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GENERAL ENHANCEMENTS
Copy Role

Publications sometimes require new user Roles to be created for Reviewers, Editors, or
Publishers. New in v9.0, System Administrators may now copy existing Roles and modify the
permissions for new Roles rather than having to start from scratch in configuring roles.

Each of the roles Reviewer, Editor, or Publisher may now be copied using a new Copy link next
to each role.

RoleManager

Listed below are the roles that are currently defined for Reviewers. You may Add new roles or Remave or Edit existing roles. You
can also create a new Reviewer Role by copying an existing role. When you Copy a Reviewer Role, all options in Reviewer
RoleManager and related configuration options (e.g. Review Forms, Manuscript Rating Questions, ActionManager letters, etc.) are
carried over to the new role. Be sure to enter a unique Role Name and make sure all settings pertaining to the new role are correct
as the new role will be available for selection on pages where Reviewer Roles are displayed as soon as the Edit Role Definition page
is submitted

Reviewer Remave Ecit Copy
Biostat Reviewer Remove Ecit Copy
Demo Reviewer Remove Ecit Copy

When a role is copied, the configured settings are copied as well. This includes:

e Reviewer Roles — Letters in ActionManager, Review Form configuration, Bibliographic
Searches

e Editor Roles — Letters in ActionManager, Editor Form configuration, Bibliographic
Searches, Shared Searches, Production Tracking assignment capabilities (both Production
Tasks and Schedule Group Tasks)

e Publisher Roles — Letters in ActionManager, Bibliographic Searches, Production
Tracking assignment capabilities (both Production Tasks and Schedule Group Tasks)

When the role is first copied, the system administrator is brought to the Role Configuration page.
All configurations of the copied role are set, and a unique role name must be entered in the ‘Role
Name’ field. The administrator can make any additional changes desired, and then submit the
page to create the new role. The new role will be available for selection on pages where roles are
displayed as soon as the Edit Role Definition page is submitted.

NOTE: When copying a role, don’t forget to check other pages (not just Edit Role Definition) to
adjust and confirm all the settings for the new role. For example, since letters are copied to the
new role, go to ActionManager and/or the Edit Letters page to make sure all letters for the new
role are correct.
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Sample Reviewer Role configuration page:
Edit Role Definition

Rale Name:*

Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform.

Expand All Collapse All

E Permissions for New Reviewer Invitations
View Abstract Text
Download Manuscript (Reviewer PDF)

[ Download Submission Item| Abstract v
[ View Corresponding Author and Affiliation
[ View All Authors and Their Affiliations

O View Keywords

[ View Document Classifications

E Permissi for Pending Assi ts and Completed Assi t

4 4 4

Some additional cosmetic changes have been made to RoleManager. New in v9.0, the Role
Name is defined on the Edit Role Definition page rather than on the RoleManager page with the
list of configured roles.

Additionally, new in v9.0, when the administrator clicks the Remove link for any existing role, a
warning message will display at the top of the page if there are currently users with this role
assigned.

@Ed itorial Manager" / Oaora

Role:Managing Editor Username: mary
ROLEMANAGER = ACTIONMANAGER = POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP.

Sarry, "Dema Reviewer” cannot be removed because there are 5 people assigned to it.

RoOlenvianager

Listed below are the roles that are currently defined for Reviewers. You may Add new roles or Remove or Edit existing roles. You
can also create a new Reviewer Role by copying an existing role. When you Copy a Reviewer Role, all options in Reviewer
RoleManager and related configuration options (e.g. Review Forms, Manuscript Rating Questions, ActionManager letters, etc.) are
carried over to the new role. Be sure to enter a unique Role Mame and make sure all settings pertaining to the new role are correct,
as the new role will be available for selection on pages where Reviewer Roles are displayed as soon as the Edit Role Definition page
is submitted

Reviewer Remove Edi

it Copy
Biostat Reviewer Remove Edit Copy
Edit Copy

Demo Reviewer Remove

Add

TO CONFIGURE:
No configuration is required to enable Copying Roles. The new feature is in place on upgrade.
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NOTE: When an Editor Role is copied, and the original Editor Role has permission to receive
assignments and is configured to receive automatic reminders on the Configure Automated
Summary Reminders page, the new role will not have the same reminders configured. This is
because the new Editor Roles may not require reminders immediately, so it is better for the
administrator to purposefully configure reminders.
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Copy Article Type

Publications sometimes require new Article Types to be created for Authors to use in submitting
papers. New in v9.0, System Administrators may now copy existing Article Types and modify
these for new Article Types rather than having to start from scratch in configuring Article Types.

A new Copy link appears for each Article Type (including *Hidden’ Article Types).

Edit Article Types

Listed below are the Article Types available for manuscript submission, conference submissions, proposal creation, invited submissions and
commentaries. (more...)

Order Article Type Article Type Family  Invited

1 Criginal Study Regular Bemove Edit Copy

2 Letter to the Editor Regular Remove Edit Copy |
3 Perspective Regular Bemove Edit Copy

4 Rapid Communication Regular Bemove Edit Copy

5 Case Report Article Regqular Remove Edit Copy

6 Mews ltem Regular Bemove Edit Copy

7 Review Regular Bemove Edit Copy

8 Commentary Regular v Bemove Edit Copy

9 Abstract Regular Bemove Edit Copy

Update Item Qrder ]

i)
al
0

C
c
q
c
c
I
C
Fis
fis
=]
i
|l T
fs

When an Article Type is copied using the new Copy link, the new Article Type is automatically
set to 'Hidden' and the following settings are carried over to the new Article Type:

e All options on the Edit Article Type page (including Submission Item parameters and
Submission Item Metadata)

e Review Forms

e Editor Forms and Manuscript Rating Questions

e Additional Manuscript Detail Fields associated with the Article Type

Some additional cosmetic changes have been made to the Add/Edit Article Type page. New in
v9.0, the Article Title and Family are defined on the Add/Edit Article Type page. The maximum
size of Article Type Name has also been increased to 75 characters.
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Add Article Type

[ Cancel ] [ Submit ]
Article Type:
Maximum Article Type name is 75 characters.
Family: | Regular v Invited: []
SooignetheRapooaliRamilpta EditongononntadintinlaTynone Chaolethadnitad o fon itinlaTypaa-uaad when Authors are invited to submit

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

[ Allow file uploads from arXiv.org server

Whether an Article Type is copied (using the Copy link) or added (using the ‘Add’ button), the
Article Type Name field is blank. A unique name must be entered before the page can be
submitted. Also, the ‘Hide’ checkbox is selected by default for all new Article Types. This
allows the System Administrator to ensure that all configurations are in place before the Article
Type is made available for Authors to use.

TO CONFIGURE:

No configuration is required to enable Copying Article Types. The new feature is in place on
upgrade.
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Display Custom Submission Questions on PDF Cover Page

In EM/PM v8.2, Publications are able to configure Author Questionnaires to ask Authors for
Additional Information while they are submitting a manuscript. Additionally, publications may
configure custom PDF Cover Page layouts for each Article Type, with different layouts for the
Author/Editor PDF and the Reviewer PDF.

Publications often use the Author Questionnaire to solicit such things as Ethics statements,
Conflict of Interest information, Copyright Assignments, etc., and new in EM/PM v9.0,
publications can now make this information more visible throughout the editorial and peer
review process. Administrators may now configure Custom Submission Questions and
responses as available for inclusion on the PDF Cover Pages, and further choose which custom
PDF Cover Page Layouts (for Author/Editor and Reviewer versions of the PDF) these questions
should display on.

When questions are configured to be available for display on the PDF Cover Page, and when the
questions are asked on an Article Type where the ‘Additional Information’ is configured to
display on the corresponding PDF Cover Page, then the questions and answers will display on
the Cover Page, with the question on the left and the answer on the right.
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Sample PDF Cover Page:

Lithosphere

DOI Identification of Internet Properties

--Manuscript Draft--

Manuscript Number:

Article Type: Original Study

Section/Category: New Research

Keywords: DOl

Region of Origin: United States of America

Abstract: The Digital Object Identifier (DOL®) System is for identifying content

objects in the digital environment. DOI® names are assigned to any entity
for use on digital networks. They are used to provide current information,
including where they (or information about them) can be found on the
Internet. Information about a digital object may change over time,
including where to find it, but its DOI name will not change.

The DOI System provides a framework for persistent identification,
managing intellectual content, managing metadata, linking customers with
content suppliers, facilitating electronic commerce, and enabling
automated management of media. DOI names can be used for any form of
management of any data, whether commercial or non-commercial.

Additional Information:
Question Response

Do you certify that this | Yes
research is entirely

original?

Conflict of interest I have no conflicts of interest to disclose at this time. However, my co-

disclosure: author Benjamine Cacace is a member of the World Wide Web Consortium
and may be influenced by the work they are doing.

What is your favorite Blue

color?

Please select all that golden; lemon; mellow

apply:

Please indicate which of NIMH; NOAA; OSHA; NASA
the following government

agencies provided

funding for your

research:

What is the air-speed
velocity of an unladen
swallow?

Powered by Editorial Manager® and Preprint Manager® from Aries Systems Corporation

TO CONFIGURE:

A new row is added to the Add/Edit Custom Submission Questions page in PolicyManager. This
row, ‘PDF Cover Page’, allows the administrator to determine if the Question can show on the
PDF Cover Page. On upgrade, all questions are checked, so are hidden from the PDF Cover
Pages.
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Edit Custom Submission Question

Enter the question/statement, default response text (if required), and any instructions to be displayed as part of an
Author Questionnaire used at the Additional Information step in the Submit Manuscript function. The Hide checkbox
allows inactivation of an obsaolete question. Once hidden, a Custom Submission Question is no longer available for
selection in an Author Questionnaire.

[MIDDLE OF PAGE UNCHANGED]

Options:

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

Page Hide Editable Required Help Text

Manuscript Details 1 N/A NIA

nsert Special Character

Transmittal Form

PDF Cover Page NIA NIA NIA

To display any configured Custom Submission Questions on a PDF Cover Page, go to
PolicyManager, Define PDF Cover Page Layouts, and edit an existing PDF Cover Page layout,
or create a new one (or copy a default template). Click the Select Items to Display link and
select/check the ‘Additional Information’ option.
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Partial page display; Select Items to Display:

Select Items to Display for Editor/Author Layout Full Almost

Select the information to appear on the PDF Cover Page.

Information Submitted by Author
[¥] Article Type
MIFull Title
[¥] Secondary Full Title
] Short Title
[]Secandary Short Title
[ First Authar
Corresponding Author (First, Middle and Last Name, [nstitute, City, State, and Country)
Corresponding Author E-Mail
[MIDDLE OF PAGE UNCHANGED]
Keywords
Secondary Keywords
[¥] Classifications
[¥] Author Comments
[ Additional Information
[“]Requested Editor
[“]Region of Origin
Suggested Reviewers
Opposed Reviewers
Response to Reviewers

Submit the page, and then re-order the display order of the items by entering the position number
and clicking the ‘Update Order’ button.
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Partial page display:
Layout order

Select the order in which the items should appear on the PDF Cover Page. To re-order the items, change the number for one item, click
the 'Update Order button, and all of the fields will re-order accordingly.

Update Order | Default Description

Manuscript Number
Full Title

Secondary Full Title
4 Secondary Short Title
Article Type

EI Section/Category
Keywords

Region of Origin
EI Abstract

Secondary Abstract

Additional Information
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Do Not Unpack Zip Files

There may be times when Authors (or Editors) wish to upload an archive file (e.g., .ZIP files) as
part of a submission, or as a companion file for a submission. These files may not need to be
built into the PDF that is created for peer review, and it may be useful for these archive files to
not be “unpacked” upon upload to EM/PM. New in EM/PM v9.0, publications may configure
specific Submission Items to not unpack these archive files at upload.

When a user uploads an archive file (Attach Files, Upload Companion File, and FTP In
production task), the system checks the new “Do Not Unpack Archive files (.ZIP, .tar) of this
Type” setting in PolicyManager. If the new option is selected for a selected File Type, the
archive file will not be unpacked, and is stored as a packed file).

