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New Look Interface for Author and Reviewer Pages

Version 4.0 includes updated versions of the Author and Reviewer interfaces. Care has
been taken not to depart from familiar screen lay-outs (so user retraining is not required).
However, the new style is more pleasing to the eye and professional looking. Future
versions of EM will apply the updated design to Editor and Publisher pages.

Here are some examples of the changes made to Author pages:

@Editorial Manager” / Manager-

HOME = LOGOUT = HELP = REGISTER = UPDATE MY INFORMATION = JOURNAL OVERVIEW Username: Tory

MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS Ruale: EM Versian: 4.0

New Submissions

AUTHOR MAIN

Submit Mew Manuscript

MENU Incomplete Submissions {0}
Submissions Waiting for Author's Approval (1)
Submissions Being Processed (32)
Revisions
Subrmissions Meeding Revision (22}
Incomplete Submissions Being Revised {4)
Revisions Waiting for Author's Approval (1)
Revisions Being Processed (3)
Declined Revisions (53)
Fage: 1 of 1 {1 total submissions) Display |1D YI results per page.

Title Date Submission Began Status Date Current Status
Action A AV AV AT AY

Miew Submission

Edit Subrmission

Sirnilar Articles in MEDLIME
Approve Submission

Remove Submission

Search in Pubmed This style 1s cool  Aug 12 2005 11:124AM Sep 7 2005 11:034M  Needs Approval
Google Scholar

Highwire - Title Search

Wigw ASrbwork Quality Results
Wiew Reference Checking Results
Send E-mail

NEW SUBMISSION

Please Enter the Following

Freguently Asked Questions

Enter the names of anyone who contributed to your manuscript by clicking 'Add
Author', The order of the authors may be changed by clicking the arrows, The first
author of the manuscript may be indicated. Multiple Academic Degrees mavy be
entered, separated by commas {M.D., PhD, D).

v |Ente|- Title

v |Select Article Type

*|Add Edit/Remove Authors

A * indicates the field is required.

|Select Secton /Category

|Submit Abstract

First Mame®*

|Ente|- Keywords

Middle Initial
|Select Classifications

Last Marne*
|Additional Information

Academic Degree(s)

|Enljer Co nts
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Here are some examples of the changes made to Reviewer pages:

SEJIvvI Ial l"lﬂllﬂ&ﬂl vManager™

HOME =« LOGOUT = HELF = REGISTER = UPDATE MY INFORMATION « JOURNAL OVERVIEW ame: Rob
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FORAUTHORS Rale:

Review Assignments
REVIEWER MAIN
MENU Mew Reviewer Invitations (0)

Pending Assignments (1)

Completed Assignrnents (59)

WLUItorial manager Manager -

HOME # LOGOUT » HELP = REGISTER * UPDATE MY INFORMATION * JOURNAL OVERVIEW ne: Rob
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT » INSTRUCTIONS FOR AUTHORS _

Reviewer Recommendation and Comments for Manuscript Number TONYTEST40-D-05-00005
Demonstration of new features to EMUG

ariginal Subrission
Robert Referee, MD (Rewviewer 1)

Recommendation IND Recommendstion 'I Overall Manuseript Rating (1 - 1000 I:l

|Cance|| | Save & Submit Later | | Upload Reviewer Attachments | | Proof & Print | |F'roceed

Far your conwenience, and to take advantage of word processing features (e.q., spell-check, bullets, numbering), we suggest vou
use your regular word processing program {e.g., Microsoft Word, WordPerfect) when typing your review, You should then Copy
and Paste your comments into the boxes provided, Click the Save & Submit Later button to save your comments and continue
working,

Reviewer Instructions

Please rate the subrission using the scales that are provided and please be honest,

The subject addressed in this article is worthy of investigation. {1 is low, 5 1s high}
[ (@ i ) 8 O

M 1 z 3 4 5 |j
al I

This new look has also been applied to the Login pages and the Registration pages.
These changes can be previewed in the ‘Login Options’ and ‘Registration Instructions’
sections below.

TO CONFIGURE: No configuration is required to activate the new look.

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

The Manuscript Details page has been re-formatted to maximize use of space on the
page, and display the data in a more aesthetically pleasing format.

