Automated Schedule Group Tasks Reminder Reports

Create a new Automated Reminder by selecting criteria below and clicking the "Save as Automated Reminder’ button. Once saved, the Automated Schedule Group Tasks reminder e-mails
will be sent once every 24 hours to each recipient.

® Outstanding Schedule Group Production Tasks: Send an automated reminder e-mail to users who were assigned a Schedule Group Production
Task |7 days ago. If users have already completed their task, they will not receive a reminder.

) Reminder Before Selected Date Type: Send an automated reminder e-mail to users whose open, assigned Schedule Group Production Task is

Reminder T 5
eminder Type exactly |10 days before the selected date type.

) Reminder Past Selected Date Type: Send an automated reminder e-mail to all users whose open, assigned Schedule Group Preduction Task is

exactly |7 days past the selected date type.To send reminders for tasks that are due on the day the reminder report is run, enter 0 days.
Date Type: Mot Applicable
Production Task: {All Production Tasks) ﬂ
Schedule Group: {All Schedule Groups) ]

Reminder Name:
Maximum 200 characters

Reminder Letter: Please Choose an Automated Reminder Letter |

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl" key on your keyboard,
while using the mouse to select the desired items in the selection box. On a Mac, the 'Command’ key is used while using the mouse to click the desired items.

Editor in Chief Select A
Managing Editor ~
Copy Editor W
Graphics Editor

Assigned To:

Clear Al

Save as Automated Reminder

Saved Automated Reminders

Click the 'Remove’ tool if you want to permanently remove a saved reminder, and stop all automated reminder e-mails associated with
it. Click the "Edit' tool to edit the criteria saved for a saved reminder. Note: Reminders can only be removed or edited by the user who
created them. Re-order saved reminders by dragging and dropping the saved reminder record to the new location via the Drag & Drop

tool.
Number of
Reminder Name Reminder Type Days Reminder Creator
5 Days Before SG PT Due Reminder Before Schedule Group
m 5 Date Production Task Due Date = Mangshelbylionag

Return to Send Reminders

Return to Editorial Menu

The Reminder Types section allows the report creator to refine Report results in the following
ways:

+ [X] days Outstanding Schedule Group Tasks - applies to Schedule Group Production
Tasks that were assigned [X] days ago and are still open. Eligible users with open Tasks
will not receive a reminder every single day after [X] days have elapsed, but will receive
a single exactly after [X] days have passed

+ [X] days Before Selected Date Type- applies to Schedule Group Production tasks that
are [X] days before the selected Date Type. Users assigned a Schedule Group Production
Task but have not completed it by [X] days before the selected Date Type will receive a
reminder.

+ [X] days After Selected Date Type— applies to Schedule Group Production Tasks that are
[X] days after the selected Date Type. Users assigned a Schedule Group Production Task
but have not completed it yet after the elapsed amount of time will receive a reminder.
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The Date Type is configured below the Reminder Type section. The selected Date Type can be
used to configure a ‘Before’ or ‘After’ Reminder Type. Report creators may choose to calculate
the report based on Schedule Group Production Task Due Date, Schedule Group Target Online
Publication Date, or Schedule Group Target Publication Date.

The Report results may be further restricted to a single Schedule Group Production Task, a single
Schedule Group, or specific Task recipient Roles. All letters in the Production Reminder letter
family are available for selection in the *‘Reminder Letter’ drop down list.

NOTE: Not selecting any Roles in the “Assigned To’ selector box will run the report against all
eligible Roles.

Once saved, a user will have access to their Automated Schedule Group Task Reminder Report
in the ‘Saved Automated Reminders’ section at the bottom of the page. Clicking the pencil icon
refreshes the page so the user may update the criteria of the report. Clicking the trash can icon
removes the report. The order of the reports in the *Saved Reports’ section may be changed by
dragging and dropping the record to the desired location.

TO CONFIGURE: ‘Create Automated Submission Tasks Reminders’ and/or ‘Create Automated
Schedule Group Tasks Reminders’ permission(s) must be enabled for the desired
Editor/Publisher Role to have access to these reports.
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Sample Edit Editor Role page in RoleManager

Edit Role Definition

Rale Name:” |Managing Editor |

Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform. Note - in boxes with multiple rows
displayed, you may select or deselect multiple terms by holding down the CTRL {PC) or
CMD/Apple key (Mac) when clicking.