Insert Special Character

. . Please Attach Files
New Submission

Frequently Asked Questions

Required Items are marked with a *. When all Items have been attached, click Next
at the bottom of the page.

|Se|ect Article Type

Note that you may now upload ZIP FILES

|Enter Title

|AddeditfRemove Authors Item Zip File (Keep it Packed) i

|Se|ect Section/Category

Enter a Description. Selplt Online Web System or Offline delivery. If Online Web
System iz selected, cliCk the Browse button to select a file, then click the Attach This
File button. If Offlice is selected, click the AttachThis Information button.

|5|.|I:|rr1it Abstract

|Enter Keywords

|Enter Comments

Delivery Method ® Online Web System (O Offline

|5|.|ggest Reviewears

File Name:
Attach This File

|Oppose Reviewars

|Req|.|e5t Editor

|Se|ect Region of Origin

|
|
|
|
|
|
|5E|EC': Classifications | Description Zip File (Keep in Packed)
|
|
|
|
|
|

|Atta ch Files

The order in which the attach:d items appear o the list will be the order in which they appear in the PDF file that is produced. You can
change the arder by clicking the arrows.

Check Al Clear All

Change Item Type of all | .hoose | files to: | Choose

Last
Description odified | Actions | Select

*Blinded Manuzcript ||| |Blinded Manuscript Cffline
- e e o : . 4.6 |Dec 30, )
z Zip File (Keep it Packed) v Keep_it_packed.zip MB 2010 Download i
Update File Crder
Check &Il Clear All

Previous | Next

NOTE: If the user clicks the Download link for a packed file, the behaviour depends on the
user’s browser and operating system.

Once an archive file has been uploaded to the system, the user can change the *Item’ designation
of the packed file, but the only Items displayed in the drop-down list are other Items that are
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configured with the new “Do Not Unpack Archive files (.ZIP, .tar) of this Type” option. This is
to ensure that an Author (or Editor editing the submission) does not change an archive file Item
Type to one that is built into the PDF, thereby causing an error with the PDF build.

When an archive file remains packed in the system:

1. Itis excluded from any asynchronous processes (e.g., AQC, CrossCheck).

2. The Author or Editor cannot change the Submission Item Type to another Item Type that
is configured to be unpacked.

e Exception: if the uploaded file is not an archive file format (that is, the user selected a
‘zip’ item type but made an error and did not upload a compressed file), the Item
Type can subsequently be changed to any other Item Type (it is not limited to item
types with the new “Do Not Unpack Archive files (.ZIP, .tar) of this Type” checkbox
selected). This is because the item is not a true zip file and must be able to be
reassigned to an Item Type that is not configured as a zip file.

TO CONFIGURE:

To configure a submission item to not unpack the archive file, go to PolicyManager, Edit
Submission Items, and either Edit an existing item or Add a new item. The new ‘Do Not Unpack
Archive files (.ZIP, .tar) of this Type’ option is only displayed for the following PDF Handling
options and is unselected by default:

e Build Hyperlink to the Item into the PDF (Item Not Displayed in PDF)
e Companion File (not built into PDF)

Edit Submission Item Type

Insert Special Character

ltem Type: |Companion File

Maximum 256 characters
ltem Type Family: | Default v
PDF Handling Companion File (not built into PDF) v
Important Note: If Build Hyperlink to the ltem into the PDF(Item Not Displayed in PDF)' is selected, there is no restriction on the uploaded file's
extension or content. All uploaded files are checked for viruses.

Display with automatic line numbering in PDF

—
[ Do Not Unpack Archive files {ZIP, tar) of this Type

When this option is selected for a particular Submission Item and a user uploads/imports an
archive file, that file is not unpacked and will remain packed in the system. When this option is
not selected, uploaded/imported archive files are unpacked and each individual file is listed.
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CrossCheck Enhancements

In EM/PM v8.2, CrossRef members who have agreed to participate in the CrossCheck
plagiarism detection service are able to access CrossCheck through Editorial Manager’s File
Inventory page. Users (with proper permission) are able to select files to download, and click a
button to open a new CrossCheck window.

New in EM/PM v9.0, there is a more complete integration between EM and
CrossCheck/iThenticate that:

e Automates the transfer of files from EM into iThenticate
e Provides visibility on the status of submissions deposited for checking

e Provides visibility on a submission’s overall Similarity Score

e Provides access to CrossCheck reports from within the EM user interface

NOTE: Existing functionality will be retained for publications that do not wish to set up
automatic transfer of files to CrossCheck/iThenticate.

When the automatic transfer is configured, Editors can now select files from the File Inventory
and ask the system to CrossCheck those files. The files will be transferred to CrossCheck, and
the system will periodically check for the completed Similarity Report. In addition to selected
submission files, the Editor can choose to send the Reviewer PDF (the PDF version built on
submission for sending to the Reviewer); this may be useful for depositing file types not yet
supported by CrossCheck.

File Inventory for Manuscript Number: BETSYTEST82-D-11-00007
"Environmental Impacts of Pesticide Sprays Aimed at Eradicating Eastern Equine Encephalitis (EEE)"

Listed below are the files included in the current version of the latest Revision of the submission. Click the
Download link to download the individual source file. To downlead a zip file containing multiple items, select the
items using the check boxes, and then click the 'Download Zip File' button. The 'Check All' and 'Clear All' links
may be used to select or unselect all the files. Additional software (such as WinZip) must be installed on your
computer in order to unzip (uncompress) the zip file. View Submission

You may alsoc use CrossCheck/iThenticate to run similarity checks on the source file(s).(more...)

If a checkbox does not appear in the 'Select’ column for a file, the file is no longer available. Click the Download
link in the Action column for more information about the file.

Close ‘ Save and Close |

Upload Companion File

Check All  Clear All CrossCheck/Thenticate Recults
Submission Files (accessed via PDF)

Item Family | File Name ______|Size | Last Modificd e T T TR e T I

[ Lownload Manu/ciot Manuscript Document demo manuscript.doc  25.5 KB Mar 14 2008 10:42AM Tested

Check All  Clear All
Close ‘ Save and Close |

Upload Companion File

CrossCheck: Selected Files | CrossCheck: Reviewer PDF

Download Zip File
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When automatic transfer to CrossCheck is enabled for the publication, then individual Article
Types can be configured to trigger a completely automatic deposit of the Reviewer PDF at one of
three times:

e On Initial Submission
e On First Revision

e On Final Disposition of Accept

This allows publications to identify key submission types that will always be run through
similarity checking.

Alternatively, for publications configured to use Technical Check, the Technical Check page is
enhanced with a link to view CrossCheck results (if they already exist) and with a button to
trigger a CrossCheck deposit of the Reviewer PDF. This allows the Editorial Office to manually
trigger a CrossCheck deposit here for selected submissions, e.g. only when the determination is
made that the submission is to be peer-reviewed. The Editorial Office does not need to wait for
Cross-Check results before completing the technical check and assigning to an Editor.

Partial page display: Technical Check

Technical Check

Testing CrossCheck
Original Submission
View Submission

Technical Check History
CrossCheck/iThenticate Results

These are my technical check instructions. These are some bold red important instructions

Contact the journal office with questions.

& Technical Check Incomplete
O Technical Check Complete

Cancel Send Back to Author | CrossCheck: Reviewer PDF Save and Close |

Technical Comments to Author

Insert Special Character Open in New Window

Submissions where files have been sent to CrossCheck using automatic transfer will display a
new CrossCheck/iThenticate Results link. The maximum Similarity Score value associated with
the submission will display if that score exceeds a configured threshold value (configured in
PolicyManager). By setting the threshold appropriately, Editors can be alerted to submissions
with reports that may require special attention.
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Partial page display; new action link including similarity score display:
Linked Subrnissions

Miew Subrnission AMYTEST3I0- Linda L.
CrossCheck/iIThenticate Results (229 D-04-00010 Edney P
Cetails =t

Partial page display; collapsed action links, showing Similarity Score:

Action Links

(B3%) Rapid commmunication

Testing TT17990 Part 4 - Author

Clicking the CrossCheck/iThenticate Results link from any folder (where it appears), Technical
Check, Details or File Inventory opens a new page displaying all file(s) sent to iThenticate by
automatic transfer, the status of the report, and the Similarity Score for each file. If the Score is
equal to or greater than the configured threshold for the publication, this displays in red text.

NOTE: This page displays results for all deposits with CrossCheck over all revisions. The
single similarity score displayed in the Action Links area for a submission is the largest of these
individual values. To ‘retire’ a Similarity Score from an earlier version of the submission, or if
the Similarity Score for any individual file is determined to be an anomaly the “Ignore Score’
option can be used to prevent that being taken into consideration for the headline score displayed
in action links.

The instructions that appear on this page can be customize to provide publication-specific
guidance to Editors.

Sample page:

CrossCheck/iThenticate Results - Submission AMYTEST50-D-06-00010
r'rwpd_13n

The results of each atternpted deposit of files from this submission with CrossCheck/iThenticate is listed below. The 'Score’ value is the overall Similarity
Score returned by CrossCheck/iThenticate when the report is completed; click on any 'Completed' status link to view the full Similarity Report from
CrossCheck/iThenticate,

The largest Score value will be displayed as the overall Similarity Score for the submission, unless the associated 'Ignore Score' checkbox is set/enabled,

File Inventory
CrossCheck fiThenticate History

Submission Similarity Score: 83%

[Date | Rev. | Triggered by File sent TR

13 Decernber 2010 0  Mew Subrission AMYTESTS0-S-06-00032.pdf Completed 83%

14 December 2010 0 John Smith, Editor-in-Chief Abstract.doc Error

14 December 2010 0 John Smith, Editor-in-Chief Clinical Methods doc Error

17 December 2010 0 John Smith, Editor-in-Chief AMYTESTSO-D-06-00010.pdf Completed TO% O
23 February 2011 1  First Revision AMYTESTS0-D-06-00010.pdf Fending

23 February 2011 1 Anne Editor, Journal Office Abstract.doc Completed 87 %

Clicking the Completed link for any file opens a new window displaying the CrossCheck
similarity report. This is a standard iThenticate report page, similar to that seen when logging
into iThenticate directly, except that the viewer may only view this report and cannot navigate to

Confidential — Subject to change — Copyright © 2011

Aries Systems Corporation ¢Editorial Manager” CPreprint Manager CCommerce Manager”

15



other folders or submissions. This defaults to the Similarity Report mode, but the iThenticate
Mode: drop-down can be used to switch to any other report Mode.

Example Layout:

Similarity Report

- | AR 9htpps:,-‘,fapi.ithenticate.com,-‘\riew_report,-fGDESDEA2—44SS—11DD ¢ | (Qr Bing
m

i H ' RSC test

iThenticate :

By: Brian Lewis

Asof Dec 18, 2008 9:01:03 AM EST
1,629 words - 2 matches - 2 sources

Mode: 5|mllar:l\,rReporl_¢' Exclude Quotes |nclude Bibliography Excluding matches < 67%w ﬁ |_a
. 1,304 words / B1% - Intemet from Dec 18, 2006 [x)
oak.cs. ucla.edu []
The unanimous Declaration of the thirteen united

States of America By il
11 words / 1% - Intemet from Dec 13, 2007 [x)
www. americanrhetoric.com [_.

Thomas Jefferson, John Hancock, and Paul Revere

When in the Course of human events, it becomes
necessary for one people to dissolve the political
bands which have connected them with another, and to
assume among the powers of the earth, the separate and
equal station to which the Laws of Nature and of Nature's
God entitle them, a decent respect to the opinions of
mankind requires that they should declare the causes
which impel them to the separation. We hold these truths
to be self-evident, that all men are created equal, that they
are endowed by their Creator with certain unalienable
Rights, that among these are Life, Liberty and the pursuit
of Happiness.--That to secure these rights, Governments

are instituted among Men, deriving their just powers from v

NOTE: If any file sent to iThenticate is larger than 20Mb it will be split into separate parts by
iThenticate, based on numbers of words, and separate reports are returned for each part. Each
part will have a similarity score of its own.