Details for Manuscript Number demo-D-03-00072
“Test MSNum4™

[ Cancel ] [ Save and Close l

Manuscript MNotes  Editors  Reviewers — Alternate Reviewers

Anthony Author, MO E=
Harvard Medical School Boston, MA UMITED STATES [Proxy

Corresponding Author E-Mail: | talvesi@ariessys.com

Author Comments:

Corresponding Author:

COther Authors:

Article Type: Original Study

Keyworids:

Classifications: Thiz manuscript does not hawe any Classifications.
Initial Date Submitted: Sep 52003 9:448M

Status Date: Sep 25 2003 B:29AM

Current Status: Under Peer Review

Transmittal Form: Link to Transmittal Form

Final Disposition:

Corresponding Editor: Edward Editar, MD, Editor-in-Chief

Manuscript Notes:

E

[ Display Manuscript Motes Flag  Insert Special Character

Blinded Editors: Blind Editors
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EDITORS

Name: Edward Editor, MD  [Proxy
Role: Editor-in-Chief
Date Editor Assigned:  Sep 5 2003 9:47AM

Date Editor Completed:

Elapsed Days: 734

Recommendation:
REVIEWERS

Name:

Review Status:

Date Reviewer Invited:
Date Reviewer Agreed:
[Drate Review Due:

Date Review Completed:
Elapsed Days:
Recommendation:

Name:
Review Status:

Name:
Review Status:
Date Un-invited:

ALTERNATE REVIEWERS

There are no Alternate Reviewers currently selected for this manuscript.

Caraline YWebber, MBA (Reviewer)  [Proxy
Feview Complete

Sep 25 2003 B:29AM

Sep 25 2003 B:30AM

1041572003

Jun B 2004 10:33AM

255

Major Revision

Richard YWynne, PhD (Reviewer) [Proxy
Reviewer Declined

Robert Referee, MD (Reviewsr) [Proxy
Un-invited Befare Agreeing to Review
Ot 12003 1:31AM

’ Cancel ] ’ Save and Close
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Log-In Options

In the current implementation of Editorial Manager (pre-4.0), the Login Page has a single
design, common to all journals. Some journals would like to have more flexibility in the
aesthetics of the Login Page. Some journals would also like to make items, such as
guidelines or other resources, available from the Login Page.

Customizable text can be displayed on the Login Page. This might be used for important
notices or highlights and can be easily updated by the journal at any time in
PolicyManager. The text is HTML compliant, so the journal can include hyperlinks to
external sites and choice of font style and color.

Links to resources can be included in the customized text. The journal can upload
documents, such as Author Guidelines, Reviewer Instructions, Copyright Transfer
Agreements, etc., and make these documents accessible via a hyperlink from within the
custom text.

A journal can upload an image, such as a journal cover, society emblem, or other graphic
for display on the Login page. This is easily updated by the journal at any time in
PolicyManager.

Shading in the Login Box is customizable, allowing a journal to match the colors of the
Login pages with the Navigation Bar, or with an uploaded graphic. This is easily updated
by the journal at any time in PolicyManager.

(Editorial Manager J Wansg!

HOME » LOGIN = HELP » REGISTER » UPDS ORMATION » JOURNAL O Mot logged in.
MAIN MENU » CONTACT US » SUBMIT A MAN OT » INSTRUCTIONS FOR AUTHORS

Insert Special Character

Please Enter the Following

LOG-IN

Larynguseope

Author Login Editor Lagin Fublisher Login

U

This text is customizable, HTMY

rmark-up can be used to farma
this text, like making som

Software Copyright @ 2005 Aries Systermnz Corporation.

text bold or #alic,

Please check out this Useful
Resource before yvou login,

The ‘Send Username/Password’ screen can have custom text, links to
documents/resources, and can reflect the journal’s color choice.
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(Editorial Manager”

HOME = LOGIN = H
MAIN MENU »

=
[~:
-

ACCOUNT FINDER

Enter your e-rnail address in
the box below, If an account
exists with this e-mail address,
your Username and Fassword
will be e-mailed to you,

Send Username and Password

The text that appears above the Login Box, when a user has an error trying to login to the
system, is customizable by the journal. The journal’s color choice will also display.

WEditorial
Manager

HOME + LOGIN . i ( N Mot logged in.
MAIN MENU » .

The Username or Password you entered does not match any records in our

LOG-IN database.

Hint: 15 the ‘Num Lock' display on your keyboard lit? If not, press the 'Num Lock"®
key before trying again.

Laryngused

L

Please re-enter your Username and Password below, or click "Login Help'.

