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GENERAL ENHANCEMENTS

New Final Disposition Term

In EM v9.0, the only Final Disposition available for use on a submission prior to the Author
being notified is the term ‘Withdrawn’, which takes the submission out of the review process. In
addition, in order to use automated transmittal to a production system, the submission must be
assigned to an Editor, an Accepted decision must be made, and an ‘Accept’ final disposition
recorded.

New in v9.1, a final disposition term is added called ‘Accept on Submission’. This term is
available on all submissions in the Regular submission family prior to the submission being
assigned to an Editor. Publications can use this to accept submissions that do not need formal
peer review, for example to pass them on to their production system.

This new option is available for any submission that has been submitted to the Editorial Office
under the following conditions:

e The submission is new (Revision = 0)

e The submission has been submitted to the publication, and is not currently with the
Author

e There are no Editor assignments on the submission

e The submission is in the ‘Regular’ Article Type family

When an Editor chooses to accept a submission without assigning an Editor, they click the Set
Final Disposition link from either the New Submissions, New Submissions Requiring
Assignments, or Direct-to-Editor New Submissions folder, or Search Submissions — Results. The
Set Final Disposition page opens in the main window, and the Editor may choose the ‘Accept on
Submission’ option in the dropdown.

Set Final Disposition

Zetting the final disposition completes the peer-review process, You may only set a Final
Disposition of "Accept” ar "Reject” after vou notify the author of the editor's decision.

Setting a Final Disposition of "Accept” may initiate production ar trigger transmittal of data to
the publisher if vour publication is configured to do this.

Production Status: Mot In Production

Final Disposition: ¢

Accept on Submiszion

R awn |
Cancel FruceEu |
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After clicking the ‘Proceed’ button on this page, a manuscript number is assigned to the
submission (unless the publication manually assigns manuscript numbers, in which case the user
is navigated to the Assign Manuscript Number page), a DOI number is assigned (if the
publication is configured to assign a DOI on Author Notification of an Accept Decision), and the
submission is moved to the A/l Submissions with Final Disposition folder and the 4/l
Submissions with Final Disposition.: Accept folder.

For publications using Production Tracking, this feature can be used in conjunction with the new
Automate Initiate Production feature to automatically initiate production on this submission as
well.

NOTE: Use this feature in conjunction with the new ‘Submit as an Editor’ functionality (see the
‘Editors Can Submit Manuscripts’ section of these release notes) to allow Editors to set this final
disposition during the submission process (for certain Article Types).

TO CONFIGURE:

No configuration is necessary to add this final disposition term on upgrade. Users with access to
newly submitted manuscripts and with ‘Set Final Disposition’ permission enabled will have this
option available.

A new event is added to ActionManager called ‘Final Disposition — Accept on Submission’ with
a default status of “Accepted on Submission” added to the system. When this event is triggered,
letters will only be sent to the Corresponding Author, and to any Publisher Roles configured with
a letter. There are no Reviewers associated with a submission with this Final Disposition set, nor
are there any Editors attached to this submission. In the case where the submission is an Editor
Submitted Manuscript, the Editor is considered the Corresponding Author. No letters are
associated with this event on upgrade.

Sample section of ActionManager:

Editor Decision and Final Disposition

Event New Document Status Warnings
Editor Decision Decision in Process v
Rescind Decision Decision Rescinded
;i::;;?;;poonsition ~Accept on Accepted on Submission hd
e DTt Sompered
Final Disposition - Reject Completed hd
Final Disposition - Withdrawn Completed hd
Final Disposition - Transfer Submission Transferred

Final Disposition - Completed

Proposal Complete Proposal

) : Y ” .
E|r|1oeliclozle‘s;p05|t|on VWithdrawn Withdrawn Proposal

Final Disposition - Accept and

Transmit Conference Submission Accept and Transmit Conference Submission

Final Disposition - Accept for
Extraction Conference Submission

Accept for Extraction Conference Submission
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Editors Can Submit Manuscripts

In EM v9.0, an Editor who wishes to submit a manuscript into EM must switch to their Author
Role, and then submit as normal. When they do so, logic built into EM to preserve the integrity
of the peer-review process prevents the submission from being assigned to the same person for
processing. In many cases, the Editor who uploads the submission wants to be able to release it
to production without further processing, however the submission must be assigned to an Editor
in order to proceed through the Peer Review process.

New in EM v9.1, Editor roles may be given permission to “Submit Manuscripts as an Editor”,
which allows them to submit manuscripts directly into EM (using the ‘Submit a Manuscript’
option in the Navigation Bar) without having to log in as an Author role. When an Editor (with
this permission) clicks the ‘Submit a Manuscript’ option in the Navigation Bar, they are brought
to the existing Submit Manuscript interface. Once submitted, the manuscript will be a normal
submission with the Editor recorded as the Corresponding Author.

Additionally, a new sub-permission is available called “Restrict to 'Editor/Publisher Use Only'
Article types”. When this additional sub-permission is enabled, Editors using the ‘Submit a
Manuscript’ option are limited to only those Article Types created with the new “Editor Use
Only” option selected.

NOTE: Editor Use Only submissions can be sent through the peer-review process, however
before approving, the Editor will not see the ‘I agree’ checkbox (if configured for the
publication).

When an Editor begins a manuscript, and if they do not complete the submission or build the
PDF to be approved later, those submissions display on the Editor’s Main Menu in a new folder
called Editorial Submissions in Progress.
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Editorial Proposal Menu Production Tasks

Submissions With:

EdltOI"Iﬂ'ChlEf 0 Reviews 1 Review 2 Reviews 3 Beviews 4+ Reviews
Main Menu Complete Complete Complete Complete Complete
22 9 0 1 0

Quick Searches:

) . ) Search
Article Title with eve
Search Submizsions | Search People

Editor "To-Do’ List

My Pending Assignments (32)
Editorial Submissions in Progress (1)

Incomplete Submissions (1)

New Invitations (2)

New Assignments (3)

Submissions with Rescinded Decision (1)
Submissions with Reguired Reviews Complete (7)
Submissions Requiring Additional Reviewers (13)
Submissions with One or More Late Reviews (5)

Submissions with Active Discussions (1)

Sample version of Editorial Submissions in Progress folder:

Editorial Submissions in Progress by Editor/Author Edward Editor, MD

This folder contains Submissions created under your Editor login (or by another Editor who then made you the Corresponding Author), but which are not yet completed. Depending on the status, you
may need to Edit the submission to complete the submission process and build the PDF, or simply View and Approve the PDF. If no Action Links appear, then the PDF is still being built.

When you Approve the PDF, depending on your permissions, you can submit the manuscript into the regular submission pocl or may be able to immediately set the final disposition to 'Accept on
Submission’ to immediately release the submission into production.

Note that if your publication requires authors to dlick on an 'I Agree' checkbox befare submission, you may be required to do the same for some types of submission.

Page: 1 of 1 (1 total submissions) D\splay results per page.

Title Article Type Date Submission Began Current Status
=2 Action & AV AV AV AV

Edit Submission

Remove Submission Testing out Editorial Content again Editorial Content Dec 5 2011 2:59PM Incomplete
Send E-mail

Page: 1 of 1 (1 total submissions) Display 10+ | results per page.

Editorial Menu

You should use the free Adobe Acrobat Reader 6 or later for best PDF Viewing results.

[‘}M Get m.

TO CONFIGURE:

To allow Editor roles to submit manuscripts as an Editor, in RoleManager, select the Editor role
to be given this permission, and select/check the new ‘Submit Manuscript as an Editor’
permission (disabled on upgrade).

Confidential —Subject to change — Copyright © 2012 @Editorial Manager CPreprint Manager CCommerce Manager-
Aries Systems Corporation
4



Edit Role Definition

Editor-in-Chief |

Maximum Role name is 40 characters.

Role Mame:*

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

E New Submissions

[ Receive New Submissions in ‘New Submissions Requiring Assignments’ Falder

Submit Manuscript as an Editor
[JRestrict to ‘Editor/Publisher Use Only’ Article types
[JCan set ‘Accept on Submission’ Final Disposition on *Editar/Publisher Use Only’ Types

Editor Assignment

To limit the Article Types from which Editors may make a selection, set/check the ‘Restrict to
‘Editor/Publisher use Only’ Article Types sub-permission.
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‘Editor Use Only’ Article Types

Publications may at times wish to be able to change an Article Type initially selected by the
Author to an Article Type that the Author cannot then change, e.g., to change a submission to a
special ‘Fast-Track’ Article Type that the Author cannot initially select.

New in EM v9.1, a new ‘Editor Use Only’ setting is added to the Article Type configuration
page. This is available for Regular Article Types or Conference Submissions, and can be used in
conjunction with the ‘Invited’ setting.

e  When an Author initially submits a manuscript, they will not see Article Types
configured as ‘Editor Use Only’

e When an Editor or Publisher Edits a submission, they will see all Article Types, including
those configured as ‘Editor Use Only’

e  When a submission which has been Edited by the publication and changed to an ‘Editor
Use Only’ Article Type is returned to an Author, e.g. for revision, the Author is not
allowed to change the Article Type

When Editors or Publishers edit an existing submission, the ‘Editor Use Only’ Article Types
display in the Article Type Dropdown prefixed with an asterisk(*).

New Submission -
Please Select an Article Type

»|5e|ecl: Article Type

(lEnter Title Choose the article type of your manuscript frem the pull-down menu.

|5u bmit Abstract

|Se|ect Classifications Choose Article Type *Editarial Contznt L

|Add,’Edit,lRemuve Authors | Please click on this link to download the Instruction for Authors.

|Attac|| Files

MNext

When the submission is sent back to the Author with a Revise decision (or on initial receipt and
technical check), then the ‘Select Article Type’ page is suppressed and the Author cannot change
the Article Type on revision. The system displays the ‘Enter Title’ page instead to the Author.

Confidential - Subject to change — Copyright © 2012 ¢Editorial Manager® Greprint Manager CCommerce Manager-
Aries Systems Corporation
6



Insert Special Character

Revised - —

- - Please Enter The Full Title of Your Submission
Submission
BETSYTESTS82-D-11- q e . .
00005R1 Entering a Full Title iz Required for Submission.

Revise the title of your manuscript if necessary. You cannot submit a

manuscript without a title.
- Enter Title .

v |Addedit,’Remove Authorsl

Full Title
|E nter Comments

Mid-Season Mosgquito Hatches: Increased chance of

|5u est Reviewers - -
— infections?

|Dppose Reviewears

|Req uest Editor

|5e|ecl: Region of Origin

|
|
|
|Reqund to Reviewers |
|
|
|

\f|Attach Files

TO CONFIGURE:
To create an Article Type for Editor Use Only, go to PolicyManager, Edit Article Type, and edit
an existing Article Type or add a new Article Type.