Expand All Collapse All

New Submissions

POV PVG 0L OOOOOOOSOOSSSS

This section of the page remains unchanged
L.0ss Pub.cabun Ly gin
= ProduXion Manager
M @Create Submission
[ @initiate Production Manually
M @allow Task Assignment and Assignment to Schedule Group when Initiating Production
M @Dserve as Cormresponding Production Editor
v @Change Corresponding Production Editor
[ @View Schedule Groups
W @Manage Schedule Groups
@™ Assign Submissions to Multiple Schedule Groups
@™ Copy Contents when Copying a Group
@00 Automnatically Cancel Production Task Assignments when Closing Schedule Groups
] @Edit Submission Target Online Publication Date
M @Visw Production Details
@Use Production Details Layout |Production Details for Managing Editor| v|

M @\isw Production Status Grid

M @visw At-Risk Submissions

M @visw All Submissions in Production

M @End Production/Return to Production

¥ @Assign Submission Production Task

¥ @Assign Schedule Group Preduction Task

¥ @cCancel Production Task Assignment

M @0verride Submission Production Task Due Date
M @override Schedule Group Production Task Due Date
M @Receive Production Task

M @Create Automated Submission Tasks Reminders

M @Create Automated Schedule Group Tasks Reminders
v 683nd Production Reminders

¥ @Run Production Task Assignment Totals Report

M @Download Attachments

¥ @Upload Attachments

M @\iew Reference Checking Results

Cancel | Submit |

@Edlturlal Manager"@PmMﬁm Manag!r‘@:ummarm Manager”
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Sample Edit Publisher Role page

Edit Role Definition

Role Name:* |Publisher

Check the functions that this role is permitted to perform.

Expand All Collapse All

= General Searching and Viewing

[J Search Submissions

El ProduXion Manager

¥ @initiate Production Manually

v @serve as Corresponding Production Editor

] @Change Corresponding Production Editor

¥ @view Schedule Groups

] @Manage Schedule Groups
@O Assign Submissions to Multiple Schedule Groups
@O Copy Contents when Copying a Group

v @Edit Submission Target Online Publication Date
[ @view Production Details

0 QPO V-F 0 0000000000000 000
This section of the page remains unchanged

@0 Automnatically Cancel Preduction Task Assignments when Closing Schedule Groups

@Use Production Details Layout |asd

[ @wiew Production Status Grid

[ @view At-Risk Submissions

¥ @view All Submissions in Production

[ @End Production/Return to Production

| @Assign Submission Production Task

O @Assign Schedule Group Production Task

¥ @cancel Production Task Assignment

[ @0verride Submission Production Task Due Date

O @override Schedule Group Production Task Due Date

¥ @Receive Production Task

¥ @Wiew Submission Production Status History

¥ @view Submission Production Task Assignment History

[ @view Schedule Group Production Task Assignment History
¥ @view Submission Production Correspondence History

[ @view Schedule Group Production Correspondence History

¥ @Create Automated Submission Tasks Reminders

¥ @Create Automated Schedule Group Tasks Reminders
¥ @Ssend Production Reminders

[ @Run Production Task Assignment Totals Report

O @Manage WebFirst Inventory

¥ @view Reference Checking Results

Cancel | Submit |

@Edlturlal Manager"@PmMﬁm Manag!r‘@:ummarm Manager”
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Additionally, Reminder letters must be configured in the ‘Production Reminder’ letter family in
the “Edit Letters’ section of PolicyManager
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Publisher Roles Can Search Submissions

In EM/PM version 11.2, *Search Submissions’ functionality was limited to Editor Roles.
Publications may have opted to give Publishers restricted, internal Editor Roles to allow
searching and batch assignment of Submission Production Tasks.

New in PM version 12.0, “‘Search Submissions’ permission is extended to Publisher Roles.

The results of a Publisher submission search are be restricted to Submissions where the Final
Disposition is Accept if the Publisher Role has permission to “‘View All Accepted Submissions’
and submissions which have been initiated for Production if the Publisher Role has access to the
Production Tracking menu. Search criteria may be saved for a Publisher’s future use, but the
saved search may not be shared with other Publisher Roles.

Much like Editorial Search Submissions, the information and Action Links displayed to a
Publisher with ‘Search Submissions’ permission may be restricted depending on other
RoleManager permissions (i.e. access to Customized Flags, Linked Submission Group
information). Publishers may only view results in ‘Production View’, which displays relevant
Production Tracking information about each submission in Production.

NOTE: If a Publisher Role has “‘View All Accepted Submissions’ permission, a user with that
role will see two additional columns in the Search Results: ‘Date of Final Disposition” and “Final
Disposition’, which displays the Final Disposition Term for the submission.

Publisher Roles with ‘Search Submissions’ permission will also have the option to use the
interactive ‘Beta’ grid (new in version 12.0) by selecting the *Display search results in Beta grid’
option on the Search Submission selection criteria page.

TO CONFIGURE: In “Edit Role Definition’ for a Publisher Role in RoleManager, select the
‘Search Submissions’ permission right under the ‘General Searching and Viewing’ section of the

page.
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Sample Edit Role Definition page for a Publisher Role

Edit Role Definition

Role Mame:® |F‘ublisher

Check the functions that this role is permitted to perform.