TO CONFIGURE:

To enable CrossCheck for your publication, contact your Aries Account Coordinator. Before
you can configure automatic transfer, you will need a single, valid iThenticate user account for
your publication, and must create an iThenticate folder to receive files transferred by EM. You
can give this folder, and its container group, any name you wish; EM will retrieve the list of
groups and folders using the iThenticate login details you supply.

For publications with CrossCheck currently enabled, a new Configure Similarity Check option is
available in PolicyManager, in the “‘Submission Policies’ section.
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E Submission Policies
Edit Article Types
Edit Submission ltems
Configure Color Codes for Companion Files
Edit Sections/Categories
Edit Classifications

Set Classifications Display Policy
Create Custom Submission Questions

Create Author Questionnaires

Define PDF Cover Page Layouts

Select Author's Reviewer Preferences

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

Edit Manuscript Submission Instructions

Set Maximum Size of Uploaded File

Set Other Author Parameters

Set Revision File Selection Option
Set Mumber of Days for Duplicate Submission Check
Confinure Terhniral Cherk

Configure Similarity Check

Configure Author Accept Checkbox

Clicking this link opens a new Configure Similarity Check page where the system administrator
can configure aspects of Similarity Checking for the publication:

e Supply iThenticate login credentials - EM uses these for all automatic transfers.
Configuring these turns on the automated transfer features.

e Define a Similarity Score Threshold - this triggers display of Similarity Scores in links,
and the display style of the score.

e Customize instructions — instructions entered here are displayed to Editors on the View
CrossCheck Results page.

To enable the automatic transfer of files to CrossCheck, select/check the ‘Enable Automatic
Transfer to CrossCheck (powered by iThenticate)’ box in the top section, then enter the
Username and Password of the iThenticate account (previously established between the
publication and CrossCheck/iThenticate). When these are entered, click the ‘Select’ button to
validate the information and select the destination folder from those established in the
CrossCheck account.

The middle section defines a threshold value, used to control whether a headline Similarity Score
value is displayed in an action link, and to change the display style of the Similarity Score to a
warning (red text) style in all other contexts. The presence of the Similarity Score in the Action
Link area on a list of submissions acts as a “flag’ indicating that the submission has at least one
file that exceeds this score, so set this value accordingly, to a level which should prompt an
Editor to check the full report.
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The bottom section contains the instructions that display to Editors on the
CrossCheck/iThenticate Results page. These instructions may be customized to suit the
publication’s policies, or to provide specific instructions to Editors.

Configure Similarity Check

Use this page to enable the automatic transfer of files to CrossCheck/iThenticate and provide guidance for Editor and Publisher Roles
for display on the "View CrossCheck/iThenticate Results' page. Set a threshold value to highlight Similarity Scores that exceed that
threshold value.

Before you can configure your account settings, you must already have a CrossCheck/iThenticate user account, and you must have
created a destination folder under this account to receive files transferred from Editorial Manager. After enabling automatic transfer,
enter your account details below then select this destination folder from the list that is retrieved using the supplied account details.

After configuring these settings, additional configuration is found under each article type for a threshold value to trigger changes in
similarity score display and trigger points for automatic deposit of the Reviewer PDF with CrossCheck.

[JEnable Automatic Transfer to CrossCheck (powered by iThenticate)

Username :

Password :

Destination Folder :

Highlight Similarity Scores that exceed:

Similarity Score Threshold: 100 %

Customize "View CrossCheck/iThenticate Results' page Instructions

Insert Special Character

The results from each file deposited with -
CrossCheck/iThenticate from this submission

are listed below. The 'Score' wvalue is the
overall Similarity Score returned by
CrossCheck/iThenticate when the report is
completed; click on the 'Completed' status

link to wview the full Similarity Report from
CrossCheck/iThenticate.

The largest Score value will ke displayed as
the overall Similarity Score for the
submission, unless the associated 'Ignore e

View Default Text Revert to Default Instructions

Cancel Submit

Once the configuration on this page is submitted, Editors with the “Initiate Similarity Check’
permission (previously labeled “Initiate CrossCheck’) can now initiate automatic file transfers to
CrossCheck from the File Inventory and Technical Check pages.

To configure the system to automatically trigger a deposit of the Reviewer PDF without Editor
intervention at key workflow stages, go to Edit Article Types to configure the automated trigger
point for each Article Type. Options for automatic triggering are:

e On Initial Submission — when the Author approves an original submission (Rev=0), the
Reviewer PDF is automatically deposited with CrossCheck for similarity checking.

e On First Revision — when the Author approves a revised submission (Rev=1), the
Reviewer PDF is automatically deposited with CrossCheck for similarity checking.
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e On Final Disposition of Accept — The Reviewer PDF is deposited to CrossCheck when an
Editor selects a Final Disposition of “Accept”.

Edit Article Type

[ Cancel ] [ Submit ]

Article Type: |Criginal Study
Maximum Article Type name is 75 characters.
Family: Regular
Assign the Proposal’ Family to Editor-generated Article Types. Check the ‘Invited” box for Article Types used when Authors are invited to submit

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

1 Allaw file uploads from ar¥iv.ora server

Similarity Check: [  Send Reviewer PDF on Initial Submission
[0 Send Reviewer PDF on First Revision
[0 Send Reviewer PDF on Final Disposition to Accept

Check pages
do not enable the options
page.

HINT: If you do not want to send every submission for similarity checking, but want this
information to be available to your Editors when they are first assigned, then you can either send
the Reviewer PDF from the Technical Check page (if your site is configured to use Technical
Check), or send the appropriate file from the File Inventory before assigning to the first Editor.

In RoleManager, select the Editor or Publisher roles to be given permission to Initiate or View
Similarity checking.

NOTE: The existing “Initiate CrossCheck” permission is re-named “Initiate Similarity Check”.

Enable the “Initiate Similarity Check’ permission for those Roles that need to be able to send
files to CrossCheck during the peer-review workflow. Even if you configure an Article Type to
use an automated trigger point to send the Reviewer PDF, you may want to give an Editor Role
the ability to send additional files in cases where a file needs to be sent that does not appear in
the Reviewer PDF or where there is a problem with an earlier deposit and a replacement file has
to be sent.

Enable the new “View Similarity Check Results’ permission for Roles that need to see the
Similarity Score and report. Users with this permission enabled will see the new
CrossCheck/iThenticate Results action link in various folders, Search Submissions Results, and
Custom Details pages (if configured). All Editors with this permission will be able to view the
full Similarity Report from iThenticate; they do not need their own iThenticate user accounts to
do so.
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HINT: If you use CrossCheck in your workflow, you may wish to configure all Editors in the
decision chain with *View Similarity Check Results’ permission.

NOTE: Although you can configure Publisher Roles with permission to view the scores, this
will only display in the Details and File Inventory pages — the “‘View CrossCheck Results’ action
link is restricted to Editorial folders. If you enable this permission for Publisher Roles, you

should configure their Custom Details page layout to include the action link.

Partial page display; Edit Role Definition page:

Edit Role Definition

Role Name:* |Managing Editor

Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform. By holding down the CTRL (PC) or CMD/Apple key (Mac) when clicking in the lists of

decision terms, you may select or deselect multiple terms

Expand All Collapse All

New Submissions
Editor Assignment
Reviewer Invitations
Editor Decisions
Proposals/Commentaries
System Conversion Tasks
El General Searching and Viewing

Use Editorial Details Layout | Default Editorial N

Search All Manuscripts
[ Search Only Assigned Manuscripts
Share Saved Searches
View Linked Submission Groups

[ Create/Edit Linked Submission Groups

Set Active/Inactive Status on Linked Submission Groups

View COS Scholar Universe Author Profiles
Search Similar Articles in MEDLINE
MEDLINE

= o P —_ . .

L e e T e T

Initiate Similarity Check
View Similarity Check Results

Rihlinaran hir Caarch
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Custom Details Enhancement

Users of the ‘Similarity Checking’ feature may wish to allow Editor or Publisher Roles access to
the Similarity Results. Users with the “View Similarity Checking’ permission enabled now have
the option of viewing the similarity results for a submission where the submission has
automatically been submitted to CrossCheck. A new ‘Similarity Check’ link is available for
inclusion on custom Details pages allowing Editor or Publisher Roles to access the similarity
results.

This field may be added to the display in any position on the Details layout.

Partial Details sample:

Details for Manuscript Number: Unassigned
"Testing CrossCheck"

Cancel | Save and Close |

Manuscript Notes  Production Motes Editors Reviewers Alternate Reviewers

Additional Manuscript

Details: Add/Edit Additional Manuscript Cetails

John Adams, =
Morth Andover, MA UNITED STATES [Froxy

Corresponding Author:

Corresponding Author E-

Mail: trashl@ariessvs.com
Author Comments:

Short Title:

Article Type: MNews Item

Section/Category:
Keywords:

Classifications:
Requested Editor:
Technical Check:

Initial Date Submitted:
Editorial Status Date:
Similarity Check:
Current Editorial Status:
Attachments:

Transmittal Form:

This manuscript does not have any Classifications.

Technical Check Informaticn
07/12/2011

07/12/2011
CrossCheck/iThenticate Results

Received by Journal

Attachments

Link to Transmittal Form

TO CONFIGURE:
To display the Similarity Check link on custom Details layouts, expand the ‘Links’ section of the
‘Select Items to Display’ page and select ‘Similarity Check’.
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Expand All Collapse All

Links
[¥] Blinded Editors *
¥ Technical Check *
[¥] Additional Manuscript Details *
Similarity Check *
[¥] Select Submissions Flags *
CIFile Inventory *
O Publish Infarmation
[¥] Transmittal Form *
V] Fees and Payments *
[¥] Discussion Forum *
[ Reference Checking Results *
[¥] Attachments *

Once selected on this page, the Display Order of the items may be updated on the Layout Page.
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Search People Notes
New in EM/PM v9.0, Editors with either “View People Notes’ or

the People Notes field as a selection criteria.

Search for Reviewers:

‘Edit People Notes’
permission enabled now have the ability to search for People, Reviewers, and Authors by using

Stacey Lavelle
“New Important Research ”

Manuscript Details Register and Select New Reviewer

Change Search Type

(® sSearch My Publication Search for Reviewers w from

Help with Searching

Help with Searching

Search for Reviewers - Manuscript Number STACEYTEST73-D-09-00002

All Reviewers w

Insert Special Character

Criterion _____[Selector __lvalue __|___

Last Nams b |Contﬁina v|| | END (%
First Name
Last Name Begins With v | | END %
Email Address
Position Beginz With b | | END |»
Department
Institution Begins With | | | END |»
City
State Begins Wi

eging With v END |»
Country | |
Perzonal Clazsifications R

Begins With w
Personal Keywords gins W | |

People Notes
Secondary Last Name

Clear Search

Begister and Select New Reviewer

Beviewer Selection Summary

Editcr Main Menu

Search People:

Search People
Choose the criterion for selecting People Records.

Help with Searching Insert Special Character

Reaqister New User

e e T e s

<

Last Name | Beginz With R | |

| [eno =]

Last Name
Firat Name
Institution

| Beginz With i3 | | ‘

| Beginz With L% | | ‘

Country

E-mail Address

Phone Number
Perzonal Classifications
Personal Keywords

Clear Search

Editer Main Menu
Production Tasks Menu
Production Status Grid

Proxy Regiztration
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Search for Authors:

Search for Authors - Manuscript STACEYTEST81-D-10-00005
“Proposal for New Research ”

Manuscript Cetails

Insert Special Character

Last Name | % | Beginz With ¥ END (%
Last Name

Firzt Name Begins With hd END |»
Position

Department Begins With w

Institution

City

State

Country Clear Search

Luthor Selecticn Summary
Editor Main Menu

When Editors use the new ‘People Notes’ criteria in searches and enter a value to search on (for
example, People Notes — Contains — Time), the results display all people records where the
People Notes contain the term ‘time’. People Notes will only display for Reviewer Results; they
are not added to the results pages for Search People or Search Authors.

NOTE: The People Notes field cannot be used for a “wild card” type search; there must be a
value entered for the search to properly execute.