On the Edit Article Type page, select/check the new ‘Editor Use Only’ checkbox.

NOTE: This setting is active only when the Family is set to Regular OR Conference
Submission,; it is disabled when the Family is set to Proposal.

Edit Article Type

[ Cancel ] [ Submit ]
Article Type: |Editorial Content
Maximum Article Type name is 75 characters.
Family: | Regular v Invited: [J Editor Use Only:

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)

[  Allow file uploads from arXiv.org server
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Editor Use Only Article Type and Editorial Submission

For manuscripts submitted by Editors, the ‘Editor Use Only’ Article Types have the following
additional functionality:

Editors can be restricted to only Article Types configured as ‘Editor Use Only’

Editors can be permitted to set the final disposition to ‘Accept on Submission’ for Article
Types configured as ‘Editor Use Only’. This triggers all functionality related to an
Accept final disposition.

When approving ‘Editor Use Only’ Article Types for submission (and before optionally
setting the Final Disposition), ‘Editor Use Only’ Article Types ignore the settings for any
‘I Agree’ checkboxes (if configured for a publication) when displaying the submission in
the Editorial Submissions in Progress Folder.

Sample page - actual terms displayed in the column header, and by the checkbox, depend on the
publication’s configuration:

Editorial Submissions in Progress by Editor/Author John MacJohn

This folder contains Submissions created under your Editor login {or by another Editor who then made you the Corresponding Author), but which are not yet
completed. Depending on the status, you may need to Edit the subrnission to complete the submission process and build the POF, or simply Wiew and Approve the
PDF. If no Action Links appear, then the PODF is still being built,

wWhen you Approve the PDF, depending on your permissions, you can submit the manuscript into the regular submission poal or may be able to immediately set the
final dispaosition to 'Accept on Submission' to immediately release the submission into production,

Mote that if vour publication requires authors to click on an 'l Agree' checkbox before submission, you may be required to do the same for some types of
subrnission,

Title Article Type Date Submission Began | Current Status I accept Author Agreement
= Action A AY AY AV AY Yiew Aqreement

Edit Subrission
Femove Submission  Testing Special Editorial Jul 22 2011 10:464AM Incomplete with Author
Send E-mail

View Submission

Edit Subrnission

Approve Submission Mot more testing? Rapid Comrmunication  Jul 22 2011 10:124M Meeds Approval by Author O accept
Remove Subrnission

Send E-rnail

Edit Subrnission
Remove Submission  The real thing, Letter to Editor Jul 22 2011 9:464AM Incomplete with Author
Send E-rnail

Page: 1 of 1 {4 total submissions) Display |10 s | results per page.

Testing submission process,  Special Editorial Jul 22 2011 11:12AM Building PDF

Page: 1 of 1 {4 total submissions) Display |10 | results per page.

Editarial Menu

You should use the free Adobe Acrobat Reader & or later for best PDF Yiewing results.,

ADT

Accept Submissions during Editorial Submission Process

When submitting a manuscript, Editors can be permitted to set the Final Disposition to ‘Accept
on Submission’ as part of the submission process. This option applies ONLY to Article Types
configured with the new ‘Editor Use Only’ setting.

When the Editor goes to View and Approve their ‘Editor Use Only’ Article Type submission,
then if the Editor has the new ‘Can set 'Accept on Submission' Final Disposition on
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'Editor/Publisher Use Only' Types’ permission enabled, at the point they Approve their
submission, the system further asks them whether they want to set the Final disposition to
Accept:

Confirm Final Disposition

H H You may choose simply to submit this manuscript to your publication as a regular
Edltﬂl:lal_ submission.
Submission - PDF
Approval

alternatively, you rmay choose to submit the manuscript and then also set the Final
Disposition to "Accept on Subrnission’, triggering the transmittal form process,

Both options will imrmediately submit the manuscript to the journal, but autoratic
notifications are not sent if you choose to set the Final Disposition. The subrission will
initially appear in the normal folders in which new subrnissions appear,

When completed, the Final Disposition process will bypass peer review and moave the
subrmission directly into the "All Submissions with Final Disposition' folder, releasing the
submission to your production systerm if yvour publication is configured to do sa.

Cancel Subrnit to Publication Subrnit and Set Final Disposition to Accept

If the Editor selects ‘Submit to Publication’, the manuscript is submitted to the Editorial Office,
and is moved to the appropriate ‘New Submissions...” folder. The submission may then be put
through the peer review process (or Accepted on Submission by the editorial staff).

If the Editor selects ‘Submit and Set Final Disposition to Accept’, the system will take them
through the standard transmittal process. As part of this, the system:

e (Generates or requests a manuscript number, depending on the publication’s
configuration.

e Generates a DOI if the publication is configured to trigger DOI generation on Notifying
the Author.

The submission will end up in the ‘All Submission with Final Disposition: Accept’ folder.

If the Editor does NOT have this new permission enabled, or if they are submitting an Article
Type that is not configured as ‘Editor Use Only’, then the submission proceeds exactly as if the
Editor were submitting from an Author role.

TO CONFIGURE:
In Editor RoleManager, set/check the new ‘Can set 'Accept on Submission' Final Disposition on
'Editor/Publisher Use Only' Types’ permission.

This sub-permission controls whether the Editor can set the final disposition to ‘Accept on
Submission’ as part of the submission approval process, i.e. to approve the PDF (submitting to
the publication) and accept a submission in the same action. This is allowed only for ‘Editor Use
Only’ Article Types. Setting the final disposition in this way triggers any automatic transfer to a
production system, or to PM Production Tracking if the new ‘Automatic Production Initiation’
setting is set (see the ‘Automated Initiate Production Process’ section of these release notes).
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Edit Role Definition

Raole Name:*

Editor-in-Chief |

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

E New Submissions

[ Receive Mew Submissions in Tew Submissions Requiring Assignments’ Folder

Perform Technical Check (submission received in ‘New Submissions’ Folder
Submit Manuscript as an Editor
[JRestrict to 'Editor/Publisher Use Only’ Article Types
[¥]Can set *Accept on Submission’ Final Dispasition on ‘Editor/Publisher Use Only' Types

Editor Assignment
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Additional Search Criteria

Users of EM/PM have many options by which they can search for Submissions, Proposals, or
Reviewers. New in EM/PM v9.1, the following additional search criteria are added:

1. Search Submissions / Search Production Submissions
a) Handling Editor First Name
b) Assigned Editor First Name

Search submissions selection criteria

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

Search Cefinition: | Choose Saved Search v‘
| Remove Search Definition | Edit Selected Search Definition | Share Selected Search Definition | Run Selected Search Definition |
Help with Searching Insert Special Character Value Cpticns Advanced Criteria

[ Jomeron ——  Tijwootlsedor — Jvawe | ]
B

- Manuscript Number | iz v| |C0ntaln= v|| |
Manuscript Number ~

Dal 3 Add

Ceorrezponding Author First Name

Correzpending Auther Last Name
At Clear Search

Short Title

Help W 4 ticle Type Name
Section/Category Name
Revizion Number

® Use Keyword and classifications; you can copy and paste Values from there.

# The| Classification Description vy. If the date is not entered in this format, you will be required to re-enter the
dats Production Notes

* YOU Egditorial Status Walue box to execute a search. We recommend entering as much criteria as you
kno| E ditorial Status Date your results will be returned.

® If y Initial Date Submitted arentheses to ensure the evaluations are carried out in the right order. If you do

Final Decizion Date ithin parantheses, the AND relationship is evaluated first.
» Sel —lany mixed case value.

First Author First Nams z . il
First Author Last Name lecting the "Unspecified” Selector.

Any Auther First Name
Any Author Last Name
wier First Name Editorial Menu

vier Last Name Eroducticn Ta
Handling Editor First Name Producticn S

Handling Editor Last Name

Azsigned Editor First Name

Assigned Editor Last Name

Final Dizposition Term

Invitation Notes te Auther

Fast Track

Press Release Candidate b
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2. Search Proposals

a) Editor Originating Proposal First Name
b) Handling Editor First Name
c) First Assigned Editor First Name

Search proposals selection criteria

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove.

Search Definition: | Choose Saved Search |v

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

Help with Searching

Insert Special Character Value Cpticns

[ lcriterion _lis/Ismotiselector ___ Jvae ___|) |

Proposal Manuscript Number

Proposal Manuscript Number
Proposzal Title
Propesal Article Type
Editer Originating Propozal Firat Name
| Editer Originating Propozal Last Name
Handling Editor First Name
Handling Editor Last Name
First Azzigned Editor First Name
Firzt Az=igned Editer Last Mame
# |ze thiPropozal Target Publication Date
* The re|Proposal Target Publication Volume
date i Propesal Target Publication lzzue
* You minitial Date of Proposal
NOW. |5 bmizsion Flag Name

| Help witl

iz v| |Containing Vl | |

Add

Clear Search

d listz and clazsifications; vou can copy and paste Values from there.
dd/yyyy. If the date is not entered in this format, you will be required to re-enter the

n the Value box to execute a search. We recommend entering as much criteria as you
icker yvour results will be returned.

# You can check for empty (no value) fields

» If you comoie BN ang UR rerdnons, use the parentheses to ensure the evaluations are carried out in the right order. If you do
not use parentheses, or combine AND and OR within parentheses, the AND relationship is evaluated first.
# Selections are case-insensitive. You may enter any mixed case value.

by =electing the "Unspecified” Selector.

Beturn to Proposals Menu
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3. Search for Reviewers

a) Secondary First Name

Search for Reviewer All Reviewers - Manuscript Number DEMO-D-03-00037
Anthony Author
A Sample Paper Used as an Example of a Revision

Manuscript Details P> Reaqister and Select New Reviewer

Change Search Type

® search My Publication | Search for Reviewers v| from |AII Reviewers w -
Go

(O search Ancther Publication | Choose Publication b I'I'IDdE| Search for Reviewers w |

Search for Reviewers

Help with Searching Insert Special Character

_Jcrterion ____Jus/isnot setector Jvawe 1 ]]]
Last Name hd | is v| | Begins With v| | |

First Hame

E-mail Address add
Position
Department
Institution

City

State Clear Search
Country
People Notes
Perzonal Classifications Legister and Select New Reviewer

Perzonal Keywords Reguest Unregistered Reviewer
Secondary Last Name Editor Main Menu

Secondary First Name

TO CONFIGURE:
No configuration required. These new fields are available for searching on upgrade.
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Reassign Editor Chain

For some publications, a revised submission is often handled by the same set of Editors as
previous versions, but does not require any action by the upper-level Editors until it is time to
make a decision. New in EM v9.1, Publications now have the ability to re-assign an entire
Editor Chain from a previous revision of a submission with the assignment (and optional
notification) going to the last assigned Editor of the previous version.