Expand All Collapse All

= General Searching and Viewing

¥ Search Submissions

[ View Submission

¥ View Manuscript Details
Use Editorial Details Layout |Editorial Details for Managing Editor

M View Production Notes

¥ Edit Preduction Notes

M View Manuscript Notes on Manuscnpt Details
¥ Edit Manuscript Motes on Manuscript Details
¥ View Editorial Correspondence History

A LT S i A SV P S S N
This section of the page remains unchanged
o AL S0 s on. ode 0L dSk S5 JMe . Hi ary
O @View Schedule Group Production Task Assignment History
& @iew Submission Production Correspondence History
O @view Schedule Group Production Correspondence History
(] @Create Automated Submission Tasks Reminders
[ @cCreate Automated Schedule Group Tasks Reminders
W @send Production Reminders
[ @Run Production Task Assignment Totals Report
O '@Manage WebFirst Inventory
M @Wiew Reference Chec king Results

Cancel Submit
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JATS 1.1A Production Task Transmittal
In PM version 11.2, publications may transmit Production Tasks using the JATS 1.0A
Production Task Export method.

New in PM version 12.0, publication may configure a JATS 1.1A Production Task Export
method for use when assigning a Submission Production Task. Using this method to export
Submission Production Tasks will create XML compliant with the JATS 1.1 Journal Archiving
DTD. If a Corresponding Author or Co-Author institution was selected from the auto-populated
institution list, and has a Ringgold ID associated with it, the Ringgold 1D will be included in the
XML file generated with the task.

Corresponding Author information in the XML is now drawn from the information supplied on
the Add/Edit/Remove Authors page. In some other transmittal methods, the Corresponding
Author information is drawn from their registration record.

TO CONFIGURE: On the ‘Edit Submission Production Task’ page, select the ‘JATS 1.1A
Production Task Export” option from the FTP Options section.

NOTE: The “A” indicates that the journal Archiving DTD is being used.

Sample Edit Submission Production Task page (partial)

FTP Options
Submission Production Task Transmittal Method: JATS 1.1A Production Task Export v
Allow task assignment and FTP without Assignment Files

Include Ares Import XML file in transmittal.
FTP Server address
(e.g. ftp.ariessys.com):

Username

Password

Subdirectory:

E-mail Address (for transmittal notification):

Submission Production Task Import Profile: Maone v

E-mail Address (for import notification):
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MERGE FIELD ENHANCEMENTS

Insert System Merge Fields

In EM/PM version 11.2, users editing a letter may select a Custom Merge Field from a pop-up
window (similar to the ‘Insert Special Characters’ feature) to insert into the body of a letter. This
eliminates the need to manually type the merge field into the letter body.

New in EM/PM version 12.0, an ‘Insert System Merge’ field link is available to users editing
letter templates in the ‘Edit Letters’ interface. Clicking the link will open a pop-up overlay from
which a user may search and select merge fields from all available merge fields in the system.
Descriptions of the merge fields are also displayed next to the merge field. Additionally, the
existing ‘Insert Custom Merge Fields’ link has been redesigned to allow searching from all
available Custom Merge Fields.

Sample Insert System Merge Fields overlay on the Edit Letter page — a search string has been
entered

Display e-mail entry box on ‘Send Letter page:
[ cc:(Allow sender to manually enter cc: recipients)
LI bec (Ao semdagio manually enter bee: recipients)

[ Allow attachments

Letter Body: Insert Image | Insert Custom Merge Field | Insert Systerd™erge Field

lovorure o mne pmur roTrEne s |

Insert System Merge Fields

You can drag and drop merge fields from here to the letter Subject or Body. (more__)

|q reviewer_de > Expand All | Collapse All

Inserts a hyperlink to
the Reviewer's version
of the Attachments
page, and (more...)

%ATTACH_FOR_REVIEWER_DEEP_LINK%%

Inserts the custom
Attachment Deep Link
%ATTACH_FOR_REVIEWER_DEEP_LINK_INSTRUCTIONS% instructions created in

NOTE: The search function acts with a “contains” criterion (i.e. the merge field contains the
letter “‘A’). The results return an exact string match, so entering a search string containing
something like “xre” will not generate results.

To insert a merge field using this new feature, click the desired location within the letter body or
Subject field and then click the “Insert System Merge Fields’ link. From the overlay, either
browse through the entire list of merge fields or use the search function to narrow the results.
Click the desired merge field(s) to insert them into the letter and then click the *X” in the right
corner of the overlay to close the ‘Insert System Merge Fields’ function.