TO CONFIGURE:

No configuration required to use this feature on upgrade. Users with either the existing ‘View
People Notes’ or ‘Edit People Notes’ permission enabled will have the ‘People Notes’ option
available as a search criterion.
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Search for Reviewers Results Enhancement

When searching for a Reviewer for a submission, it may be helpful for Editors to see the
Institution with which the Reviewer is associated. New in EM v9.0, the Reviewer’s Institution is
now displayed directly on the Reviewer Selection Results page directly under the Reviewer Role.
If the Reviewer has no Institution listed on their people record, no information will display.

Partial page display; Search for Reviewers Results page:

Page: 1 of 1 (3 total Reviewers) Display | 100 | | results per page.
e N N S e S
| 1nv. [ Al [ Prop. [Name Member | Classifications* (Agreed Invitations) Invitation Statistics

O O [ Emilv L Dickinson, MFA No 0 Class matches with MS Reviews in Progress: 0 Outstanding Invitations: o
m::;"g;;;;:e’“" Completed Reviews: 0 Agreed: 0
Un-assigned After Agreeing: i Declined: 0
Terminated After Agreeing: 0 Un-invited Before Agreeing: 1]
Last Review Agreed: - Terminated: o
Last Review Completed: - Total Invitations: 0

Last Review Declined: -

Avg Days Outstanding: 0

Manuscript Rating: i

Awvg Review Rating: 0
NN | [, Frank Dietrich No 0 Class matches with MS Reviews in Progress: 1 Outstanding Invitations: [1}
:J??::r:\ffmof Luxembour 1: PHARMACOLOGY (None Selected) Completed Reviews: 0 Agreed: 1
Y J 15.200: pharmacology (None Selected) Un-assigned After Agreeing: ] peclined: 2
Terminated After Agreeing: 0 Un-invited Before Agreeing: 1
Last Review Agreed: 04/29/2008 Terminated: 4
Last Review Completed: - Total Invitations: 8

Last Review Declined: 02/11/2003

Avg Days Outstanding: 0

Manuscript Rating: 0

Avg Review Rating: ]

People Notes: asdfasdf

O O James Duncan. MO No 0 Class matches with MS Reviews in Progress: 0 Outstanding Invitations: 1]
L?Ef;&ﬁ;’f'zﬁf” Completed Reviews: 0 Agreed: 0
Un-assigned After Agreeing: 1] Declined: 1]
Terminated After Agreeing: 0 Un-invited Before Agreeing: 1]
Last Review Agreed: - Terminated: 0
Last Review Completed: Total Invitations: 0

TO CONFIGURE:
No configuration is necessary for this information to display. Any Reviewer record with an
Institution listed will now show that information when searching for Reviewers.
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Automatically Un-Assign Reviewers

In EM v8.2, Publications may configure Article Types to automatically un-invite Reviewers who
do not respond to an initial invitation within a specified timeframe. Once a Reviewer has
accepted an invitation, Editors can click on the *Un-invite’ link on the Reviewer Selection
Summary page in order to manually un-invite Reviewers who have failed to submit a review
within the timeframe specified for a submission. There is no ‘Automatic Un-invite’ functionality
for these open reviews.

New in v9.0, publications may now configure Article Types to automatically un-assign
Reviewers after they have agreed to review, but before they have submitted their review.
Administrators may configure a set number of days for Reviewers to submit their review after
accepting the invitation by Article Type. This number can further be configured on a per-
submission basis on the Reviewer Selection Summary page.

NOTE: Administrators may configure the Article Type to also include Reviewers with Partial
Reviews saved when automatically un-assigning.

Partial page displayed; new option available in the upper portion of the page:

Reviewer Selection Summary - Submission BETSYTEST70-D-08-00022
Jumpin Jehosephat, ALO
"I am writing a novel.”

Manuscript Details Classifications

This Submission will move to the 'Submissions with Required Reviews Complete' folder as soon as 1 [Change]
review(s) have been completed.

Automatically un-invite Reviewers who do not respond to an invitation within 0 [Chanage] day(s).
Set thiz numhber tn 0 to turn off the automatic un-invitation of invited Reviewsrs for this submis=sinon. (les=_

Automatically un-assign Reviewers who do not complete a review within 0 [Change] day(s) of the review due
date.

Set this number to 0 to turn off the automatic un-assign process for Reviewers who have accepted an invitation
to review this submission. (less...)

Reviewer Search

() Search My Publication Search for Reviewers b from | AllReviewers v Go

Reviewers can still be manually un-assigned after they have accepted an invitation. New in v9.0,
the un-invite link next to these Reviewers is renamed ‘Un-assign’.
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Selected Reviewers

Invited Reviewers and Linked Alternate Reviewers

Robert Referee (Reviewer) Agreed to Review Un-assign
Peter Reviewer (Reviewer) Partial Review Saved Un-as=ign
Ron Reviewer (Reviewer) Reviewer Invited Un-invite
Renaldo Reviewer (Biostat Reviewer) Reviewer Invited Un-invite

Alternate Reviewers

There are currently no Alternate Reviewers selected for this submission.

Alternate Reviewers must be promoted manually. (more...)

In conjunction with this, all Reviewer Statistics are renamed from ‘Un-invited After Agreeing to
Review’ to ‘Un-assigned After Agreeing to Review’.

Sample Reviewer Information:

Current Review Statistics

06/12/2008 0 0

Historical Reviewer Invitation Statistics

Total Agreed to Declined to Un-invited Before Agreeing to Terminated Before Agreeing to
Invitations Review Review Review Review
122 381 22 4 16

Historical Reviewer Performance Summary

Total Completed |Submitted on |Submitte}l Un-assigned After rminated After Date Last Review
Reviews Time Late Agreeing to Review A reeing to Review Completed
78 74 4 1 1

06/12/2008

Historical Reviewer Averages

Days to Respond to Invitation | Days to Complete Review | Days Late | # of Reminders | Manuscript Rating | Review Rating
4 & -16 a

68.27 78.86

Publications may configure letters to be sent to Reviewers when they are un-assigned after
accepting an invitation. If the Reviewer is automatically un-assigned (through the nightly batch
process that runs between midnight and 4am US-Eastern Time), the configured letter will be sent
to the un-assigned Reviewer. If the Reviewer is manually un-assigned, the user will have the
option to customize the letter prior to sending it to the Reviewer.

TO CONFIGURE:

To enable the new Un-Invite Reviewers after accepting an Invitation feature, go to
PolicyManager, Edit Article Type, and edit an existing Article Type (or Add a new Article
Type). Inthe ‘Reviewer Parameters’ section, enter a number greater than 0 for the number of
days after which a Reviewer will be un-assigned in the “Automatically Un-assign Reviewers n
days after ‘Date Review Due” field. A value of 0 in this field will turn the feature off for this
Article Type. On upgrade, this field has a value of 0 for all Article Types.
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Value of 0 entered — feature is turned off:

New and Revised
Submissions

Reviewer Parameters:

Submissions will move to the
"Submissions with Required Reviews

Complete’ folder as soon as this Must be 0 or greater.

number of reviews have been

completed.
Set this value to zero fo tum off the
Number of Days Reviewer has to ICI automatic un-invitation process for all
Respond to Invitation: Reviewers who have not responded fo
an invitation
Set this value to zero fo tum off the
. . ; gutomatic un-assign process for all
Automatically Un-assign Reviewers n ;
: ; . View who hay 7
days after ‘Date Review Due ICI Reviewers who have accepted ar

invitation but not submitted a review
on time.

Automatically Un-assign late
Reviewers with partial review

Select this box to automatically un-
assign late Reviewers even if they

saved. have & partial review saved.
P P TP SO RPN T S
Automatically Promote Alternate 0 the next available Altemate Reviewer
Reviewers: when a main Reviewer declines or is
un-invited.
Set the values required for a new New Revised
and/or revised manuscript Submission Submission

Days to Review This Article Type:

When a value greater than 0 is entered in this field, a sub-option called “Automatically Un-assign
late Reviewers with partial review saved” is available for selection. When this box is
selected/checked, Reviewers will be un-assigned even if they have a partial review saved.

Value greater than 0; feature is enabled — user has enabled sub-option as well:

New and Revised
Submissions

Reviewer Parameters:

Submissions will move to the
"Submissions with Required Reviews

Complete’ folder as soon as this Must be 0 or greater.

number of reviews have been

completed.

Set this value to zero fo tum off the
Mumber of Days Reviewer has to ICI automatic un-invitation process for all
Respond to Invitation: Reviewers who have not responded fo

Automatically Un-assign Reviewers n
days after ‘Date Review Due’

Automatically Un-assign late

an invitation

Set this value to zero to tum off the
automatic un-assign process for all
Reviewers who have accepted an
invitation but not submitted a review
on fime.

Select this box to automatically un-

Reviewers with partial review assign late Reviewers even if they
saved. have a partial review saved.
PSP TIFS TP WP RPN T S
Automatically Promote Alternate 0 the next available Altemate Reviewer
Reviewers: when & main Reviewer declines or is
un-invited.
Set the values required for a new New Revised
and/or revised manuscript Submission Submission

Days to Review This Article Type:

To configure letters to be delivered to Reviewers when they are un-invited after accepting an
invitation (un-assigned), go to ActionManager, select the desired role, and scroll to the
‘Reviewer Assigned’ section. The new ‘Un-assign Reviewers After Agreeing to Review’ event
is listed under the existing (renamed) ‘Un-invite Reviewers Before Agreeing to Review’ event.
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On upgrade to v9.0, any letter configured for the existing ‘Un-invite...” event is also configured

for the new event.

Partial page display; ActionManager:

Reviewer Assigned

| Event | Reviewer Letters

‘Request Unregistered Reviewer ‘ |NONE V|
‘Reviewer Invited ‘ |Rev1'ewer Invitation V|
‘Rew’ewerAgree ‘ |Rev1'ewer Instructions and Due Date V|
[~ . . [ = =
[Revsner D e i
‘Un-in\n'te Reviewers Before Agreeing to Review ‘ |NONE V|
‘Un-assign Reviewers After Agreeing to Review ‘ |NONE V|
::.u...m;\;m...m Frowewere : FRevEwWerTTaton =}
‘Re\n'ew Assignment Completed ‘ |F{ev1'ewer Thank You V|
‘Required Reviews Complete ‘ |NONE V|
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Additional Discussion Forum Action Links

Some publications use the Discussion Forum feature for submissions as soon as they are
received, before an Editor is assigned. New in EM/PM v9.0, publications may configure the
Discussion Forum feature to allow discussion participants to have access to the Details link from
the Submissions with Active Discussions folder and from the Discussion page even if they are not
in the Editor chain, or do not have “‘View All Submissions’ permission or have ‘Search All
Manuscripts’ permission within the specific discussion.

The Submissions with Active Discussions folder is enhanced with the following Action Links:

e The View Submission link is displayed for all submissions listed on the page

e The Details link is displayed if:
0 The logged in user is in the Editor chain for the current version of the submission OR

o The logged in user is in the Editor chain of the parent submission for which this is a
child (i.e., this submission is an invited submission)

0 The logged in user has permission to “View All Submissions” OR
0 The logged in user has permission to ‘Search All Manuscripts’ OR

0 The new “Display 'Details’ link in Submissions with Active Discussions folder and on
Discussion page” option is enabled

Submissions with Active Discussions

Page: 1 of 1 (2 total Submission) Display [ 10+ | results per page.

Date Editorial Current
Manuscript Article Article Corresponding Discussion | Discussion Status Editorial
Numher Type Title Author Started [nltlatDr Date Status
B Action 4 AY AY AV

Discussion

E:':t;;”b”“ Sl | gETSvTESTS1-D-05-00012  Original Study The Rain in Spain: Does it Fall Mainly on the Plain?  Donna Denna 11/13/2009 Edward Editor, MD | 12/22/2008  Authors Invited

Send E-mail

Discussion

‘g:;g,i”“m"ﬂ DEMO-D-03-00064 Perspective  testms 1 Bob Massicotte, xyz  11/17/2009 Lyndon Holmes ~ 08/26/2005 Reject

Send E-mail

Page: 1 of 1 (2 total Submission) Display [ 10+ | results per page.

Editor Main Menu

Additionally, the Details link now appears on the Discussion page under the same conditions as
listed above.
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Discussion page:

Discussion for Manuscript Number: DEMO-D-03-00064
"test ms 1"

Please discuss. Be aware people can read this.