When this new feature is enabled, then when the Editorial Office clicks the Assign Editor link
from the Revised Submissions Requiring Assignment folder, a new Reassign Editor page opens.
This page displays the Editor Chain from the prior version of the submission. The user may then
choose to Reassign the Editor Chain and customize the letter that will go to the lowest Editor in
the chain, or Reassign the Editor Chain and send the default letter to the lowest Editor in the
chain.

Reassign Editors

Manuscript Classifications

Manuscript Number: INFORM- (1) Visual Information Design

2005-20R1

ntespretation of Bosc Geometic P

Shapes Assignment Current # Classification | Classification | during next
Order Editor Name Editor Role Asslgnments Matches Matches 30 days

The Editors listed were assigned to Editor 1 Boulder Moapa Managing Editor 1 Yes

the previous version of this Editor 2 Laurel Quinn Category Editor 0 Yes

submissicn in the order indicated. To Editor 3 Slate Steneschild, Ph.D.  Associate Editor 3 o Ma

reassign the previous Editors in the

same order, use one of the .

Reassign...” buttons. The submission Cancel Reassign with Custom Letter Reassign with Default Letter

will be automatically assigned to
each editor in succession, and the
last assigned Editor of the previous

version will then be responsible for
the submission.

If you would prefer to proceed with
the usual individual Editor
assignment process, use the 'Assign
Individual Editor' button.

Assign Individual Editor

In the event the prior version of the submission had multiple Editor Chains assigned, the user is
presented with all chains and asked to select one to use for the revision.
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Reassign Editors

Manuscript Classifications

Manuscript Number: INFORM- (1) visual Information Design

2009-20R1

Title: Cultural Sensitivity to and More than one set of Editors was assigned to the last revision of this submission. Please choose the set to which the revised
Interpretation of Basic Geometric submission should be reassigned.

Shapes

The Editors listed were assigned to O Editor Chain 1

the previous version of this

submission in the order indicated. Te Available
reassign the previous Editors in the during
same order, use one of the Assignment Current # Classification | Classification | next 30
‘Reassign...’ buttons. The submission Order Editor Role Ass.gnments Match& Matchﬁ days

will be automatically assigned to

each editor in succession, and the Editor 1 Bcu\dEr Moapa Managing Editor 1 Yes
last assigned Editor of the previous Editor 2 Laurel Quinn Category Editor Q Yes
version will then be responsible for Editor 3 Slate StonessbdeiPn.D.  Associate Editor 3 2 No

the submission.

If yvou would prefer to proceed with
the usual individual Editer

assignment process, use the 'Assign
Individual Editor' button. Available
during
Assignment Current # Classification | Classification | next 30
Order Editor Name Editor Role ASSIngmEl“‘S Matches Matches days

O Editor Chain 2

Editor 1 Boulder Moapa Managing Editor Yes
Editor 2 Galena Wimsey, Ph.D. Category Editor o Yes
Cancel Reassign with Custom Letter Reassign with Default Letter

Alternately, if the user does not want to assign an entire chain, he can click the ‘Assign
Individual Editor’ button to be brought to the standard Assign Editor page to select an Editor for
assignment.

NOTE: Ifany editor from the previous version is no longer available (e.g. their editor role was
removed or changed), the page is displayed as follows:

e Ifthere is at least one Editor Chain for which all the Editors are still available, these
intact Editor Chains are displayed

e [fthere are no intact Editor Chains for the previous version, a warning is displayed, and
the user must click the ‘Assign Individual Editor’ button to continue

NOTE: When this new feature is used, Editors are assigned to the submission, even if their role
is configured to receive Invitations.

TO CONFIGURE:

To enable the new feature, go to PolicyManager, Set Editor Assignment Options , and go to the
‘Revised Submissions’ section of the page. In prior versions of EM, publications could select
the “Revisions are automatically directed to the First Assigned Editor of the previous version”
option to have revisions directly sent to the prior Editor. The default setting of having Revisions
go to the Revised Submissions or Revised Submissions Requiring Assignments folder (previously
set behind the scenes and not directly on the page) is now displayed on the page (functionality is
not changed). The new “Allow reassignment to previous Editors” sub-option can be selected,
allowing Editors the option of assigning the entire chain from the prior version of the
submission.
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Set Editor Assignment Options
New Submissions

The settings below control how new manuscripts are assigned to Editors. The first choice, "Submissions go to New Submissions Requiring
Assignments folder’ allows manual assignment of editors. The sub option "Submissions where Author has Selected an Editor” automatically
directs the submission to the Editor selected by the Author at the ‘Request Editor’ manuscript submission step. The sub option "Submissions
where Author has Selected a Section/Category’ automatically directs the submission to the Editor selected by the Author at the "Select
Section/Category’ manuscript submission step.

If "Assign to Editors by Rotation” is selected, the submissions are automnatically directed to the Editor with the oldest assignment date.

& Submissions go to New Submissions Requiring Assignments folder

[ Except:

Submissions where Author has selected an Editor
Please also configure settings on the ‘Set Request or Assign Editor Display Options' page.

Submissions where Author has selected a Section/Category
Please also assign Editors to sections on the Edit Sections/Categories’ page.

(O Assign to Editor by Ratation
Please also select Editors on the 'Set Editor Rotation Participants' page.

Revised Submissions

The settings below control how revised manuscripts are assigned to Editors. The first choice, "Revisions go to Revised Submissions or Revised
Submissions Requiring Assignments folder” allows manual assignment of Editors. If the "Allow reassignment to previous Editors” sub option is
selected, then the user making the first editor assignment for the revision will be allowed to assign the entire chain of editors from the previous
version as one step.

If the "Revisions are automatically directed to the First Assigned Editor of the previous version” choice is selected, a Revision will be automatically
assigned to the First Assigned Editor of the previous version.

® Revisions go to Revised Submissions or Revised Submissions Requiring Assignments folder
[ Allow reassignment to previous Editors

Letter:

O Revisions are automatically directed to the First Assigned Editor of the previous version.

Automatically Transfer Corresponding Editor Designati

If the checkbox below is checked, when the handling Editor changes for a submission (e.g. when an editor is assigned or a decision is made), the
new handling Editor will automatically be designated as the Corresponding Editor.

[ Automatically designate the handling Editor as the Corresponding Editor.

Cancel Submit

A ‘Letter’ drop-down is displayed beneath the sub-option. When an Editor Chain is selected, the
user has the option to send the default letter to the last Editor in the chain or customize the letter.
If no letter is selected here, and the user chooses to send the Default letter, then no letter will be
delivered, but the status of the submission will change.
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Revised Submissions

The settings below control how revised manuscripts are assigned to Editors. The first choice, "Revisions go to Revised Submissions or Revised
Submissions Requiring Assignments folder” allows manual assignment of Editors. If the "Allow reassignment to previous Editors” sub option is
selected, then the user making the first editor assignment for the revision will be allowed to assign the entire chain of editors from the previous
version as one step.

If the "Revisions are automatically directed to the First Assigned Editor of the previous version” choice is selected, a Revision will be automatically
assigned to the First Assigned Editor of the previous version.

(® Revisions go to Revised Submissions or Revised Submissions Requiring Assigaeflents folder

Allow reassignment to previous Editors

Letter:

Editor Assignment
Editor Invitation
Editor Assignment Undone

Editor Notice an Assignment was Undaone

(O Revisions are a or of the previous version.
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Additional Link Visibility for Editors

New in EM v9.1, Editors (with proper permission) now have the ability to send an Ad Hoc e-
mail from the Editor Decision page, and also have access to the ‘Similar Articles in MEDLINE’

and ‘View Submission’ links from the Reviewer Selection Summary page.

If the logged-in Editor has the ‘Send Ad Hoc E-mail’ permission and there is at least one letter
configured in the “Ad Hoc from Editor” Letter Family, then the Editor will see the Send E-mail

link located at the top of the Decision and Comments page.

Editor-in-Chief Decision and Comments for Manuscript Number TONYTEST30-D-04-00009
December issue article
Original Submission
Edward Editor, MD (Editor-in-Chief)

Decision:| No Decizion % | Overall Editor Manuscript Rating (1-100): I:I

Cancel Save & Submit Later Proof & Print | Proceed |

Detail History Similar Articles in MEDLINE Attachments (1) Aszign Editor Invite Reviewers View Manuscript Rating Card

Send E-mail

Original Submission

Donna Donna (Reviewer 1) Accept with changes
Edward Editor, MD (Editor-in-Chief) Azzigned - No Decision

Author Decision Letter

Andrew Author, MD (Author)

If the decision is Revise, the author has days to revise this submission.

Editor Instructions
Confidential Comments to Editor

On the Reviewer Selection Summary page, Editors with “Search Similar Articles in MEDLINE”
permission enabled will see the Similar Articles in MEDLINE link (when the submission is not
currently in an incomplete status). All Editors will see the View Submission link (when the

submission is not currently in an incomplete status).

Mick a Jagger, a
“Beasts of Burden”

Manuerrint Mataile  Tlaccificatinne

Search Similar Articles in MEDLINE View Submission

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 1 [Change] davis). (more...)

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

Reviewer Search

(*) Search My Publication Search for Reviewers + | from | Al Reviewers w
5o

(0 Search Another Publication | Choose Publication w mode| Search for Reviewers w

Selected Reviewers

Reviewer Selection Summary - Submission BETSYTEST61-D-08-00009
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TO CONFIGURE:
No configuration required. Editors with proper permissions will see the links described above.
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Enhanced Search for Reviewers Page

New in EM v9.1, the Search Reviewers interface has been enhanced to support Boolean logic
and an unlimited number of search criteria. Editors may add as many rows to the search as they
wish, and may use the AND/OR selector, as well as parenthesis, for more refined searching.
NOTE: You do not need to Remove extra lines of unused criteria before executing the search.