Insert Special Character

Please Enter the Following

This text is customizable, HTML
mark-up can be used to format
this text, like making some
text bold or #afic,

Author Login Editor Login Publisher Login

For journals participating in Inter-Journal Resource Sharing (IJRS — Journals that share
People information), users can choose to login to a particular journal in the group.

nsert Special Character

Username: I

Password: I

Choose Jnumﬂ:l Journal of Really Excellent Research j

{uthor Login| Reviewer Login| [Editor Login| |Publisher Login|

Forgot Username or Password Register Now Login Help
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TO CONFIGURE: There are several different options for customizing your Login Page.
Go to PolicyManager, then to Registration and Login Policies and click on the link
labeled ‘Configure Login Page’.

The first option is ‘Theme Color’. You may enter the RGB color code, or select a color
from the pallet by clicking the ‘Choose Color’ link.

Theme Color li
[Enter RGE color code or choose with the color picker] HEECCa3

Login Header Text Insett File Reference

Choose Caolor

Thi=z text iz custol
used to format thi
<Brhold</B> or <I»
<px

Please check out
scheme=7£id=15">1T=
login.

‘Thumbnail Image ‘ hWlanage Thurmbnail Image

| Login Footer Text | Insert File Reference Page
The second option is ‘Login Header Text’. You may enter text in the textbox provided.
HTML mark-up can be used to format the text.

Multiple files can be stored on the system, and links to those files can be included in the
customized text on the Login Page (both header and footer text). To insert a link to an
uploaded file, put your cursor where ever you would like the link to appear in the custom
text (in either the Login Header Text textbox or Login Footer Text textbox). Then click
the link labeled ‘Insert File Reference’ at the upper left corner of the textbox. The
HTML reference will appear in the text.

Theme Color li
[Enter RGE color code or choose with the colar picker] HEECCa3 Chooge Calor
Login Header Text Inzert File Heference Ianage Files for Login Page

mizakble. HTHL mark-up can be ;]
text, like waking some teXt

This text is cu

used to forwat thi

<Brbold</B> or <Ixit
<p>

Flease check out this <a href="download.aspx?
scheme=7£id=15">T=seful Resource</as> hefore you

login.
=
Thumbnail Image ‘ Manage Thumbnail Images
Login Footer Text Insert File Refarence Ianage Files for Login Page

|{b>H0re customized text here...</ b =

To upload file that will be accessible from the Login Page (as discussed above), click the
‘Manage Files for Login Page’ link at the upper right corner of the custom textbox. You
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can upload multiple files, as well as Download a file, Edit/Replace a file or Remove a
file. To upload a file click the ‘Upload New File’ button. This will lead you to the
Upload New File page.

Manage Files for Login Page

. Upload New File | Close |

Click 'Upload Mew File' button to add a new file. Allowable file types include: M3 Ward, M3 Excel, MS PowerPaint, WaordPerfect,
PDF, RTF, and plain text. Click 'Edit/Replace’ to change the file description or to replace the file with a new file. Click 'Remove’ to
delete the file frorm the database.

Once you have uploaded files, you can insert the files into the customized Login page HTML by clicking the ‘Insert File Reference’
link. This will ingert the file reference into the HTML.

File Name Description Actions
16._EM_Tutorial_for_Authors3.1.pdf Author Tutorial  Download Edit/Replace Rerove
DEMO Checklist.doc Useful Resource Download Edit/Beplace Remove

Upload Mew File | Close |

Enter a Description (this will be used as a label for the hyperlink), enter the file path or
browse for the file, and then click the ‘Upload This File’ button. The file will appear in
the list on the Manage Files for Login Page.

Upload New File

Enter a Description, Browse and Upload This File to store a file for later use on the Login Page. The maximurm file size allowed
is 10 MB.

Insert Special Character

Description: |

Maxirmumn 40 characters, no duplicate descriptions allowed

File MName: | Browse. . |

Cancel | Upload This File |

The third option is ‘Thumbnail Image’. You may upload a graphic that will appear to the
left of the Login Box. To upload an image, click on the link labeled ‘Manage Thumbnail

Images’.
| \I_ -
Thumbnail Image Manage Thumbnail Images
Login Footer Text Insert File Reference Manage Files for Login Page
|<b>HDre customized text here...</h> ;I

From the Manage Thumbnail Images page, enter the file path or browse for the file, and
then click the ‘Attach File’ button.
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Manage Thumbnail Images

A Thumbnail Image is already set up on the Login page. This image may be replaced with a new image. To upload a replacement

image, Browse' to select a file and click ‘Attach File'to upload. The replacement image will pot be immediately visible on the login

page. Instead, it will be available for preview until 'Submit' is pressed on the 'Configure Login Page' window. Yhen the Login Page
configuration is saved, the replacement image will become visible and the old image will be deleted.