Wiew Submission View Reviews and Comments File Inventory Detailz

View/Print All

Participant Date
AT AV

Edward Editor, Has anvbody seen a study similar to | 11/30/2009
MD this recently?

Lyndon Holmes  Does this test seem sound? 11/17/2009

Post

TO CONFIGURE:

To enable the Details link to display for users on the Discussion page where the user is not in the
Editor Chain for a submission, go to PolicyManager and click the Configure Discussion Forum
Settings link. The new “Display ‘Details’ link in Submissions with Active Discussions folder
and on Discussion page” option is displayed under the ‘Custom Instructions’ box.
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Configure Discussion Forum Settings

Custom Instructions
Enter any instructions that you would like to appear on the Discussion page

Insert Special Character

Please discuss.

[¥] Display Details’ link in Submissions with Active Discussions folder and on Discussion page

Select the Details Page Layout that the particpants should see if they are not in the Editor chain and do not have ReleManager
permission to View All Submissions’ or "Search All Manuscripts

Editorial Details Layout Confgured for the Editor's Role |+

Select Discussion Forum Letters

Ask Editor to Participate Discussion Forum - Invitation ~ +

NOTE: If the logged in Editor is in the chain for the current version of the submission or has
“‘View All Submissions’ permission or has ‘Search All Manuscripts’ permission, but the
“Display 'Details' link in Submissions with Active Discussions folder and on Discussion page”
option is not enabled, being assigned to the paper or having these permissions supersedes this
new configuration option (i.e. the Details link displays if the Editor is in the chain or has either of
these permissions, even if the configuration option is not enabled).

NOTE: Publications might want to create a custom Details page layout for Editors that are not
in the Editor chain to provide access to pertinent submission details.
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View / Print All Discussion Forum Comments

In EM/PM v8.2, publications may use the ‘Discussion Forum’ feature to allow less formal
collaborative discussions about a paper outside of the peer review process. New in v9.0, a
“View/Print All’ button is added to the Discussion page to allow users to view all expanded
posts. This also allows users to print the entire discussion, if desired.

Discussion for Manuscript Number: BETSYTEST61-D-08-00012
"The Rain in Spain: Does it Fall Mainly on the Plain?"

Flease discuss. Be aware people can read this.

Participant Summary View Submission File Inventory Add/Edit Submission Flags Cetails &

View/Print All

Participant Date
AT Comments AV

Emily Editor, MD | Checked with my friend. She is currently in Spain for Jan 04 2010

an extended (more...) 01:57FPM
Emily Editor, MD  Annie is right; I've not been to Spain, but have a Nov 30 2009

friend who has (more...) 04:22PM
Annie The Dog,  Spain is rather large; there may be many Mov 30 2009
FhD microclimates to be (more...) 04:21PM
Edward Editor, Can you provide any information I may not have Nov 13 2009
MD considered on this (more...) 03:24PM

Post

Clicking the “View/Print All’ button navigates the Editor to a page where the discussion posts
are expanded, and the page can be printed by clicking the ‘Print All” button.

Discussion for Manuscript Number: BETSYTEST61-D-08-00012
"The Rain in Spain: Does it Fall Mainly on the Plain?"

Back
Print All

Particpant ——JComments

Emily Editor, MD Checked with my friend. She is currently in Spain for an extended holiday; but she is going to get data  Jan 04 2010 01:57FM
for me by the end of the week!

Emily Editor, MD ,:nnie iz right; I've not been to Spain, but have a friend who has studied the terrains. I will confer with  Nowv 30 2009 04:22PM
er.

Annie The Dog, PhD  Spain is rather large; there may be many microclimates to be considered? Worth investigating. Mov 30 2009 04:21PM

Edward Editor, MD Can you provide any information I may not have considered on this topic? Mov 13 2009 03:24PM

Print All
Back
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NOTE: There is no column sorting available on this page; the sort order displayed on the main
Discussion page when the “View/Print All” button is clicked is carried over to this version of the

page.

TO CONFIGURE:
No configuration is required to use this new feature. Publications using the Discussion Forum

feature will have this new functionality available on upgrade.
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Transmittal ID

In EM/PM v8.2, Custom Submission Questions and Additional Manuscript Details (AMD) may
be included in XML files created using the “NLM 3.0 DTD v2” EM/PM transmittal method.
This transmittal method may be used for either Submission Production Task transmittal or
transmittal of the manuscript from the editorial process to a production vendor. However, with
the exception of a few specific AMD fields, these custom fields are included in the XML by
using the generic <custom-meta> element.

New in v9.0, Transmittal ID fields are added for both Additional Manuscript Details and Custom
Submission Questions to allow users to identify each <custom-meta> element in the XML.
When submissions or tasks are transmitted using the “NLM 3.0 DTD v2” transmittal method, the
stored value will be written to the id attribute of the <custom-meta> element for Additional
Manuscript Details and Custom Submission Questions included in the transmittal.

To aid in viewing the IDs that have been assigned and the AMD or Custom Submission Question
with which they are associated, a new Custom Metadata Identifiers Information View has been
included in Custom Reports.

Create Custom Report

Choose a view
Table: | Choose View b

Author Information View
F;\LILiIUICI \;& E‘LILJ‘III;CICI;UII"J -\l'-il:"'l'l
Custom Metadata ldentifiers Information View

L Cr R T S
ML MR L I ¥ e

p . . ) :
Get mare help a Manuscript Status History View ontents

Manuscripts & Classifications View

People & Address View

People & Classifications View

People & Keywords View

Review Questions and Responses View
Reviewers & Submissions View
Submission Production Tasks View
Submissions & Author Questionnaires View

The following fields are available in the Custom Metadata Identifiers Information View:

Custom Metadata Identifier ID [TRANSMITTAL_CUSTOM_IDENTIFIER.TRANSMITTAL_CUSTOM_ID]
Uniquely identifies each record in the Custom Meta Identifiers table

Hints: This field is NOT the Custom Metadata ID. It is an internal field used to link to other tables
(Additional Manuscript Details Fields and Custom Submission Questions)

Custom Metadata ID [TRANSMITTAL_CUSTOM_IDENTIFIER.VALUE]

This custom ID is used to uniquely identify either an Additional Manuscript Detail Field or a Custom
Submission Questionnaire Question in the XML file transmitted from EM.

Hints: This field must be unique within the scope of a single Journal database. It may not be more
than 128 characters and must be a valid XML name. I.e. It must begin with a letter and may only

Confidential — Subject to change — Copyright © 2011 e PP o . - .
Aries Systems Corporation Editorial Manager ( :Preprlnt Manager CCommerce Manager
35



contain letters and symbols in the following sets: A-Z, a-z, 0-9, the symbols ".", "-" or "_", any
character in the Unicode ranges [#x0300-#x036F] and [#x203F-#x2040].

Original ID [VIEW_TRANSMITTAL_CUSTOM_IDENTIFIER_MAP.REFERRED_ID]

This is the Custom Submission Question or Additional Manuscript Detail’s unique identifier in the
Custom Submission Question or Additional Manuscript Details Fields tables, respectively.

Hints: This ID may be used to look up more information about the question or AMD in the appropriate
table. To determine whether this record is a Custom Submission Question or an AMD, reference the
Metadata Type field for this record.

Original Description [VIEW_TRANSMITTAL_CUSTOM_IDENTIFIER_MAP.REFERRED_DESCRIPTION]

This is the text of the Custom Submission Question or the Additional Manuscript Detail’'s description
Hints: To determine whether this is a Custom Submission Question or an AMD, reference the
Metadata Type field for this record.

Metadata Type [VIEW_TRANSMITTAL_CUSTOM_IDENTIFIER_MAP.REFERRED_TYPE]
If this field is equal to '1', this record is an Additional Manuscript Detail Field. If it is equal to '2', this
record is a Custom Submission Question.

TO CONFIGURE:

To associate Transmittal IDs with Additional Manuscript Details (AMD), go to PolicyManager,
click Add/Edit Additional Manuscript Detail Fields, and edit an existing AMD or add a new
AMD. In the ‘Options’ section of the configuration page, a new ‘ID’ field is added to the
“Transmittal Form’ row. Enter a unique ID up to 128 characters in length.
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Edit Additional Manuscript Detail Field

Field Description: Insert Special Character
TEXT-PAGES

Maximum 256 characters

Field Type: Decimal D
Maximum Field Length: 5

Default Value for Field: ® None

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

O Single Value (enter value below)

O Display Field for All Article Types
@ Display Field for Selected Article Types

Select 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, hold down the
Clear ‘Command’ key while using the mouse to select the desired

Al items.

B (e
=

Options

Select the 'Hide’ checkbox to suppress the field on a particular screen. For example, you may want a field
to be displayed on the Additional Manuscript Details page, but not on the Transmittal Form. If 2 field is
Editable. users with appropriate RoleManager permission can change the value on the page. If the
‘Required” box is checked for the Transmittal Form, a value must be filled in before the submission can be
released to production. If Help Text is entered, a ‘Help’ link is displayed on the appropriate page. which
opens a pop-up containing the Help Text. Fields displayed for a submission or proposal may also be
displayed for invited Authors whose invitations are generated from them. Select the "Hide' checkbox for the
Display for Invited Submissions’ setting to suppress the field for invited Authors.

Page Hide | Editable | Required Help Text

Additional
Manuscript Details

[ O NIA

Manuscript Details O O NIA

O O O
Transmittal Form e

D

Display for Invited
Submissions NiA NiA
Search
Submission N/A N/A N/A
Search
Proposal NIA N/A NIA

To associate Transmittal IDs with Custom Submission Questions, go to PolicyManager, click
Create Custom Submission Questions, and edit an existing Question or add a new Question. In

the “Options’ section of the configuration page, a new ‘ID’ field is added to the “Transmittal
Form’ row. Enter a unique ID up to 128 characters in length.

Confidential — Subject to change — Copyright © 2011

Aries Systems Corporation

@Editorial Manager” CPreprint Manager @Commerce Manager”
37



Edit Custom Submission Question

Enter the question/statement, default response text (if required), and any instructions to be displayed as part of an
Author Questionnaire used at the Additional Information step in the Submit Manuscript function. The Hide checkbox
allows inactivation of an obsolete question. Once hidden, a Custom Submission Question is no longer available for
selection in an Author Questionnaire.

Author responses must be configured to use a specific Response Type: Text and Motes responses can contain any
mix of characters and numbers. A Date response must be entered in a mm/dd/yyyy format. Integer and Decimal
responses can contain only a number or decimal point. A List response requires the Author to select from a list of
responses configured by the Site Administrator.

You may then specify if the field should be displayed on the Transmittal Form, and whether the field is required
and/or editable on the Transmittal Form. Help Text on the Transmittal Form is optional.

Question: Insert Special Character

What is your favorite color?

Instructions for Author Response: Insert Special Character

[IHide: When you Hide a Custom Submission Question, the question is deactivated
{not available for use with new Author Questionnaires).

Response Type: | Text m

200
Maximum Field Length: (A value from 1 to 200)
Default Value for Field: @ None

If None'is selected, an emply text box (O Single Value (enter value below)
will appear if the checkbox Editable’ is

checked in the grid below. Insert Special Character

Options:

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

Page | Hide Editable | Required | Help Text
Manuscript Details E NIA NIA

Insert Special Character

Transmittal Form

PDE Cavar Pana =1 MIA A NI
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The ID must be unique within a publication; Additional Manuscript Details and Custom
Submission Questions may not have the same ID. Additionally:
A. The ID cannot exceed 128 characters
B. The ID must start with a letter
C. The ID may only contain the following characters:
a. The Latin numerals 0-9

b. The letters a-z (capital or lowercase)

c. The symbol *.”

d. The symbol “-*

e. The symbol * “

f. Any letters or symbols in the Unicode character ranges [#x0300-#x036F] or [#x203F-

#x2040]

To generate a report displaying all currently configured Transmittal 1Ds, go to Custom Reports,
select the “‘Custom Metadata Identifiers Information View’, and select the desired fields for the
report.
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Review Form Enhancements

In EM v8.2, system administrators are able to customize the Review Form to include multiple
questions in varying formats. These Custom Review Questions can be configured to display on
the Review Form in addition to the existing ‘Reviewer Blind Comments to Author’ and
‘Reviewer Confidential Comments to Editor’ text boxes. Questions configured to be of a “Text’
or ‘Notes’ response type may be configured with a maximum number of characters allowed for
the response. The display order of the parts of the Review Form may be adjusted for each form;
Custom Review Questions, Manuscript Rating Questions, and Comments to Authors and Editors.