Change Search Type
® Search My Publication

Search for Reviewers

Help with Searching

Search for Reviewers

- from | AllReviewers |% Go

(¢ criterion _is/isnot]selector fvae D ] | |

Insert Special Character

|LastName v| |is

v| |Bagin5‘f\f'rth

|0R v| Remuve|

|LastName v| |is

v| |Bagin5‘f\f'rth

|0R v| Remuve|

| | Last Hame | iz
[ | | |

v| |Bagin5‘f\f'rth

|0R v| Remuve|

|LastName v| |is

v| |Bagin5‘f\f'rth

|LastName v| |is

v| |Bagin5‘f\f'rth

|0R v| Remuve|

|LastName v| |is

v| |Bagin5‘f\f'rth

|
|
|
v|| | |0R v| Remuve|
|
|

Remove

Clear Search

Add

TO CONFIGURE:

No configuration is required to use this feature.
will see the enhanced Search Reviewers layout.
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Search for Reviewers Suggested by Author

In EM v9.0, publications can enable the ‘Suggest Reviewers’ submission step allowing Authors
to ‘suggest’ one or more Reviewers that they feel would be suitable to review the paper. The
publication may specify the Article Type(s) for which Authors are allowed to Suggest
Reviewers, and can also specify which fields are required to be filled in before the Author can
submit his manuscript. Some customers rely heavily on the Reviewer suggestions made by the
Author, yet there has not been a simple way to search for those suggested Reviewers.

New in EM v9.1, a new search mode called ‘Suggested by Author’ is added to all Reviewer
Search pages as long as the Author has suggested at least one Reviewer.

Reviewer Selection Summary - Submission BETSYTEST90-D-11-00009
Kermit the Frog
“Checking out how Suggest Reviewer works 04-21-2011"

Author's Reviewer Preferences Manuscript Details  Classifications

Search Similar Articles in MEDLINE View Submissicn

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 [Change] day(s). (more...)

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

Reviewer Search

(* Search My Publication Search for Reviewers b from | All Reviewers w

Suggested by Author
Search by Classification Matches
Search by Perzonal Classifications

Suggest Reviewers
Invited Reviewers and Linked Alternate Reviewers

There are currently no Reviewers Invited for this submission.

Alternate Reviewers

There are currently no Alternate Reviewers selected for this submission.

Selected Reviewers

When this search mode is used, the system takes the E-mail Address(es), Last Name(s), and First
Name(s) entered by the Author on the Suggest Reviewers submission step and executes a query
to identify possible matches in the system. The results page includes a list of all possible
matches based on the above, and are displayed based on the following criteria, exposed in three
“levels” so that the user is presented with a manageable number of Reviewers (i.e. best possible
matches first) on the page:

e Level 1: Ifasuggested Reviewer has an exact e-mail match to a person in the database,
s/he is returned first in the result set. These results are displayed in the search results
grid. Below these matches is a ‘B See More Matches (First & Last Name)’ link.
Clicking this link opens the Level 2 matches. This link is only displayed if there are
additional Reviewers in the result set with an exact match on First and Last Name.

e Level 2: Ifasuggested Reviewer has an exact match on first name and last name, it is
returned next in the results. NOTE: Ifthere is a match on e-mail, first name, and last
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name, the reviewer will only be returned once, in the e-mail match section of the result
set. Below these matches is a ‘H See More Matches (First Initial & Last Name)’ link.
Clicking this link opens the Level 3 matches. This link is only displayed if there are
additional Reviewers in the result set with a match on First Initial and Last Name.

e Level 3: Ifasuggested Reviewer has a match on last name and first initial only, s/he is
returned in the result set below the first name and last name match set.

The results are returned in this way with the assumption that a match on John Smith with the e-
mail address jsmith@harvard.edu (Level 1 match) is more relevant than 14 other Reviewer
candidates with names like Jane Smith, Jolene Smith and Jasper Smith (Level 3 match). The
Level 3 matches are not immediately shown to the user, but the user can quickly expand these
results to look deeper into the candidate pool, without having to rerun the query.

A new ‘Reviewers Suggested by Author’ area is also displayed, listing the Reviewer information
against which the query is run.
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Search for Reviewer Suggested by Author All Reviewers - Manuscript Number BETSYTEST20-D-11-00009
Kermit the Frog
Checking out how Suggest Reviewer works 04-21-2011

Auther's Reviewer Preferences  Manuscript Details  Register and Select Mew Reviewer

Change Search Type

@ Search My Publication | Suggested by Author v | from | Al Reviewers R Go

Joe Reviewer, trash2@ariessys.com; Addy Batty, bhopkins@edmagr.com; Ren Reviewer, Anthony Auther,

The following Reviewers suggested by the Author were not found in the system.

Joe Reviewer Reagister and Select New Reviewer

Reviewer Candidates

Select a checkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 1 (3 total )

Ile Board Reviewer Sta
Name Member| cations| (Agreed Invita Invitation Sta

[0 O [ william Costa, DDS (Biostat Reviewer) Reviews in Prngress Outstanding Invitations: 0
Completed Reviews: 1] Agreed: 1]
Un-assigned After 1] Declined: 1]
Agreeing: Un-invited Before Agreeing: 0
Terminated After 0 Terminated: 0
Author may hawve zuggested this reviewer; r:::ﬁ:lvgi;w Agreed: _ Total Invitations: 0
an email match was found.
Last Review Completed: -
Last Review Declined: -
Avg Days Outstanding: 1]
Manuscript Rating: 0
Avg Review Rating: 0.0
OO0 O [ Anthony Author, MD@ (Biostat Reviewer) ‘fes Reviews in Progress: 0 Outstanding Invitations: 0
Harvard Medical School Completed Reviews: 3 Agreed: 4
Un-assigned After a Declined: 3
Agreeing: Un-invited Before 3
Terminated After i Agreeing:
Author may have suggested this reviewer; a AQI'EE"’IQ_- . Terminated: 8
match on first and last name was found. Last REVEEW Agreed: 02/11/200% total Invitations: 16
Last Review Completed: 02/11/2003
Last Review Declined: 04/03/2003
Avg Days Outstanding: 129
Manuscript Rating: o}
Avg Review Rating: 0.0
[0 O [ RonReviewer, MD (Reviewer) Yes Reviews in Progress: 0 Outstanding Invitations: 3
Harvard Medical Schoel Completed Reviews: 232 Agreed: 292
Un-assigned After 0 Declined: 27
Agreeing: Un-invited Before 11
Terminated After 10 Agreeing:
,‘-\LtI:Aanlat;:\:\hi ::al nlqgt:j;q subm on‘ . Agreeing: Terminated: 17
:nat ch on fir: ~t-a|;4 Iag} nalrn‘= w a_- Foun'ﬁ . Last Revtew Agreed: 02/07/2011  Total Invitations: 330
Last Review Completed: 01/05/2012
Last Review Declined: 07/28/2005
Avg Days Outstanding: i1
Manuscript Rating: 70
Avg Review Rating: 74.0

People Notes: |nis is a very Important re riewer wheo requires few reminders.
See More Matches (First Initial & Last Name]

(* indicates match between Reviewer and Manuscript Classifications)

Page: 1 of 1 (3 total ) results per page.

NOTE: The Author’s Reviewer Preferences link still displayed at the top of the page.
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If any Reviewers suggested by the Author do not return any matches, a new section is displayed
that lists each Reviewer with a Register and Select New Reviewer link next to each person’s
name, so that the user can easily register the person and select them as a Reviewer for the
submission. Clicking this link is just like clicking the existing Register and Select New
Reviewer link, except that the Proxy Registration page is pre-populated with the First Name,
Last Name and E-mail Address of the Reviewer suggested by the Author.

NOTE: The new search mode is also available when searching another publication with which
Reviewer Sharing is established.

Search for Reviewers Suggested by Author - Manuscript Number PONE-D-10-01798
Karl Michaels
“Future risk of severe knee and hip osteoarthritis in skiers”

Auther's Reviewer Preferences  Manuscript Details  Register and Select New Reviewer

Change Search Type

@ Search My Publication Suggested by Author hd from | Entire Databaze % Go

Reviewers Suggested by Author

Tom Smith, tem@harvard.edu; Sally Jenes, sjones@ariessys.com; Ellen Brown, ellen@yale.edu

Clear All Search

Reviewer Candidates

Sorry, no Reviewers were found that match the search criteria.

Tom Smith Reqister and Select New Reviewer
Sally Jones Register and Select New Reviewer
Ellen Brown Reqister and Select New Reviewer

Register and Select New Reviewer

Cancel Proceed

TO CONFIGURE:

No configuration is required to use this feature. When an Article Type is configured to allow
Authors to Suggest Reviewers, and the Author has suggested at least one Reviewer, then the
Editor will have the new ‘Suggested by Author’ option in the drop-down when searching for a
Reviewer.
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My Reviewer Display Option Enhancements

In EM v9.0, Editors with permission to Invite or Propose Reviewers may search for Reviewer
Candidates based on various selection criteria. Editors may select a Reviewer Candidate sort
preference on the My Reviewer Display Options page from three available sort order options.
When using the ‘Suggest Reviewer’ search option, the order in which Reviewer Candidates are
displayed is defined on the My Suggest Reviewers Preferences page.

New in EM v9.1, Editors have additional configuration options to define the Reviewer Candidate
display order. The My Reviewer Display Options page now provides Editors with new options to
use for ranking the order in which Reviewer Candidates are displayed on search results pages.

e Ascending Reviewer Name

e Number of Matches to Manuscript Classifications (Most matches displayed first)

e Board Membership (Board Members listed first)

e Average Review Rating (Highest Ratings listed first)

e Total Number of Completed Reviews (Highest number displayed first)

Editors may define multi-level sorting preferences, i.e. Primary, Secondary, and Tertiary etc.,
using the number entry boxes.
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Classifications

My Reviewer Display Preferences

Flease choose how you would like Classifications to be displayed on the Reviewer Selection
results pages. This setting applies to all Reviewer search modes, except for Search by
Personal Classifications.

O Show only Classification matches with manuscript
® Suppress Classifications

O show all Perscnal Classifications for the Reviewer candidate

Sort the Candidate Reviewer list in order of importance by:

You may also choose how the Candidate Reviewer lists are sorted. This sort preference
applies to all Reviewer search modes, except for Suggest Reviewers, which has its own
zeparate set of preferences.