The maximum file size allowed for upload is 100 KEB.

Thumbnail Image (current) Thurmbnail Image (new)

Remove None

File Mame; Browse... |

Close | Attach File |

NOTE: Only one image can be saved. If you upload a new image, the existing image
will be overwritten.

NOTE: The maximum file size for an image is 100KB.

The fourth option is ‘Login Footer Text’. The Login Footer Text appears below the
Username and Password entry boxes and is customized the same way as the Login
Header Text.

Theme Color li
[Enter RGB color code ar choose wa't%for picker] 61033 Choose Color

Login Header Text Insert File Feference hanage Files for Login Page

This text is customizable. HTHL mark-up can be :J
used to format this text, like making some text
<Brbold</B> or <Iritalic</Ix.

<px

Please check out this <a href="download.aspx?
zacheme=7&£id=15">1Tzeful Resource</a> hefore you

login.
=l
‘Thumb‘ Image Manage Thumbnail Images
Login Footer Text Insert File Reference Manage Files for Login Page
<h>More customized text here...</h> :J

The fifth option is ‘Send Username and Password Text’. You may enter text in the
textbox provided. HTML mark-up can be used to format the text. There are Default

Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation
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Instructions that can be restored at anytime by clicking the link labeled ‘Revert to Default
Instructions’.

| [ |
Forgot Username or Password Text Wiew Default [nstructions Bewert to Default Instructions

<prEnter your e-mwall address in the box below, If ;J
an account exists with this e-mwail address, your
Uzername and Pagssword will bhe e-mailed to you.</p>

[-|

Login Error Text Wiew Default Instructions Revert to Default Instructions

|<b><p style="color:red:">The Usernswme or Fassword :J

The sixth option is ‘Login ErrorText’. You may enter text in the textbox provided.
HTML mark-up can be used to format the text. There are Default Instructions that can be
restored at anytime by clicking the link labeled ‘Revert to Default Instructions’.

NOTE: The Default Instructions are in bold, red type.

Login Error Text Wiew Default [nstructions Bewert to Default Instructions

<hr<p style="ocolor:red:">The Username or Password ;]
vou entered doss hot watch any records in our
database.</pr<p style="color:red;"><urHint</u>:

Is the 'Num Lock' display on your keyboard lit?

If not, press the 'Mum Lock' key before trying
again.</p><p style="color:red; ">FPlease re-enter
vour Uszername anhd Password below, or click 'Login
Help'.</pr</b>

[
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Registration Instructions

In the current implementation of Editorial Manager (pre-4.0), a journal may customize
instructions on the Registration page and on the Select Personal Classifications page.
Customizable text can now be displayed on the ‘Pre-Registration’ page (the page that
checks if a user is already registered). Custom text can appear to the left of the Pre-
Registration Box and below the text entry boxes within the Pre-Registration Box.

Insert Special Character

Please Enter The Following

PRE-
REGISTRATION
PAGE

This Text is CUSTOMIZABLE

To reqister to use the Editorial
Manager system, please enter
the requested information,
Upaon successful registration,
you will be sent an e-mail with
instructions to verify your
reqistration.

Forgot Your Password? Caontinue ==

TO CONFIGURE: Go to PolicyManager, then to Registration and Login Policies and
click on the link labeled ‘Edit Registration Instructions’. You may enter text in the
textboxes provided. HTML mark-up can be used to format the text. There are Default
Instructions that can be restored at anytime by clicking the link labeled ‘Revert to Default
Instructions’.

Registration . =
. Instructions
Information
Header Pre-
Regbﬁaﬁun To register to use the Editorial Manager =
Instructions (TD[J of system, please enter the reguested j
Pre-Reghﬂaﬁun Page) information. Upon successful registration,
vou will be sent an e-mwail with instructions
to verify your registration.<br /i »<br />To
register to use the Editorial Manager
system, please enter the reguested
information. Upon successful registration,
you will be sent an e-mwail with instructions
to werify your registration.To register to ;]
“View Default Instructions Revert to Default Instructions
Footer Pre-
Registration WARNING - If you think you already have an ﬂ
Insﬁucﬁnns(Bnﬂun}uf existing registration of any type [Author,
Pr&ReghﬁaﬁunPage) RFeviewer, or Editor) in this system, please
DO NOT register again. This will cause
delays or prewvent the processing of any
Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation @ d itori aI
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Role Switching and Default Role

Role Switching

In the current implementation of Editorial Manager (pre-4.0), a user must log in and out
of the system in order to switch roles. For example, if an Editor wants to perform a
Reviewer task, the user must click the ‘Log Out’ link on the Navigation Bar, and then
click the ‘Login’ link to log back in as a Reviewer.