New in EM v9.0, publications are given additional ways to configure each Review Form.

1. Publications may now configure the ‘Reviewer Blind Comments to Author’ and
‘Reviewer Confidential Comments to Editor’ fields so that they do not display on a
Review Form, allowing Reviewers to provide information exclusively using the Custom
Review Questions.

2. When using Custom Review Questions of a ‘Notes’, ‘Text’, or “Yes/No/Text’ type, a
Minimum Character Count may be configured. When configured, if the question is
displayed but not required on a Review Form, the Reviewer may leave the response
blank. If, however, the Reviewer chooses to answer the question, then the minimum
character count must be met, even if the question is not required. Additionally, the
response boxes for “Yes/No/Text” and ‘Notes’ fields will now auto-expand as Reviewers
type information. If the Reviewer enters more than 25 lines of text, scrolling within the
box is invoked.

3. Publications may also configure the Reviewer Instructions to display on the Review Form
itself, rather than via the ‘Reviewer Instructions’ button. This feature enables
publications to have all information for the Reviewer listed on one page for ease of
reference. The order in which the Reviewer Instructions display on the Review Form
may also be configured.
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Sample page; Instructions displayed on the page, ‘Reviewer Blind Comments to Author’ and
‘Reviewer Confidential Comments to Editor’ text boxes hidden, and minimum character count
applied to the displayed question:

Rec i and C for Manuscript Number BETSYTEST82-D-11-00008

This is the Case of the Missing error message

Original Submissicn
Robert Referee, MD (Reviewer 1)

Recommendation | No Recommendation % | Qverall Manuscript Rating (1-100)

Cancel Save & Submit Later Upload Reviewer Attachments Proof & Print Proceed
Reviewer Instructions
Demonstration of in-line displayed instructions.
Review Questions
Flease give a frank account of the strengths and weaknesses of the article: (Limit 25 to 20000 Characters | Insert Special Character

Character Count: 0
Manuscript Rating
Please rate the submission using the scales that are provided and please be honest.

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

@ o @] o o] O @] o o] O ©
N/A 1 2 3 4 5 3 7 8 E 0

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

TO CONFIGURE:

To configure a minimum character count for a ‘Notes’, “Text’, or “Yes/No/Text’ type question,
go to PolicyManager, Create/Edit Custom Review Questions, and edit an existing question, or
add a new question. On the configuration page, enter a value in the “Minimum Field Length”
field.

NOTE: The Minimum Field Length must be less than the Maximum Field Length.

NOTE: On upgrade, the Minimum Field Length is set to “0” for all existing questions. This is
also the default value for any newly added questions. If a Custom Review Question is
configured as “Required”, a response is required even if the minimum here is set to ‘0.
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Add Custom Review Question

Enter the question, default response text (if required), and any instructions to be displayed as part of the Review Form
used at the Submit Recommendation step of the review process. The Hide checkbox allows inactivation of an obsolete
question. Once hidden, a Review Question is no longer available for inclusion in new Review Forms

[MIDDLE OF PAGE NOT CHANGED]

[ Hide: When you Hide a Custom Review Question, the question is deactivated
(not available for use with new Review Forms)

Response Type: MNotes b |

Minimum Field Length: 0

(Must be less than or equal to the Maximum Field Length)
Maximum Field Length: 5000

(A value from 1 to 20000)

Default Value for Field: @ None

C Single Value (enter value below)

To configure changes to the Review Form, go to PolicyManager, Create/Edit Review Forms. To
display Reviewer Instructions directly on the Review Form page, uncheck/deselect the ‘Display
Reviewer Instructions in popup” checkbox.

NOTE: On upgrade, this box is selected/checked, so Reviewer Instructions continue to display
as a pop-up unless explicitly changed by the publication.

To suppress either the ‘Reviewer Blind Comments to Author’ field or ‘Reviewer Confidential
Comments to Editor’ field, uncheck/deselect the ‘Display Comments to Author text box’ or
‘Display Comments to Editor text box respectively.

NOTE: On upgrade, these boxes are selected/checked by default so the text boxes continue to
display.

NOTE: When these configurations are changed, the changes do not apply to reviews already In
Progress.

The Reviewer Instructions are added to the list of Review Form sections that can have the
display order customized. On upgrade, the Reviewer Instructions are configured to display at the
top of each Review Form.
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Edit Review Form

Review Form Name: |Eli09tatistica| Review

[ Hide - When you Hide a Reviewer Form, the form will be deactivated
(not available for use with any Article Types).

Reviewer Instructions:

[“] Display Reviewer Instructions in popup Insert Special Character

Pleusy, answer the guestions in the 'Blind Comments to Author' section of the page.

Custom Review Questions

Select Questions

No Custom Review Questions have been added to this Form

Display Comments to Author text box
Defaut lextiorSamments to Author: Insert Special Character

Display Comments to Editor text box
Default Text for Comments to Editor: Insert Special Character

For each guestion, please use the following scale to answer (place an x in the space %
provided) : —

"To what extent does the article meet this criterion?”

4] Fails by a large amount

The following sections may be displayed to the Reviewer on the Reviewer Recommendation Page. Please select the
order in which you would like them to appear. Note that Manuscript Rating Questions are configured elsewhere and
do not appear for revisions. This setting determines where they will display on the Review Form only when
applicable.

Review Form Section

Reviewer Instructions

Manuscript Rating Questions

Comments to Authors and Editors

Create/Edit Custom Review Questions

Match Review Forms to Article Types and Reviewer Roles

Return to PolicyManager
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PRODUCTION TRACKING ENHANCEMENTS

Automatic CC on Production Letters

New in EM/PM v9.0, System Administrators may define one or more e-mail addresses to be
automatically carbon copied or blind carbon copied for letters in the Production and Production
Reminder families.

When a letter is configured with the new ‘Send Copies to the following addresses’ option, then
any e-mail addresses listed on the letter template will be sent either a carbon copy (CC) or blind
carbon copy (BCC) of the e-mail letter.

Partial assignment letter display:

From: "The PM DEMO Journal"<trashl@ariessys.com=
To: Four T. Editor, none
Letter Purposze: Artwork Correction Assignment

Letter Subject: Artwork Correction Ass\‘gnment

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-all audresses Can oe incuded, sepa ated by semicolons ().

cc: bec:

v Joe@Journal.jo
v Editor@editor.ed
cct |

bee:

Letter Body: Insert Special Character Preview Letter Open in New Window
Ref.: Ms. No. DEMO2 -

TO CONFIGURE:

In PolicyManager, Edit Letters, select the letters in either the Production or Production
Reminders letter families to be modified with the new settings. Select the box next to the desired
field (CC or BCC), and enter the e-mail addresses to be copied on this letter when it is sent.
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Edit '‘Production’ Letter

Letter Purpose: |Artw0rk Caorrection Assignment |

Subject: |Artw0rk Caorrection Assignment |

Letter Family: |F'r0ducti0n v|

Sender's E-mail
Address:

(O Use E-Mail address of user triggering the Correspondence
O "The EM DEMO Journal" <trash1@ariessys.com=

(O "The PM DEMO Joumal” <trash1@ariessys.com:

(O Use Corresponding Editor's E-mail address

@ Use Corresponding Production Editor's E-mail address
Additional Recipients

= Recipients of a cc: copy will be revealed to and able to see the sender, the primary recipient(s) and
any cc: recipients

= Recipients of a bee: copy will not be revealed to any other recipients, but will be revealed to the
sender and able to see the sender, the primary recipient(s) and any cc: recipients

Automatically cc: bee:
O O All Co-Authors
[0 O Corresponding Editor
[ [0 Corresponding Production Editor

Send copies to the following addresses:
(Multiple addresses may be entered, separated by a semicolon)

co: |J09@J0urna|.j0 |
bcc:|Edit0r@edit0r.ed |

Allow choice The following options will allow the sender to choose whether to send carbon copies (cc:)
on "Sefid LV o= W L= e o Y LV L T Y W e W e Y VRN L R
Letter' page: does not automatically cc: or bee: the indicated recipients.

cc: bee:
[0 [ Display checkbox for co-Authors

NOTE: Multiple addresses must be separated by a semicolon (;).
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Default Sender’s E-mail Address for Production Letters

In EM/PM v8.2, publications define an e-mail address that displays as the publication’s “From”
address. Many letters generated by the system can be configured to use this address as the
sender’s address.

Publications that use PM in addition to EM may require two e-mail addresses; one for the
Editorial correspondence, and one for Production correspondence. New in EM/PM v9.0,
publications may now configure two E-mail “from” addresses: the existing address for Editorial,
and a new option for Production.

TO CONFIGURE:

Publications with Production Tracking enabled will have a new *Production “E-mail From”
Address’ option on the Set "E-mail From™ Address page in PolicyManager. On upgrade to v9.0,
the e-mail address that is currently entered in the Editorial Manager “E-mail From” Address box
is copied to the Production configuration box.

Set "E-mail From" Address

All e-mail messages generated by Editorial Manager or Preprint Manager - Production
Tracking need an e-mail address to indicate who sent the message. The sender's email
address is configured on individual letter templates

You may customize the "E-mail From’ name that appears on the message. This is also the
name displayed in the Reply To' field if the recipient responds to the message. For example
if you want The Journal' to appear in the 'E-mail From’ field on the message, the address
must be entered in the following format

"The Journal" <editorialofice@thejournal com=

If you want the e-mail address to appear in the 'E-mail From’ field on the message, simply
enter the e-mail address
editorialofiice@the journal.com

Letters generated by Editorial Manager may be configured to use the Editorial "E-mail From
Address as the sender of the message. In addition, many system-generated e-mails will use
this address as the primary contact address for the publication

Letters generated by Preprint Manager - Production Tracking may be configured to use the

Production “"E-mail From™ Address as the sender for letters in the Production or Production
Reminder families

Editorial "E-mail From™ Address: “The EM DEMO Joumnal” <trash1@ariessys.co
Production "E-mail From" Address: |"The PM DEMO Joumnal” <trash1@ariessys.co

To select the new address as the “From” address for letters in either the Production or the
Production Reminder letter families, go to PolicyManager, Edit Letters, and edit an existing
letter in one of those families, or add a new letter.
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Add 'Production' Letter

Please type (or paste) a text-formatted letter into the Letter Body box below. This default letter should not include HTML tags. To incorporate
HTML tags, click "Save’ on this page to save the text-formatted letter and then select the 'HTML format’ radio button from the "Edit Letters”
page and click the Edit link. HTML tags may then be added.

Cancel Save

Letter Purpose: |Dem0nstrati0n Letter |

Subject: |Sh0wing MNew Option |

Letter Family: | Production hd

Sender's E-mail
Address:

(® Use E-Mail address of user triggering the Correspandence
) "The FM DFMO ourmal” <trashi@ariessyvs coms

(" The PM DEMO Journal” <trash1@ariessys.com>
_/Use Lolresponaing £diters £-mall aaaress

(O Use Corresponding Production Editor's E-mail address
Additional Recipients
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Assign Production Task Without File

In PM v8.2, Submission Production Tasks and Schedule Group Production Task may be
configured to transmit the task via FTP. When this is configured, PM requires the selection of
assignment files; a task cannot be assigned without the user selecting an assignment file.

New in v9.0, users may configure Production Tasks (of both types) so that assignment files are
not required when FTP is configured.

NOTE: PM v8.2 allows a user to assign a Submission Production Task and a Schedule Group
Production task without selecting an assignment file, as long as the task is not configured with an
FTP export/transmittal method. This functionality is unchanged in v9.0.

TO CONFIGURE:

A new “Allow task assignment and FTP without Assignment Files” checkbox is added to the
Add/Edit Submission Production Task and the Add/Edit Schedule Group Production Task pages
in PolicyManager. This checkbox is not selected on upgrade to v9.0, and is also not selected by
default for any new Production Tasks.