4

5

Update Order

Number of Matches to Manuscript Classifications (Most matches displayed first)
Azcending Reviewer Name

Board Membership (Board Members listed first)

Average Review Rating (Highest Ratings listed first)

Total Number of Completed Reviews (Highest number displayed first)

Cancel Submit

The My Suggest Reviewer Preferences page still allows Editors to rank the order of Reviewer
Candidates resulting from the ‘Suggest Reviewers’ mode, however, the ranking functionality is
enhanced with number entry boxes, and with two additional sort criteria. Suggested Reviewers
may now be sorted by the following:

e Board Membership

e Number of Matches to Manuscript Classification

e Number of Pending Reviews

e Average Number of Days Reviews are Outstanding

e Date Last Review Completed

e Average Review Rating (Highest Ratings listed first)

e Total Number of Completed Reviews (Highest number displayed first)
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My Suggest Reviewer Preferences

Exclude the following from the list:

People from the zame institution

il People from the zame city

FPeople with unavailable dates within the next 100 days

People with more than 2 pending reviews
People with fewer than 0 matches to manuscript classifications
Reviewer statistics that are older than |36 months

Sort the Candidate Reviewer list in order of importance by:

1 Average number of days reviews are outstanding
2 Board membership

3 Number of matches to manuscript classifications
4 Nurmmiber of pending reviews

5 Date last review completed

6 Average Review Rating (Highest Ratings listed first)

7 Total Number of Completed Reviews (Highest number displayed first)

Update Order
Cancel Submit

TO CONFIGURE:

No configuration required. Editors with permission to Invite Reviewers or Propose Reviewers
will have these new options available when they click either the My Reviewer Display
Preferences link or the My Suggest Reviewer Preferences link respectively.
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New Events in ActionManager

In EM v9.0, Due Dates for Reviewers and Authors may be changed by Editors on the Details
page of a submission. New in EM v9.1, Letter Events are added to ActionManager to enable the
automatic sending of letters when these due dates are changed.

The following three Letter events are added:

e “Revision Due Date Changed” — When an Author’s Revision Due Date is changed and
saved on the Details page for a submission, the following recipients may receive letters
(if configured):

o Author roles: The Corresponding Author of the submission

o Editor roles: The special relationship Editor (Editor that made the first assignment)
and current Handling Editor will receive letters.
NOTE: Since the paper is awaiting Revision, there are technically no editors
currently assigned to the submission. However, the last Handling Editor from the
previous revision is retained until the Revision is received and assigned to others.

e “Invited Submission Due Date Changed” — When an Author’s Invited Submission Due
Date is changed and saved on Details page for a parent submission, the following
recipients may receive letters (if configured):

o Author roles: The Invited Author whose invited submission due dates is changed

o Editor roles: The special relationship Editor of the parent submission, the current
Handling Editor of the parent submission, and the Editor that invited the Author
whose due date is being changed

e “Review Due Date Changed” — When a Reviewer’s Review Due Date is changed and
saved on Details for a submission, the following recipients may receive letters (if
configured):

o Editor roles: The special relationship Editor and current Handling Editor of the
submission

o Reviewer roles: The Reviewer whose review due date has been changed

TO CONFIGURE:

Letters for the new events may be selected from any letter family except the ‘Ad Hoc’ letter
families. To create new letters for these events, go to PolicyManager, Edit Letters, and add a
new letter.

To associate these letters with the new events, go to ActionManager, select the appropriate Role
to receive letters, and select letters for the following events:
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Author Role:
e Revision Due Date Changed
e Invited Submission Due Date Changed

Reviewer Roles:
e Review Due Date Changed

Editor Roles:
e Revision Due Date Changed
e Invited Submission Due Date Changed
e Review Due Date Changed

Sample Page,; Configure Author Letters:

ActionManager
Registration
[MIDDLE OF PAGE NOT CHANGED]
Author Revision
Event Author Letters
Athor Daclinae ta Dowica | NONE v|
Revision Due Date Changed NOME v|
Reiistate Detined mevsions | Author Reinstates Revision v|
Author Invitation
Event Author Letters
Create Proposal |NONE v|
Invite Authors for Proposal |Auth0r Invitation v|
ColisivCommontarponeCubmizion | Author Request for Commentary v|
Invited Submission Due Date Changed NOME v|
UNHINVILE AULIUTS | NONE V|
Promote Alternate Authors |NONE v|
Author Agrees to Invitation |NONE v|
Author Declines Invitation |NONE v|
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Sample Page,; Configure Reviewer Letters:

ActionManager

Registration

Reviewer Assigned
| Event | Reviewer Letters
‘Request Unregistered Reviewer ‘ |NONE v|
‘Rew’ewer Invited ‘ |Rew’ewer Invitation v|
‘RewewerAgree ‘ |Rew’ewer Instructions and Due Date v|
!aninwnr Nerline ! [NONE ~|
‘Rew’ew Due Date Changed H NONE v|
:L.'.i e Rovonoe Dolosgreeing o Noviow ’_Ir.\IONE v|
‘Un—assign Reviewers After Agreeing to Review ‘ |NONE v|
‘Promote Alternate Reviewers ‘ |Rew’ewer Invitation v|
‘Rew’ew Assignment Completed ‘ | Reviewer Thank You v|
‘Required Reviews Complete ‘ |NONE v|
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Ability to send Electronic Calendar Reminders

Many users of Editorial Manager also use electronic calendars to keep track of assignments and
engagements. New in EM v9.1, certain due date letters can now include an electronic calendar
entry that can be saved into any calendar that supports the iCalendar file format standard (e.g.
Outlook, iCal, Google Calendar).

Letters can be triggered at the following points related to due dates:

For Authors:

e Author Agrees to Submit Invited Paper — the iCal file is attached to the letter configured
for the “Author Agrees to Invitation” Event in ActionManager

e Invited Paper Due Date Changed — the iCal file is attached to the letter configured for the
“Invited Submission Due Date Changed” Event in ActionManager. This iCal file
removes the old reminder and replaces it with the new reminder on the user’s calendar

e Author is Notified of a Revise Decision — the iCal file is attached to the letter configured
for the “Author Notification of Revise Decision” decision where there is a Revision Due
Date configured.

e Revision Due Date is Changed - the iCal file is attached to the letter configured for the
“Revision Due Date Changed” Event in ActionManager. This iCal file removes the old
reminder and replaces it with the new reminder on the user’s calendar

e Author Declines to Revise — the iCal file is attached to the letter configured for the
“Author Declines to Revise” Event in ActionManager. NOTE: This iCal file removes
the reminder from the user’s calendar

e Declined Revision is Reinstated — the iCal file is attached to the letter configured for the
“Reinstate Declined Revisions” event in ActionManager where there is a Revision Due
Date configured.

For Reviewers:

e Reviewer Agrees to Review — the iCal file is attached to the letter configured for the
“Reviewer Agree” event in ActionManager

e Review Due Date Changed — the iCal file is attached to the letter configured for the
“Review Due Date changed” event in ActionManager. This iCal file removes the old
reminder and replaces it with the new reminder on the user’s calendar

e Reviewer Uninvited/Unassigned — the iCal file is attached to the letter configured for
either the “Un-invite Reviewers Before Agreeing to Review” event or the “Un-assign
Reviewers After Agreeing to Review” event in ActionManager. NOTE: This iCal file
removes the reminder from the user’s calendar
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e Review Assignment Terminated — the iCal file is attached to the letter sent in the case
where an Editor chooses to Terminate a Reviewer Assignment and send a letter. NOTE:
This iCal file removes the reminder from the user’s calendar

When the user receives the letter with the calendar event attachment, the event can be added to
his or her electronic calendar by simply opening the file.

Sample e-mail received via Outlook with Invited Submission Due calendar event file attached.:

u'/ﬁz-a\‘, H9 vaev )+ Thank you for agreeing to submit a paper - Message (Plain Text) - o X
&)
- Message L7l
» 7 E = o 34 Find
i ¥ x 3 ey (e % Safe Lists ~ 4 v ¥
= _$ —J _/ Q/ I_]E J %Related'
Reply Reply Forward | Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender - Up~ Unread || Wi Select~
Respond Actions Junk E-mail (F Options (F Find
From: Laurel Cacace Sent: Thu 5/12/2011 2:41 PM
To: Laurel Cacace
Co
Subject: Thank you for agreeing to submit a paper
“tieeee. | [ Submission_Due.ics (4 KB)
N
Dear Ms. Cacace, )
Thank you for agreeing to submit a manuscript related to the article "Ontological Implications
of the Second Law of Thermodynamics".
If possible, I would appreciate receiving your submission by Jun 28 2811 11:59PM.
The submission will be published in our special issue.
You may submit your paper online at http://testweb.editorialmanager.com/laureltestge/.
With kind regards
Oriole Tucker,
The Journal of Information Architecture
-

When a letter has been sent from EM with an iCal attachment, a paperclip icon will display next
to the letter in Correspondence History.
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Oct 15 2009 11:41AM  Building PDF ——e- AUTHOR o Obsidian Rogers, Ph.D.
Oct 15 2009 11:31AM  Incomplete ——e- AUTHOR o Obsidian Rogers, Ph.D.

CORRESPONDENCE HISTORY

Add Editorial Correspondence

Correspondence
Date Letter Recipient Operator

Obsidian Rogers,

May 10 2011 2:40PM  Ad Hoc Letter from Editor (ﬁ Bh.D. Reviewer invited Oriole Tucker
Apr 22 2011 3:11PM | Author Instructions and Due Date (ﬁ Eenjamine Reviewer invited 1 Benjamine
( acace Cacace
Apr 22 2011 3:11FM  Editor Notice Author Agrees to Assignment Laurel Quinn Reviewer invited 1 iigac:lne
Apr 22 2011 3:11PM  Editor Notice Author Agrees to Assignment Oricle Tucker Reviewer invited 1 iigac:lne
Apr 22 2011 3:09PM | Author Invitation for Commentary gigacr:me Reviewer invited 1 Oriole Tucker
Informaticn submitted by reviewer via . .
Apr 14 2011 11:26AM email (External) & Remove Edit Oriole Tucker
Mar 16 2011 2:57PM | From Managing Editor to Handling Editer (ﬁ Laurel Quinn Reviewer invited 1 Oriole Tucker
Mar 16 2011 2:09PM | Offline E-mail from author (External) &? Remove Edit Cricle Tucker

TO CONFIGURE:

To enable Calendar Entries to be sent with assignment letters, go to PolicyManager and click the
Configure Electronic Calendar Due Date Preferences link. On the new Electronic Calendar Due
Date Configuration page, select/check the trigger points for which an electronic calendar event
should be attached to the responsible person's e-mail notification.

Electronic Calendar Due Date Configuration

Letters can be triggered at the following points related to due dates. Select the trigger points for which an electronic calendar event
zhould be attached to the responsible person's e-mail notification. When the user clicks the attachment, the due date will be added
as an all day event to his or her local electronic calendar (for calendar programs which recognize the iCalendar file format - e.g.
Cutlook, iCal, Google Calendar).