The redesigned ‘Insert Custom Merge Fields’ link will work in the same way and it is also
available on the Customize Letter interfaces.
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Sample Insert Custom Merge Field overlay available during letter customization and with a new
search function

Letter Purpose: Reviewer Uninvited MNotice

Letter Subject: “four services on %MS_MNUMBER%: are no longer required

Additional recipients can be copied or blind copied by typing their e-mail addresses into the blank boxes next to cc: or bec: below. Multiple e-mail
addresses can be included, separated by semicolons (;).

cc: bec: Editors Assigned to Manuscript

O [ Jeseeemmmeisi. Fditor in Chief)
ccC:
bce:
Letter Body: Insert Special Character | Insert Cust Merge Field Open in New Window |
SREVIEWER NEME B e et Merge Field B
Dear $TITLES 9§
) You can drag and drop merge fields from here to the letter Subject or Body. (more...)
Your =services
JOURNALFULLTI]
|l
Thank you for
. . % CUSTOM_ANNOUNCEMENT% View Content
With kind regg
% CUSTOM_DEADLINE% View Content
The Editors atf X
% CUSTOM_SIGNATURE%Y View Content

TO CONFIGURE: No configuration necessary. The ‘Insert System Merge Fields’ link will be
available on the *Edit Letter’ template page, accessed from the ‘Edit Letters’ link in
PolicyManager. The redesigned ‘Insert Custom Merge Fields’ link is still available for editing
letter templates and on all “‘Customize Letter’ pages.
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CROSS-PUBLICATION ENTERPRISE ANALYTICS REPORTING
ENHANCEMENTS

Enhanced Visibility of Cross-Publication Update Status

In EM/PM version 11.2, a user with permission may run reports across multiple publications
within a Business Publisher. Though it is rare, some of the publications may not be available
during maintenance periods or upgrades. Under these circumstances, Cross-Publication
Reporting may not be generating the most up-to-date results.

New in EM/PM 12.0, a “View Update Status’ link is available to users in the Cross-Publication
Enterprise Analytics Reporting menu. Clicking the link opens a window that displays the update
status of all publications within the Business Publisher or the selected Publication Group
(depending on configuration). The link is available on the left side of the Cross-Publication
Enterprise Analytics Reporting menu above the Publication Groups drop down list (if
configured).

NOTE: If Publication Groups have been created, the “View Update Status’ page will display the
statuses of only the publications within the selected Publication Group.

Sample Cross-Publication Enterprise Analytics Reporting main menu

Shared Reports

Cross-Publication . 11.0-32 testing
Enterprise
Analytics 11.0-32 use 1
Reporting

o Aries Sample Reports

Create Report
Flags and WOL

MSC SG finance
Total and % by AT and Country with pie chart

Get more help about Cross
Publication Views and their

contents -
/ . Caroline
View Updat fus

99327989-1348-4d32-9c5b-77f900ae0118

Publication Group: Days to Initial Decision
All Publications [v] Days to initial decision with editor names in columns

DOI test report

new build submissions

Publication Group Details

new submission build

Reviewers completing the most reviews
Shared report Submissions Received - by Month and Year

Submissions Received - customized country and year

Sample View Update Status page for all publications within the Business Publisher
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i

View Update Status For All Publications B

Here is the current status of the data used to run Cross-Publication Enterprise Analytics Reports for these publications. If
a publication was updated more than 23 minutes ago, its information is displayed in red.

Current Status calculated at: Nov 06 2014 04:43PM

Publication Code #+ Latest Update # Time Elapsed

GARYDEV112 MNov 06 2014 04:40PM 3 minutes

IJRSDEVI11a MNov 08 2014 04.40PM 3 minutes

IJRSDEVI11D MNov 06 2014 04:40PM 3 minutes

IJRSDEVI11C MNov 06 2014 04:40PM 3 minutes

MATTDEY120UDB MNov 06 2014 04:40PM 3 minutes

TIMDEY111 MNov 08 2014 04.40PM 3 minutes

TIMDEV112 Mov 06 2014 04:40PM 3 minutes

TIMDEV120 MNov 06 2014 04:40PM 3 minutes

Vijaydev112 Mov 06 2014 04:40PM 3 minutes

BETHDEY112 Oct 21 2014 04:26FPM 230586 minutes (16 days, 0 hours, 16 minutes)
MATTDEV111 Aug 05 2014 02:21PM 134061 minutes (93 days, 2 hours, 21 minutas)
MATTVDEW112 Jul 02 2014 01:44PM 183059 minutes (127 days, 2 hours, 59 minutes)
VIJAYDEY111_2 Jul 02 2014 01: 44PN 183059 minutes (127 days, 2 hours, 59 minutes)
GARYDEV120 Mar 03 2014 12:19FPM 357384 minutes (248 days, 4 hours, 24 minutes)
MARKDEV112 Mo update status information available

TO CONFIGURE: No configuration necessary if the user already has ‘Cross-Publication
Enterprise Analytics Reporting’ permission.
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