Sample page — Submission Production Task with new feature disabled:

Edit Submission Production Task

Insert Special Character
MNew Production Task Name: | Copyedit

Maximum Production Task Name is 100 characters

[MIDDLE OF PAGE NOT DISPLAYED]
FTP Options

Submission Production Task Transmittal Method: MNaone hd
Allow task assignment and FTP without Assignment Files

FTP Server address (e.g. ftp.ariessys.com)

Username

Password

Subdirectory

E-mail Address (for transmittal notification)

Submission Production Task Import Profile: MNaone hd

E-mail Address (for import notification)

Confidential — Subject to change — Copyright © 2011 ¢ PP o . - .
Aries Systems Corporation Editorial Manager CPreprlnt Manager CCommerce Manager
48



Sample page — Submission Production Task with new feature enabled and selected. Note that
the field is only available for selection once a transmittal method has been selected:

Edit Submission Production Task

nsert Special Character
MNew Production Task Name: | Copyedit

Maximum Production Task Name is 100 characters

[MIDDLE OF PAGE NOT DISPLAYED]
FTP Options

Submission Production Task Transmittal Method: General Submission Production Task Export hd

Allow task assignment and FTP without Assignment Files

FTP Server address (e.g. ftp.ariessys.com)

Usemame

Password

Subdirectory

E-mail Address (for transmittal notification)

Submission Production Task Import Profile: MNaone hd

E-mail Address (for import notification)

When configured for either a Submission or Schedule Group Production Task, users will be able
to assign a task without being required to select one or more Assignment Files. In this case, a
.go.xml file will be ftp’ed out. A zip file will be ftp’ed out only if the Submission Production
Task Transmittal Method selected includes a metadata XML file. The metadata XML file will
be the only file included in the zip file.
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Automatically Select Files on Task Assignment

New in PM v9.0, submission production tasks may be configured to automatically select certain
types of files as Assignment files when a task is being assigned. This is especially useful when
used in conjunction with the new “Automatically Assign Next Production Task” feature.

When the new ‘Automatically Select Files for Assignment’ option is enabled for a Submission
Production Task, then when that Submission Production Task is assigned manually, all non-
hidden files of the selected item types (if any) are pre-selected, i.e. their ‘Allow Download’
checkbox is set/checked.

NOTE: Some types of tasks require a file to be selected (those configured for FTP transmittal
where the new *Allow task assignment and FTP without Assignment Files option is not set).

Partial page displayed; ‘“Manuscript’ and *Original Manuscript (P)’ configured to be
automatically selected:

Submission Files
Allow
Description File Name Last Modified Download
PDF PDF NAA O

-
Manuscript Manuscript Default Manuscript.txt 11.8 KB Qct 17 2007 9:144M 'IN'g':ted (

Check all  Clear all

Companion Files

Color Last Uploaded Allow
Code Description File Name Modified | By Download

PROOF-This

is a
. L. . John
Original rnanuscript May 19 -
Manuscript Docurment with a é; 2006 I\;adijoo::l’ Er\rl’igr (
Change (P really 1:47PM Office
Color obvious
title.doc
John
.. Apr 20
Original . . 9z MacJohn,
Change Figure (P} Figure  surgery.gif KB QZZDE?:M Editorial Untested o
Color ! Office
Check all  Clear all
i
Upload Mew Cornpanion File |
Cancel § Assign Task and Send Letter

When a Submission Production Task is assigned automatically, all files of the selected item type
are automatically included in the task assignment.

NOTE: Itis possible for a task to be configured with both ‘Automatically Select files for
Assignment’ and the FTP-related ‘Allow task Assignment and FTP without Assignment Files’
setting. If this task is assigned automatically, then it will include files of the configured types if
present, but if not then the task assignment is completed with no assigned files.

HINT: Using the ‘Limit the Submission Item Types that can be uploaded when Task is
Submitted:” option on the previous production task in the list or named workflow will ensure that
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any file uploaded on that task will be selected on this task. This works for manual submissions,
but is especially useful when managing automated task assignments.

TO CONFIGURE:

To configure a task to automatically select assignment files, go to PolicyManager, Configure
Submission Production Tasks, and edit an existing task (or add a new task). On the
configuration page, select/check the new ‘Automatically Select Files for Assignment’ option.

When checked/selected, this option enables a multi-selector menu listing all Submission Item
types (including Companion Files), as well as a system-generated PDF option. Matching files in
the submission File Inventory will become Assignment Files for the task.

Partial Submission Production Task page display:

If Automatic file selection is enabled. files in the submission File Inventory that match the configured File Types will appear
pre-selected for manual task assignment or will be automatically included when a task is assigned autormatically

W] Autamatically Select Files for Assignment

Configure the ltem Types for automatic selection. You may select multiple ltem Types or de-select an
[tem Type by clicking on an item while holding down the CTRL key (Windows) or Apple/Command key
(Mac). Impartant Mote: if the task is an FTP task requiring a File on assignment. and the Task is
configured to be Assigned Automatically, you must select an item here for the task to ever be
assigned

[System-Generated PDF]
Cover Letter

Abstract

Author Agreement

Author Reviewer Comment
Companion File

Compressed File (zip, tar.gz) »
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Automatically Assign Next Production Task

Currently in PM v8.2, when a Submission Production task is submitted to the system, users may
be permitted to immediately assign a Follow-On task assignment. While this can be used to
streamline the process of assigning the next task, this is only applicable where the person who
submits one task is the right person to be assigning the next task in the list, and it requires the
user to be logged into PM to initiate the next assignment. If the task is submitted by FTP
transmittal, no follow-on Task can be assigned.

New in PM v9.0, Publications may configure tasks to be automatically assigned upon completion
of an initial task. Whenever any task is submitted, the system checks whether the next task in
line should be automatically assigned, and automatically assigns this next task if it is.

When a Submission Production Task is set to be automatically assigned, publications must select
a specific assignor (one person who will be considered the person who assigned the task) and one
assignee (one person to whom the task will always be automatically sent).

When a user submits a Submission Production Task, the system will automatically check the
next Task (either based on Submission Production Task order or the Workflow defined for the
Article Type of the submission). If the next in line Task is configured to be automatically
assigned, the Task assignment letter will be sent to the defined recipient, and the Submission
Task assignment record will be created.

NOTE: If the Automatic Task Creation is unsuccessful (for example, if a required file type
cannot be found), then an e-mail notification is delivered to the publication’s configured
Production-Specific E-Mail From address (see the Default Sender’s E-mail Address for
Production Letters section of these release notes).

TO CONFIGURE:

To configure a task to be automatically assigned, go to PolicyManager, Configure Submission
Production Tasks, and edit an existing task (or add a new task). On the configuration page,
select/check the new “Assign Automatically when previous Task submitted” option. When
selected, the “‘Can be Assigned by’ and ‘Can be Assigned to’ options will refresh to display the
available user records for the selected Roles.
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Edit Submission Production Task

Insert Special Character
New Production Task Name: |F'ress Release Review

Maximum Production Task Name is 100 characters

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

Assignment Options

Automatic Assignment is triggered when the Production Task immediately preceding this one is submitted. 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 previous Task is Submitted

Leave this field empty to suppress this link.

Production Task Insert Special Charactel
Custom L
Instructions:

Flease check to ses 11| this article should have
a Press Release

Only roles with the "Assign Production Task” permission appear inthis list. You may select multiple roles or de-select a role
by clicking on an item while holding down the CTRL kzy (Windows) wr Apple/Command key (Mac). If the task is configured
for Automatic Assignment, you must select a single person who will b the sender for all tasks assigned automatically.

Can be Assigned by:| attwork Editor

Geraldine Ferraro, Managing Editor

Production Team

Can be Assigned to: Corresponding Authar only
(@ Selected Editor/Publisher Roles only

COnly roles with the "Receive Production Task” permission appear (1 this list. You may select multiple roles or de-select a
role by clicking on an item while holding down the CTREL key (Winasws) or Apple/Command key (Mac). If the task is
configured for Automatic Assignment, you must select a single persan to be the recipient of all such tasks assigned
automatically.

Jen Editor, Copyeditor

P
Managing Editor

Compositor
Production Team

Only one person can be selected as the ‘Can be Assigned by’ option, and only one person can be
selected as the ‘Can be Assigned to’ option.

NOTE: The selection of a “‘Can Be Assigned By’ individual does not mean this task can only be
triggered by a task submitted by that individual. Rather, that individual will display as the
assignor of the task.
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The person who submits a task that then triggers an Automatic Task Assignment is NOT
considered to be the assignor — that will always be the individual selected under the Can Be
Assigned By option above. This means that an Author can submit a task that then triggers
automatic assignment of the next task, as the Author is not the assignor.

The order in which the tasks are listed in the main list of Submission Production Tasks, and in
every Submission Workflow, should be checked to determine which task will be the one to
trigger this task in each workflow. Tasks may need to reordered to place the correct trigger task
immediately before the triggered task.

NOTES:

e To have Task A always followed by Task B, and have Task B assigned automatically,
make sure that Task B is displayed immediately beneath Task A in every workflow
where they are both displayed.

e |If atask (Task B) is assigned automatically, then if the preceding task (Task A) is
assigned a second time, a second example of Task B will be assigned automatically when
the second iteration of Task A is submitted.

e Use Submission Workflows if there are tasks that are assigned automatically for some
article types, but not others.

e |faparticular Task is configured to be assigned automatically, it will be assigned
automatically in all Submission Workflows in which it appears. This will be triggered by
whatever task type appears before it in each workflow, or in the main list of production
tasks for submissions with Article Types configured to use all tasks.

0 The exception is where the task is the first task type in the workflow — that can never
be assigned automatically, as there is no preceding task in the list to be submitted.
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Deposit Submissions to PubMed Central

The U.S. Public Access Policy ensures that the public has access to the published results of
National Institutes of Health (NIH)-funded research. It requires scientists to submit final peer-
reviewed journal manuscripts that arise from NIH funds to the digital archive PubMed Central
(PMC) (http://www.ncbi.nlm.nih.gov/pmc/). The Policy requires that these final peer-reviewed
manuscripts be accessible to the public on PubMed Central to help advance science and improve
human health.

New in PM v9.0, Publications may configure a Submission Production Task to FTP the
submission files to the National Institutes of Health Manuscript Submission System (NIHMS),
using the publisher’s existing NIHMS login credentials. The NIHMS then creates a PDF for
approval by the Author, and deposits the PDF to PubMed Central.

NOTE: The Author approval and PMC deposit is done outside of the EM/PM system.

NOTE: A publication cannot use this method to deposit to NIHMS if they are participating in
PMC.

If the publication is not participating in PMC, they are eligible to use this new method as
follows:

e The publication must be recognized by the NLM.
e The publication must have an account with the NIHMS.

e The publication must configure a Submission Production Task as described in the “To
Configure” section below.

e The publication must enter their NLM TA code into a custom transmittal field as
described in the “To Configure” section below.

e The publication must ensure that file descriptions are unique for all files within a file type
(i.e. all Submission Items in the Figure family must have different file descriptions (if
selected as Assignment Files), all Submission Items in the Table family must have
different file descriptions etc.)

e The NIHMS requires a file from the Default or Document Submission Item family to be
sent to them, along with any relevant figures or tables. The system PDF should not be
sent as an assignment file, as the NIHMS builds its own PDF.
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Sample page; Descriptions are all unique for ‘Figure’ items:

Insert Special Character
Please Attach Files

Edit Submission

Required Items are marked with a *. When all Items have been attached, click Next
v |Enter Metadata | at the bottom of the page.

|Add{Edit{Remove Authors |

Item Figure A
= [attach Files |

Enter a Description. Select Online Web System or Offline delivery. If Online Web
System is selected, click the Browse button to select a file, then click the Attach This
File button. If Offline iz selected, click the AttachThis Information button.

Description |Figure |
Delivery Method (& Cnline Web System () Cffline
File Name: | H Browse...