Mote: In order to use this feature, letters must be also be configured to be sent at the appropriate juncture.

Cancel | Submit

Author Agrees to Submit Invited Paper(calendar event recipient: Author)
Invited Paper Due Date Changed (calendar event recipient: Author)
Author is Notified of a Revise Decision (calendar event recipient: Author)
Revision Due Date is Changed (calendar event recipient: Author)

Author Declines to Revise (calendar event recipient: Author)

Declined Revision is Reinstated (calendar event recipient: Author)
Reviewer Agrees to Review (‘calendar event recipient: Reviewer)

Review Due Date Changed (calendar event recipient: Reviewer)

Reviewer Uninvited/Unassigned (calendar event recipient: Reviewer)

Ooooooooono

Review Assignment Terminated (calendar event recipient: Reviewer)

Cancel | Submit

Confidential —Subject to change — Copyright © 2012 @Editorial Manager“( JPreprint Manager CCommerce Manager-
Aries Systems Corporation
33



Review Questions and Answers Available for Inclusion on Decision Letter

In EM v9.0, publications can configure Custom Review Questions (“Review Form™) and
associate these with Article Types and Reviewer Roles. The Reviewers’ responses are available
for the Editor to review by clicking the View Reviews and Comments Action Link and viewing
the individual recommendations, or by clicking the View Review Question Responses link.

New in EM v9.1, the Review Questions and Responses associated with a specific submission
may now be displayed directly on the Submit Editor’s Decision and Comments page.
Additionally, each question may be configured to allow the Question and Response(s) to be
merged into the decision letter sent to the Author using a new

%REVIEW_QUESTIONS AND_RESPONSES% merge field.

When an Editor Form is configured to display Review Questions and Responses, Editors will see
a grid containing all Custom Review Questions and the associated Responses for each Reviewer.

Sample Submit Decision page with Review Questions and Responses displayed:

El Review Questions and Responses

Michael Green Themas Fifth Jane First
Reviewer 1 Reviewer 2 Reviewer 3
Did you think this was worth reviewing?

Yes: There are some aspects that are pretty good, but overall this  Yes: Pretty decent premise.... No
is pretty thin.

Is the topic of this submission a new concept, and one that is worth publishing?

Topic may require further research Topic deservers additicnal exposure Topic has been overly researched within the past 6 months
To what extent does the article meet this criterion?

2 3 0

Is there a financial or other conflict of interest between your work and that of the authors?

No No No

Please give a frank account of the strengths and weaknesses of the article:

Frankly, I think it is weak. (No Response) This was a waste of time. Ask the author to try again when they
better understand what a real research paper requires!

Cancel Save & Submit Later Proof & Print Proceed

An Editor may collapse the Review Questions and Responses grid on the Submit Decision page
by clicking the ‘minus’ = button next to the section header. The section collapses (is
suppressed), with the ‘minus’ button replaced by a ‘plus’ # button.

Sample Submit Decision page with Review Questions and Responses grid suppressed.

Review Questions and Responses

Cancel | Sawve & Submit Later | Proof & Print | Proceed

NOTE: The Editor’s most recent display (grid displayed or suppressed) is saved as a user
preference and is the default display the next time s/he visits the Submit Editor’s Decision and
Comments page for any submission where the grid is configured to display.

When a particular Review Question is configured to be “Available for Decision Letter Merging”,
a ‘merge’ checkbox appears for each Reviewer’s Response to that Question in the Review
Questions and Responses grid on the Submit Editor’s Decision and Comments page. These
boxes are selected/checked by default when they display in the ‘Review Questions and
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Responses’ grid. This allows the Editor to determine whether the Review Question and each
individual Response is merged into the decision letter using the new
%REVIEW_QUESTIONS AND RESPONSES% merge field.

Sample page, three questions configured as ‘Available for Decision Letter Merging’:

[ Review Questions and Responses

Michael Green Thomas Fifth Jane First
Reviewer 1 Reviewer 2 Reviewer 3

Did you think this was worth reviewing?

Yes: There are some aspects that are pretty good, but overall this Yes: Pretty decent premise.... No

is pretty thin.

Is the topic of this submission a new concept, and one that is worth publishing?

Topic may require further research Topic deservers additional exposure Topic has been overly researched within the past 6 months
To what extent does the article meet this criterion?

2 3 a

Is there a financial or other conflict of interest between your work and that of the authors?
No No No
Please give a frank account of the strengths and weaknesses of the article:

Frankly, I think it is weak. (No Response) This was a waste of time. Ask the author te try again when they
better understand what a real research paper requires!

Cancel Save & Submit Later | Proof & Print Proceed

If a Question is not presented to a particular Reviewer, the ‘response’ area is shaded with dark
gray.

Sample section, Question 2 asked of Reviewer 5 only:

=] Review Questions and Responses

Expand All / Collapse All
Grainger
1

Hermione Thomas Grace Cy Frank Brent Graham
Reviewer Reviewer 2 Reviewer 3 Reviewer 4
N N

David Bradford
Reviewer 5

o Yes

Are you seeking CME credit?
Yes No o

New guestion. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long
question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the
page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout.

Let's put a super long response
and see what it does to the page
layout. Let's put a super long
response and see what it does to
the page layout. Let's put 3 super
long response and see what it
does to the page layout. Let's put
a super long response and see
what it does to the page layout.
Let's put a super long response
and see what it does to the page
layout. (less...)

Expand All / Collapse All links are shown when the grid is displayed and at least one of the
responses is longer than 500 characters. These links are used to expand/collapse the text within
each Response cell(s) of the grid that exceed 500 characters. The individual cells that exceed
500 characters also display (more...) / (less...) links, allowing individual cells to be
expanded/collapsed.
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Sample of ‘(more...)’ link displayed.:

Hermione Grainger Thomas Grace Cy Frank Brent Graham David Bradford
Reviewer 1 Reviewer 2 Reviewer 3 Reviewer 4 Reviewer 5
Please describe any flaws in the experiment design.

Poor animals! (No Response) (No Response) I think this has already been tested none
elsewhere with better results. Let's
put a super long response and see
what it does to the page layout.
Let's put a super long response and
see what it does to the page
layout. Let's put a super long
response and see what it does to
the nane lavaut | at's nik 2 cuner
long response and see what it does
to the page layout. Let's put a
super (more...)

Sample of ‘(less...)’ link displayed.:

Hermione Grainger Thomas Grace Cy Frank Brent Graham David Bradford
Reviewer 1 Reviewer 2 Reviewer 3 Reviewer 4 Reviewer 5
Please describe any flaws in the experiment design.

Poor animals! Not enough ingredients. None. I think this has already been tested none
elsewhere with better results. Let's
put a super long response and see
what it does to the page layout.
Let's put a super long response and
see what it does to the page
layout. Let's put a super long
response and see what it does to
the page layout. Let's put a super
long response and see what it does
to the page layout. Let's put a
super lona resnonse and see what it
does to the page layout. Now we
can see the less link because the
full text is displayed. (less...)

NOTE: The full text of the Question is always displayed; only lengthy Responses are shown
with (more...) / (less...) links.

The new merge field % REVIEW _QUESTIONS AND RESPONSES% will merge in the
Questions and selected Responses into the draft Notify Author letter. Editors may edit the
information directly in the letter if they so choose.

NOTE: Ifall of the Responses are de-selected by the Editor, neither the Question nor any of the
Responses are pulled into the letter.
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Sample section of Notify Author page:

Editor-in-Chief ”~
Betsy's 9.1 Test Site

Reviewers' cComments:

Reviewer #1; Comments here....

Reviewer #2; There's stuff missing, but generally this is decent.

Reviewer Feedback:
Rewviewer's Responses to Questions

I=s the topic of this submission a new concept, and one that is worth publishing?
Reviewer #l1: Topic deservers additional exposure
To what extent does the article meet this criterion?

Reviewer #1: 3 v

The information merged into the letter displays with the following features:
e The section has a header reading ‘Reviewer's Responses to Questions’
e A horizontal line <hr> is inserted after each Question in HTML formatted letters.
e For plain text letters, 20 dashes are inserted in the line after the Question.

Preview Letter: Example of selected Review Questions and Responses merged into letter:

Reviewer's Responses to Questions

I= the topic of this submission a new concept, and one that i worth publishing?
Reviewer £1: Topic deservers additional exposure

To what extent does the article meet this criterion?

Reviewer #1: 3

Close

TO CONFIGURE:

To display Review Questions and Responses on the Editor Form, go to PolicyManager, Create
Editor Forms, and edit an existing form or add a new form. On the Add/Edit Editor Form page,
at the bottom of the page, select/check the new ‘Display Custom Review Questions and
Responses Grid’ button to display configured Review Questions and Answers on the Editor
Form. Below this, select the order in which the sections of the form should display; the Custom
Review Questions and Answers display 3™ by default.
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Edit Editor Form - Default Editor Form

Editor Form Name Default Editor Farm
Editor Instructions Insert Special Character

Sample instructions

Editor Form Insert Special Character

Does this submission meet journal quality guidelines?

Lre there any commercial conflicts of interest on the part of the Author?

On the part of any Reviewer?

If so, which Reviewers?

[ Display Custom Review Questions and Responses Grid
Ao

1 Editor Form

2 Manuscript Rating Questions (when displayed)

3 Custom Review Questions and Responses (when displayed)

To select which Review Questions will be included in the Display (when the above option is
selected/checked), go to PolicyManager, Create/Edit Custom Review Questions, and Edit an
existing question or add a new question.

A new checkbox is added under the ‘Hide’ option on this page called ‘Available for Decision
Letter Merging’. When this option is selected/checked for a question, both the question and
answer(s) can be merged into the decision letter using the new
%REVIEW_QUESTIONS AND RESPONSES% merge field. Editors will be able to de-select
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individual responses from any Reviewer (on the Submit Editor’s Decision and Comments page)
before the Author is notified.

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.

Reviewer responses must be configured to use a specific Response Type: Text and Notes responses can contain any
mix of characters and numbers. A Date response must be entered in a mm/dd/yyyy format. Integer and Decimal
responses can contain only a number or decimal point. A List response requires the Reviewer to select from the list of
responses. If List is chosen for the response type, additional options will appear which allow configuration of the list
choices and type (dropdown, radio, checkboxes or scrolling selector). The Yes/No and Yes/No/NA response types will
create a dropdown list with the options of Yes, Mo and Yes. Mo, Mot Applicable, respectively. The Yes/No/Text response
type will display a text box to gather additional information if the user chooses an option which requires further
clarification.

Question: Insert Special Character

Did you think this was worth reviewing?

Instructions for Reviewer Response: Insert Special Character

[ Hide: When you Hide a Custom Review Question, the question is deactivated

TS T S,

[ Available for Decision Letter Merging: When you select this checkbox, both the question and answer can be
merged into the decision letter using the %REVIEW_QUESTIONS_AND_RESPONSES% merge field. Editors will
be able to de-select individual responses from any Reviewer before the Authar is notified.

Trigger Value for Additional @& ves
Information Request: ONo

To have these fields included in Decision Letters, go to PolicyManager, Edit Letters, and edit
any existing letters in the Decision letter family. Add the new

%REVIEW_ QUESTIONS AND RESPONSES% merge field to any letters that should include
the Review Questions and Responses.
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Sample Edit Letters — Decision Letter Family page with new merge field added:
Edit 'Decision’ Letter

Cancel Save

Letter Purpose: |Edit0r Decision - Accept |

Subject: |Y0ur Submission |
Letter Family: | Decision V|

Sender's E-mail ® "The DEMO J " h .

Address- e ournal” <trash1@ariessys.com:>

(O Use Corresponding Editor's E-mail address
(O Use Corresponding Production Editor's E-mail address

Letter Body:

I am pleased to tell you that your work has now been Ll

accepted for publication in %JOURNALFULLTITLES.

Comments from the Editor and Reviewers can be found below.

Thank you for submitting your work to this journal.

With kind regards

$EDITOR NAMEZ

$EDITOR _ROLE%

% JOURNALFULLTITLER

Comments from the Editors and Reviewers:

$COMMENTS TO AUTHOR%

Reviewer Feedback:

TREVIEW QUESTIONS AND RESPONSESS L3
-

Cancel Save
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Pass Decision Letter up Editor Chain

In EM v9.0, an Editor’s notification permission can be limited so that an Editor can draft, but not
send, the Decision Letter that is ultimately sent to the Author. The responsibility for sending the
letter is then passed to the next Editor in the submission’s Editor Chain. This process allows one
Editor to draft the Decision Letter for another to ratify, but does not permit the draft to be handed
off more than once.

New in EM v9.1, this functionality is enhanced so that the letter may be edited and handed from
one Editor to another all the way up the chain. When a lower-level Editor has submitted a
decision with a saved draft of the Decision letter, the next in-chain Editor is immediately taken to
the Author Notification letter saved by the previous Editor upon clicking the Submit Editor's
Decision and Comments action link.

If this Editor has permission to Notify the Author after the selected decision, then s/he is allowed
to either:

e Accept this decision as their own decision without submitting their own comments and
send the Decision letter to the Author (existing functionality)

e Opverride the previous Editor’s decision, submit their own comments, record a different
decision, draft a new letter and send it to the Author (existing functionality)

e Return the submission to the original Editor for a new decision (effectively rescinding the
decision) by returning the submission without the draft letter (existing functionality)

e Return the draft letter to the original Editor for revision by returning the submission with
the draft letter (existing functionality)
OR

e Submit his/her decision to the next Editor in the chain (with or without a draft letter) for
review before the Author is notified by using the ‘Submit Decision without Notifying
Author’ button (new functionality)
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Notify Author Cancel Submit Decision without Notifying Author | Submit New Decision ‘

Manuscript Number: Preview Letter | Save | Save and Close | Send Mow ‘
INFORM-2008-23
Title: Increasing Elementary
Student Awareness of Human
Factors Engineering as an Editor Decision: Accept
Cccupation
Reccind Decision: Return to Associate Editor
This draft was last saved . 3
by another editor. From: River Took<|cacace@ariessys.com>
. . To: Fir Black
If you agree with the previous
editor’s decision, you may . _
continue with this draft Letter Purpose: Editor Decision - Accept
notification. . —
Letter Subject: “Y'our Submission
To reject thic decision and The Editors assigned to the current version of the submission are shown below. Additional recipients can be copied
send the assignment back to or blind copied by typing their e-mail addresses into the blank boxes next to cc: or bee: below. Multiple e-mail

the previous Editor, use the

Return to (Editor] link.

addresses can be included, separated by semicolons (;).

cc:  bee:
To override this decision by
submitting your own decision Editors Assigned to Manuscript
and comments, use the
Submit New Decision” button. [0 [ Boulder Moapa (Associate Editor;

[0 [ River Took (Associate Editor

[0 [0 star Clarke (Subject Editor’
ce:
bee:

Letter Body: Insert Special Character Open in New Window

Ref.: Ms. Mo. INFORM-2009-28

Increasing Elementary Student Awareness of Human Factors Engineering as an Occupation
Laurel's 9.1 Test Site

Dear %TITLEY %LAST_MNAME®%,

I am pleased to tell you that your work has now been accepted for publication in Laurel's 9.1 Test
Site.

It was accepted on %FINAL_EDITOR_DECISIOM_DATE%

If this Editor only has permission to draft a notification letter for the selected decision, then s/he
is allowed to either:

e Submit their own comments and record a different decision using the ‘Submit New
Decision’ button (existing functionality)

e Return the submission to the original Editor for a new decision (effectively rescinding the
decision) by returning the submission without the draft letter (existing functionality)

e Return the draft letter to the original Editor for revision by returning the submission with
the draft letter (existing functionality)
OR

e Submit the Lower Level Editor’s Decision as their own with the Draft Letter to a higher
level Editor for that Editor to send the notification (new functionality)
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Notify Author Cancel Submit Decision with Draft Letter | Submit New Decision

Manuscript Number: Preview Letter | Save | Save and Close
BETSYTEST91-D-12-00001

Title: Testing All the PDF
Cover Fields

Date Revision Due: 03/29/2012 3 (mm/dd/yyyy)
This draft was last saved
by another editor. Editor Decision: Minor Revision
If you agree with the previous Rescind Decision: Return to Associate Editor
editor’s decision, you may " B .
continue with this draft From: The DEMO Journal®<trashl@ariessys.com=
notification.
To: Terry Francona
To reject this decision and
send the assignment back to Letter Purpose: Editor Decision - Minor Revise
the previous I_Editor_, use the
Return to (Editor) link. Letter Subject: Drafting and Sending - & Sample
To UV_EI’_f’idE this dECiSiDI"_b_V The Editors assigned to the current version of the submission are shown below. Additional recipients can be copied
submitting your own decision or blind copied by typing their e-mail addresses into the blank boxes next to cc: or bee: below. Multiple e-mail

and comments, use the

‘Submit New Decicion’ button. addresses can be included, separated by semicolons (;).

ezl | IbeE:

Editors Assigned to Manuscript

TO CONFIGURE:

No additional configuration is required for this new feature. Editors with the existing “Only
draft the Notification (another Editor must ratify and send)” permission enabled will now be able
to submit draft versions of Notification letters regardless of whether the letter is original or was a
draft inherited from another Editor.
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New Merge Fields

Two new merge fields are available for use in EM v9.1.

Publications may configure Custom Submission Questions that are then formed into a
Questionnaire that is associated with an Article Type. Authors see these questions on the
‘Additional Information’ step of the Submit Manuscript process.

Publications may also configure Custom Review Forms, asking specific questions of Reviewers.
These questions may be configured for inclusion in the Author Notification Letter.

New in EM v9.1, a new merge field is created for use in all letters called

%AUTHOR QUESTIONNAIRE%. The %AUTHOR QUESTIONNAIRE% merge field pulls
in all questions and answers presented to the Author at time of submission (i.e. even if the
Author did not respond to a particular question, the question — and blank response - is still pulled
into the merge field). These questions are displayed with the text ‘Question:’ inserted before the
question, and the text ‘Response:’ inserted prior to the response (or the blank space if the
question was not answered).

Also new in EM v9.1, the Review Questions and Responses associated with a specific
submission may be configured to allow the Question and Response(s) to be merged into the
decision letter sent to the Author using a new %REVIEW_ QUESTIONS AND RESPONSES%
merge field. This merge field will merge in the Questions and selected Responses into the draft
Notify Author letter. Editors may edit the information directly in the letter if they so choose (see
the ‘Review Questions and Answers Available for Inclusion on Decision Letter’ section of these
release notes for more information on this merge field).

TO CONFIGURE:
Go to PolicyManager, Edit Letters, and select the letter(s) in which you wish to use these merge
fields. Edit the letters to include the new merge fields.
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PRODUCTION TRACKING ENHANCEMENTS

Enhanced Initiate Production Process

Some EM/PM publications have a separation between those responsible for the Editorial side
and those responsible for the Production Tracking side. New in EM/PM v9.1, publications may
configure user roles so that a member of the Editorial staff can initiate production on a
submission without being asked if they want to assign the submission to a Schedule Group or
Assign a Production Task. In this case, the submission is placed directly into the Production
Initiated — No Tasks Assigned folder located on the Production Tasks menu.

When an Editor has ‘Initiate Production Manually’ permission enabled (this is the existing
‘Initiate Production’ permission, renamed), but they do not have the new ‘ Allow Task
Assignment and Assignment to Schedule Group when Initiating Production’ permission enabled,
then when the Editor clicks the ‘Initiate Production’ Action Link from any folder, they will now
be brought to a confirmation page, where they can confirm the initiation of production on the
submission.

Confirm
Production Press Cancel to abanden this action and return to the previous page.
Initiation Press Confirm to release this submission to Preduction before returning te the previous

page.

Manuscript Number:

DEMC-D-03-00023 Cancel Confirm

When the Editor clicks the ‘Confirm’ button, they are returned to the folder from which they
clicked the Action Link, and the submission is placed in the Production Initiated — No Tasks
Assigned folder on the Production Tasks menu for another user with permission to assign a
Production Task.

TO CONFIGURE:

A new RoleManager permission is added for the Editor role called “Allow Task Assignment and
Assignment to Schedule Group when Initiating Production”. On upgrade, Editor Roles with the
existing ‘Initiate Production’ permission enabled (relabeled ‘Initiate Production Manually’ in
v9.1) will have this new permission enabled as well. Editor roles that do not have ‘Initiate
Production Manually’ enabled will not have the new permission enabled.