Attach This File

You can change the order in which files are listed by clicking the "Update File Order’ button

Check Al Clear All

Change Item Type of all |Ch0035 v | files to: |Ch003& v| |
(Order tem |pescription | FleName__|Size | Last Modified
. N 1_Jennifer and 66.4 Feb 7 2011
s v 2 W
[Figur | [Figure 1 | h=licpa KB 1:31:42:143PM Download o
Ny - - e . Feb 7 2011
Figure * || |Figure ' a . W
| igur: | | igur: 4| showerl.jpg 3.1 KB 1:31:53:283PM Downlcad [F
|l-lﬁnuzcript V| |l-lanu30ript | Fapillary.doc 36 KB May 23 2001 Download O

7:51:08:000AM

Update File Order

Check &l Clear All

Submit

When a Production has been initiated on a submission, and the submission is available via the
Production Tasks Menu, the configured Submission Production Task can be assigned by a user
(with proper permission) via the Assign Production Task Action Link,

Production Status Grid

Filter By: | Spring 2011 v| Grand Totals Download Dats  Switch to Traditional View results per page.  Grid Options

Manuscript Author Name i Production Status Date Production Copyedit Transmit to

Number Started PubMed

Production Details P =
History

Transmittal Form

‘Assian Production Task

Change Schedule Group N N N et

File Inventory Anthony Author | This is an article for Must Start:
AuthorMapper (with first | DEMO-D-03-00058 (UNITED STATES) | submission 04/29/2008 Undefined
initial at end)

Author Mapper

(LASTNAME)

End Production

Send E-mail

Eroduction Details ™

History

Transmittal Form

Assian Production Task

Change Schedule Group Mr. Kevin M X
m with firet DEMO-D-03-00076R1  10.1232, §$ﬂ$§§,‘“””m breast cancer research  Ready for Page Layout  03/11/2008 g::z"gﬁ:pﬁ{:ffz”“
initial at end

Author Mapper

(LASTNAME]

End Production

Send E-mail

Production Details P
History

ittal Form
Recinm Dradictinn Tacl: Cancelled 10/17/2011 M
>

Submissions 1to 7 of 7

Return To: Submission Tacks Reminder Report | Schedule Group Tasks Reminder Report | Production Tasks Menu | Editorial Menu
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Once assigned, the Submission Production Task status can be viewed on the Production Status
Grid (if so configured). Because this type of task is usually at the end of the Production process,

this will typically be configured as a Milestone Task.

Production Status Grid

Manuscript Author Name Article Title Production Status Date Production Copyedit Transmit to

Number Started PubMed

Eroduction Details P

History

Transmittal Form

Assign Production Task

Change Schedule Group N h e i e

File Inventory Anthony Auther | This is an article for Must Start:
AuthorMapper (with first | DEMO-P-03-00058 (UNITED STATES) | submission 04/29/2008 Undefined
initial at end

Author Mapper

LASTNAME

End Froduction

Send E-mail

Eroduction Details B>

History

Transmittal Form

Assign Production Task

Change Schedule Group Mr. Kevin M R 5 PP
File Inventory - T Submitted 10/17/2011 Submitted 10/17/2011
PR NSO Da Rt DEMO-D-03-00076R1 10.1232, g:;\\ig;)(UNlTED breast cancer research  Ready for Page Layout  03/11/2008 Suzie Chapstick Mary Frangois Smith
initial at end

Auther Mapper

LASTNAME

End Production

Send E-mail

Eroduction Details P

Filter By: | Spring 2011 v |  Grand Totals Download Data  Switch to Traditional View Display results per page.  Grid Options

History
Transmittal Form
Tecinm Drndinrtinm Tack Cancelled 10/17/2011
< | 2]
Submissions 1 te 7 of 7
Return To: Submission Tasks der Report | Schedule Group Tasks Reminder Report | Production Tasks Menu | Editarial Menu

|

~

After the Task has been assigned and the selected files have been transmitted, publications my go

to the NIHMS Web Interface and review the files:

1. Login to the NIHMS web interface (http://web.nihms.nih.gov/db/sub.cqi)

2. Click the “publisher’ login route from the login route table.

Ergeaticl L inpanicn | ancrnitag)

NIH Manuscript Submission System
Login Options

The NIH Mangisriat Sulenlishes alldad vou 1@ dabmit it glectronis verilen al yoof biei-revievesd Maal manusiriss far inelusshn If Publed Centis

Eliginle masuseripts muit Bave baan lusded by oo af the panicipaing grouas (isted in tha hagln table Below

Choose a login route:

Raute Wsars Pelicy
L af RIH gutrarmural principal vwestigators, grastees o applicants Li}
= M MIH Intramural schantists 0
= aublishary
@ Moward Hugives Medical institute Ivmstigators Li]
o oty

RIHMS doss ot maingsin these login routes. I you eperfencs probl

BOCOUNTE

Fer il Infarmnaiion o Bind 1o USe TRl Syt 10 Sl yooul MRS et i

Tl WACH O i||5|.1 alaass contact The inptitution that @ eiooaiihle for the socosnt

1F you do not have an account, please ¢lick on the proper login routa to creste one [excent NIN and Publisher login routes]. myRCE1 aliows ters 1o create new

Enter the username and password for your established account, and click the ‘Login’ button:
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NIH i&ﬁ Public Access (Jublishers

MCEL System for Publishers (Test

Login:
Password:
Clshow Detais
| Find myaccount || Reset password |

Privacy' Mobce De ':E!‘.r!'r‘fz Sccessibdity

You will be automatically directed to the NIHMS interface. The FTP’d submission should be
listed, and will initially have the status “Awaiting submitter approval of PDF receipt”.
NOTE: It may take up to an hour from FTP for the file to go into this status.

CTIIE CrITED QrITTED

MNIH Manuscript Submission System

Manuseript List for Aries Publishing

m I Cabmiz New Mancscriat ] Get Masascriat |

Mﬂm Optional |  Inprocess (0 Complated 0]  Fubliihesd (0}

3 manuscripts that require your attention

L] Titla Status
15093 Bowaiting sabmitber approval of -=|
POF recaipt,
S ST pEeTe
POS risgaipt
15085 Managing manuscript files W I
D L) gog poor af oy paggrisng

Clicking the article title in this interface allows you to review the NIHMS PDF (listed as “PDF
Receipt”.

NOTE: This is not the EM/PM PDF.
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EnghsNE)

NIH Manuscript Submission System [T TR T e S

=1 Mediom-Term Effects of Cardiac Rehabilitation in Germany: Systematic Review and Meta-Analysis of
Results from Nattonal and International Trals
iLd Turopasn Joumnal of Cardiovicialar Rababillistion MHMLUD ¥ 15050 o510 LIPCR-D-10-00804

O jcurnal & Tide D Granta/Projests B Fin E summary €9 POF Approvel

Review and Approve Submission

This POF Receipt s a concatenated dogurment of all the Files |sechefing supplementany filas) that you heve uplosded. [Detalls)

Ml = ﬂ

Supplamantal filas

supglemantal file Sooolsmendal rontent do

[T By checiing thils box | certify that this manuscript shbmission Includes all referred supciemental materials

WO ETENLIPIOJOCTE Wy
Grantes Grant/projest # Title
mang
-‘mm— Pl e ﬂ#ilg‘ﬂ"lv & nrwirondy for 1l Submisshon, The fevissd Mt e an author of the masaaconat. The ridievesr will by responsible

for aporoving the PAM -resdy web verslon of this manuscript (the Ind é~d final agorewval], ¥ the réviavas's ndema Iz not already
ereiant as & chaloe, you may provide contect information for this individual in the last row

Select  Reviewer
Carcling Webber

Farut hipm Lass Narme E-enail

" Hefease to PubMied Candral | 3months % after publication in the joumal

1. Click on the “PDF Receipt” link.

2. Ensure that all manuscript, figure and table files that were ftp’ed have been built into the
PDF.

3. Ensure that any supplemental files are listed on the last page of the PDF, and on the web
page as “Supplemental Files”.

After clicking the ‘PDF Receipt’ link a listing of the transmitted files is displayed:
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.;}IT.-;:: & [ - - [Fd = =

Fape Eof |

P~ 'l"lI|
NIH iﬁ}f Public Access
o

AManuseript Information

Jowrnal name: Saropean foamal of Cardsovasonbe Eshaalonon
NI ISTD: MNOES] 5093
Manuseript Tidhe: kapact of exercia teshag taods oo woetiig paranerte: =
pamess: with chzome bear fatpe

Primcigal Investigater:
Smhenieter: Ares Pobhebemg O p walheens 3 desder 30wl )

GrantProject' ContractSapport Information

[ %ame | SuppersiDs | Title |

Manuncript Files

Typs Fig Takls = Filenams Bime | Uplaaded
Eamnogt _fLocpfunFuildoe | IS3LM | 0010128 13:00:17
fipems Fipeel  |Gguelicg 51905 | 20010028 130017
[ Figmel |Gguelipg 53904 | 20110138 13:00:17
rable Tabla 1 Tablel ENCRF doc 37576 | 200 1-01-28 130017
[ Tabla?  |Tablel EJCRP.doc 33280 | 20110128 30017
e Tabled | Tabied EJCRF dot 15797 120110128 30027
e Tablad  |Tatel EJCRP dox 35840 | 20110028 13O LT

Thas POF seewrpe mall cnby b e 2y thes banes o peneranng Puibhded Camsiral (FPREC)
docwssaniy PAIC doenmeen s will b pods aveletds for review ater corvernon (Gppros. 2.3
wonaly B | Y conrecmad th eed po be mads will be does or tis neme Do sasserials wallbe
mdunipd to PREIC withoos the approval of mn suser. Only the PALC docesenis wall sppar oe
Pubidad Cinmral - the PDF Receipt will nor sppecr’ o Poblded Cessral

WA e Vg Pl 75 Tl e 1 0 i B3| e T A0 T L1409 27011

TO CONFIGURE:

In PolicyManager, go to “‘Configure Submission Production Tasks’ to edit an existing task to use
this FTP method, or create a new task. In the ‘FTP Options’ section of the page, select
“NIHMS-PubMed Central Deposit” from the Submission Production Task Transmittal Method
drop-down.

NOTE: When using this method, do not select the checkbox “Allow task assignment and FTP
without Assignment Files”.
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FTP Options

Username
Password

Subdirectory

Edit Submission Production Task

Mew Production Task Name: | Copyedit

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

[MIDDLE OF PAGE NOT DISPLAYED]

Submission Production Task Transmittal Method: MNIHMS-PubMed Central Deposit v

FTP Server address (e.g. ftp.ariessys.com)

E-mail Address (for transmittal natification)
Submission Production Task Import Profile: MNaone hd

E-mail Address (for import notification)

Insert Special Character

Maximum Production Task Name is 100 characters

[ Allow task assignment and FTP without Assignment Files

Fill in the rest of the information as appropriate.

NOTE: Subdirectory is required when using the NIHMS-PubMed Central Deposit method, and

must be set to “upload”.

In PolicyManager, go to Transmittal Policies, Add/Edit General Metadata fields, and configure a
new field with the description “NLM TA”. Select a Field Type of “Text” and select the “Single
Value” radio button in the “Default Value for Field” area. Set the default value to the NLM TA
code for your publication (this code is available by contacting the NIHMS). This is required in
order to deposit manuscripts into the NIHMS.
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Add Journal Defined General Metadata Field

Field Description: Insert Special Character
NLIM TA |
Maximum 256 characters

Field Type: Text v

Maximum Field Length: | - |
(A value from 1 to 200)

Default Value for Field: O Mone

I Nara' | lect an emofy text A . . . |

I None'is selected, an emply text box @ Single Value (enter value below)

will appear if the checkbox Edifable’ is

hecked id below Insert Special Character
crecrean e gna s your NLM code here

Options

Select the Hide' checkbox to suppress the field. If a field is Editable, users with appropriate
RoleManager permission can change the value on the page. If the ‘Required box is checked for
the Transmittal Form, a value must be filled in before the submission can be released to
production. If Help Text is entered, a Help' link is displayed on the appropriate page, which
Opens a pop-up containing the Help Text

Page Hide |Editable | Required Help Text

Insert Special Character

Transmittal O O O

Form

Cancel Submit
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