NOTE: This is not a sub-permission of the ‘Initiate Production Manually’ permission, as this
setting also applies if the new ‘Automatically Initiate Production’ functionality is invoked when
an Editor sets a Final Disposition of ‘Accept’ (see the ‘Automated Initiate Production Process’
section of these release notes).
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Edit Role Definition

Raole Mame:*

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
General Searching and Viewing
Edit Submission

Discussion Forums
Transmittal Form
Sending E-mail
Viewing and Editing People Data
Flag Icons
Proxy Activities
Administrative and Reporting Functions
Cross-Publication Login
E Preprint Manager
@icreate Submission

[ W

@iallow Task Assignment and Assignment to Schedule Group when Initiating Production
[ JiSEne a5 Carresponding Production Eaior

@Change Corresponding Production Editor

@View Schedule Groups

@Manage Schedule Groups

@Edit Submission Target Online Publication Date

@View Production Details

@Use Production Details Layout | Custom Production v
@view Production Status Grid
@View At-Risk Submissions

@view All Submissions in Production

Confidential — Subject to change — Copyright © 2012
Aries Systems Corporation

@Editorial Manager* CPreprint Manager’ @Commerce Manager-
46



Automated Initiate Production Process

In EM/PM v9.0, customers who transfer submissions to an external production tracking system
can do so by setting the Final Disposition to Accept. Customers who use PM Production
Tracking have to manually initiate production on a submission from the Editorial Menu by
clicking the Initiate Production link from folders, predominately from the Final Disposition —
Accept folder.

For publications who routinely initiate production on any submission with a final disposition of
‘Accept’, the need to navigate to the Final Disposition — Accept folder after setting the Final
Disposition is an additional step.

New in EM/PM v9.1, publications may configure their site to automatically initiate production
when the final disposition is set to an Accept term based on the following three choices,
eliminating the need for users to scan the A/l Submissions with Final Disposition: Accept folder
for submissions to put into production:

e Setting Final Disposition to ‘Accept’ — this applies to most standard EM submissions

e Setting Final Disposition to ‘Accept on Submission’ — this new Final Disposition applies
to most standard EM submissions, before an Editor is assigned (see the ‘New Final
Disposition Term’ section of these release notes)

e Setting Final Disposition to ‘Accept and Transmit’ — this is for Conference Submissions
only

When a site is configured to automatically initiate production on one of the above Final
Dispositions, then when that Final Disposition is selected for a submission, the user proceeds
through the Transmittal Form process as usual. When the Editor confirms the final stage of the
process, the submission also has Production Initiated automatically. If the Editor has the ‘Allow
Task Assignment and Assignment to Schedule Group when Initiating Production’ permission
enabled, then after production is initiated they are brought to the first page of the ‘Initiate
Production’ process, where they can proceed to assign the submission to a Schedule Group,
assign a first submission task, or choose to not assign a task and place the submission into the
Production Initiated — No Tasks Assigned folder.

If the Editor does not have this permission, then production is initiated behind the scenes, and
they are returned to the referring page exactly per the current workflow. They will experience no
change to current functionality when setting the Final Disposition to Accept. For production
staff, the submission will appear in the Production Initiated — No Tasks Assigned folder.

NOTE: The Set Final Disposition action link no longer opens a pop-up window. All Final
Disposition functionality now takes place within the main EM window.

NOTE: This setting does not prevent production from being initiated at an earlier stage; it means
that submissions will automatically be sent to production if this has not happened before the
Final Disposition is set.
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TO CONFIGURE:

To automate the initiate production process, go to PolicyManager, and click the Configure
Automatic Production Initiation link. On the Configure Automatic Production Initiation page,
administrators may configure a trigger point from the three choices.

Configure Automatic Production Initiation

Set/Check the 'Initiate Production upon Setting Final Disposition' box to have EM automatically initiate production
when the final disposition on a submission is set to 'Accept’.

You may also give Editor and Publisher Roles the 'Initiate Production’ permission to allow them to do this
manually at any stage before this point. Users with this permission will also be given additional options for
assigning the submission to a Schedule Group and/or assigning an initial production task when production is
initiated automatically as a result of setting the final disposition.

For Conference Submissions, note that only the 'Accept and Transmit' Final Disposition will automatically initiate
production; 'Accept for Extraction’ only sets the final disposition.

Regular Submissions: [ 1nitiate Production upon Setting Final Disposition to 'Accept!

[ 1nitiate Production upon Setting Final Disposition to "Accept on Submission’

Conference Submissions: [ 1pitiate Production upan Setting Final Disposition to "8ccept and Transmit

Cancel E Subrmnit I

NOTE: If you enable this feature, and only initiate production when the submission is accepted,
you may not need to have anyone configured with the ‘Initiate Production Manually’ setting.

That permission is required if production may be initiated before a final disposition is set on a
submission.
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Publish Information fields on Custom Details

In EM/PM v9.0, Production Tracking users are able to access certain Production meta-data fields
via a Publish Information link found on the Details page and in the Final Disposition folders.
PM users have often requested that these metadata fields be made available as individual fields
on the main Details page. New in EM/PM v9.1, the following Production Metadata fields may
now be added to a custom Details layout where they can be edited, rather than having to go to an
additional page:

e Submission Actual Online Publication Date
e Submission Actual Publication Date

e Submission Actual Number of Pages

e Submission Actual Start Page

e Submission Actual End Page

e Submission Actual Volume Number

e Submission Actual Issue Number

e Submission Actual TOC Position

Details for Manuscript Number: BETSYTEST72-D-09-00005
"Migratory patterns of Tree Frogs"

Cancel | Save and Close |

Production Target Information  Preduction Actual Infermaticn

Production Target Information Top

Submission Target Online

Publication Date: = (mm/dd/yyyy)

Production Actual Information

B

Submission Actual Online

Publication Date: = (mm/dd/yyyy)

Submission Actual
Publication Date:

Submission Actual Numb
of Pages:

Submission Actual Start
Page:

] (mm/dd/yyyy)

Submission Actual End Page:

Submissi Actual Vol
Number:

Submission Actual Issue
Number:

Submission Actual TOC
Position:

Cancel Save and Close

TO CONFIGURE:

To add the Publish Information Metadata fields to a custom Details layout, go to PolicyManager,
Define Details Page Layouts, and click ‘Edit’ next to an existing layout you wish to change, or
copy an existing layout, or add a new layout. Click the Select Items to Display link, and select
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the new fields from the ‘Publishing and Production Information’ section. Submit the page to add
the new fields to the list, and then you can re-order the display order for the Details layout.

NOTE: It is recommended that if you allow the Publish Information Metadata fields to be
editable on the Custom Details page that you suppress the Publish Information link by
unchecking/deselecting ‘Publish Information’ under the ‘Links’ section on the Select Items to
Display page. This configuration may prevent accidentally overwriting data from one page onto
the other page.

Select the information to appear on the Details page

* ltems marked with an asterisk are subject to additional permissions, which may mean that some users will not be able to view them until you
give themn the additional permission to do so in RoleManager

Expand All Collapse All
[MIDDLE OF PAGE UNCHANGED]

Publishing and Production Information
[ Schedule Group
[ Schedule Group Target Online Publication Date
[ Schedule Group Target Publication Date
[ Schedule Group Target Volume
[ Schedule Group Target Issue
[ Position in Schedule Group Contents
[ Target Number of Pages
[ Target Start Page
[ Target End Page
[ Black and White Image Count
[ Color Image Count
[ Submission Target Online Publication Date
[ Submission Target Publication Date
[ Submission Target Volume
"1 Submission Tarnet lssue
Submission Actual Online Publication Date
Submission Actual Publication Date
Submission Actual Number of Pages
Submission Actual Start Page
Submission Actual End Page
Submission Actual Volume Number
Submission Actual Issue Number

Submission Actual TOC Paosition

Expand All Collapse All
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Assign Tasks without Sending Letter

Often times, users who work within EM/PM frequently find that an e-mail notification for each
production task assignment is unnecessary. To accommodate this, PM v9.1 introduces the ability
to assign Submission or Schedule Group Production Tasks without sending assignment letters.

When Editors assign Submission or Schedule Group Production Tasks, and the task is configured
to allow the assignment of the task without sending a letter, then a new ‘Assign Task without

Sending Letter’ button displays on the Assign Production Task page.

Sample Page Layout, new button displays at top and bottom:

Assign Production Task For Manuscript Number: Unassigned, DOI: Unassigned
New Donkey(BHUTAN)

Cancel Assign Task and Send Letter | Assign Task without Sending Letter

Schedule Group: .
2 No Schedule Group Assigned

Production Task:
Page Layout

Task Assigned to: Jack Lavelle/Compositor ~

Due Date: 12/05/2011 T#l (mm/dd/yvyyy)

Clicking the new ‘Assign Task without Sending Letter’ button completes the assignment of the
task without sending a letter to the assignee.

TO CONFIGURE:

To configure a Submission Production Task to allow the assignment without sending a letter, go
to PolicyManager, Configure Submission Production Tasks, and either Edit an existing Task or
add a new task. On the Edit Submission Production Task page, scroll to the bottom of the page
where Letters are selected. Select/Check the new ‘Allow Task Assignment without Sending
Letter’ checkbox under the ‘Assignment Letter’ selector drop-down.
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Assignment Options

Letter Options

Edit Submission Production Task

New Production Task Name:  |Page Layout

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

[MIDDLE OF THE PAGE UNCHANGED]

The Letters available for this feature are those assigned to the 'Production’ letter family.
The letters may be customized prior to being sent.

Assignment Letter: Compositor Assignment w

[“] Allow Task Assignment without Sending Letter

Cancel Assignment Letter: Compositor Task Cancelled -

Submit Task Letter: Compositor Task Submitted v

Cancel Submit

Insert Special Character

Maximum Production Task Name is 100 characters

Cancel Submit

To configure a Schedule Group Production Task to allow the assignment without sending a
letter, go to PolicyManager, Configure Schedule Group Production Tasks, and either Edit an
existing Task or add a new task. On the Edit Schedule Group Production Task page, scroll to the
bottom of the page where Letters are selected. Select/Check the new ‘Allow Task Assignment
without Sending Letter’ option under the ‘Assignment Letter’ selector drop-down.

Letter Options

customized prior to being sent.

Assignment Letter:

Cancel Assignment Letter:

Submit Task Letter:

Edit Schedule Group Production Task

New Production Task Name:  |Proof Read Compiled Volume

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

[MIDDLE OF THE PAGE UNCHANGED]

The Letters available for this feature are those assigned to the "Production” letter family. The letters may be

Review Page Proofs w
[“] Allow Task Assignment without Sending Letter
Fage Proof request cancelled

Fage Proofs Submitted v

Insert Special Character

Maximum Production Task Name is 100 characters

Cancel Proceed
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