Users can now switch roles without logging in and out. A new dropdown list of a user’s
available roles is displayed in the banner area of the Navigation Bar. Clicking on this
dropdown list allows a person logged in as one role to easily switch to another role,
without having to log out and log back in.

<Editorial Manager" / Qgggggra'

HOME » LOG OUT = HELP = REGISTER = UPDATE MY INFORMATION « JOURNAL OVERMIE, * AMe. mary

MAIN MENU + CONTACT US » SUBMITA MANUSCRIPT + INSTRUCTIONS FORAUTHORS
Authar

m Manage Proposals Menu Managing Editar

Froduction Team

Managing Editor Main Menu

Search
Search Submissions | Search People

TO CONFIGURE: To enable Role Switching, go to PolicyManager, then to Registration
and Login Policies and click on the link labeled ‘Enable Role Switching’. Check the box
next to the label ‘Enable Role Switching’.

ROLEMANAGER » ACTIONMAMNAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

EM Yersion: 4.0

Enable Role Switching

YWhen Role Switching
can switch from one role t
and lagging back into Editaria

nabled for the journal, users with more than one role (e.g. Author, Reviewer, and Editor)
other by simply selecting a different role from the navigation bar, without logging out

¥ Enable Rale Switching

Cancel Subrnit

Default Role

A user can also identify a ‘Default Login Role’ on the ‘Update My Information’ page.
The Default Login Role is the role that a user automatically logs in as when striking the
‘Enter’ key, after entering a username and a password on the Login Page (rather than
clicking a specific role button).

Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation
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NOTE: Only the roles that a user is allowed to play are available as Default Roles in the
dropdown box on that user’s Update My Information page.

NOTE: The standard Default Login Role is Author. If a user does not specify a different
role on the Update My Information page, then the user will be automatically logged in as
an Author when striking the Enter key on the Login Page (rather than clicking a specific

role button).

UPDATE MY
INFORMATION

To update any information,
make the changes on the form
and click Update, Reguired
fields have an asterisk next to
the label.

Login Information

User Mame *

Password *

Default Login Raole:

Personal Information

Insert Special Character

The username you choose must be unique within the
syster.

If the one you chaose is already in use, you will be
asked for another,

mary

preseerrreey

The default lagin role is the user role that will be used if
vou strike the enter key when logging in and you have
not made a specific selectian,

Insert Special Character

The journal office or an Editor with Search People RoleManager permission can also
select a Default Login Role for a user. This is done on the Search People — Update

Information page.

TO CONFIGURE: No System Administration is required to enable this feature.

Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation
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Manuscript Number on PDF Cover Page

The Author/Editor PDF and the Reviewer PDF files are built when an Author submits a
manuscript. A unique cover page is incorporated into each version of the PDF. The cover
page contains data about the submission, such as Title, Authors, Key Words, etc. This
information is pulled into the cover page using merge fields (such as

%ARTICLE TITLE%) that are populated on the cover page when the PDF is built.

The Manuscript Number is among the items included on the cover page. However, when
the original PDF is built the Manuscript Number field is blank on both versions of the
PDF because the manuscript number is not yet available. The manuscript number does
not appear on the PDF cover page for any submission unless the Editor edits the
submission and rebuilds the PDFs.

The system has been enhanced to automatically insert the Manuscript Number on the
cover page when the number is assigned (either when the submission is assigned to an
Editor, or when the number is assigned manually). A PDF rebuild by the Editor is no
longer required in order to get the Manuscript Number included on the PDF cover page.

TO CONFIGURE: No configuration is required.
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Expanded MEDLINE Integration

In the current implementation of Editorial Manager (pre-4.0), Reviewers and Editors with
appropriate RoleManager permission (Search Similar Articles in MEDLINE) have
limited access to MEDLINE from the system via the Knowledge Finder® search engine.
Authors and Publishers do not currently have any ability to search MEDLINE from the
system.

When an Editor or Reviewer clicks the ‘Similar Articles in MEDLINE’ Action link, the
title of the submission is automatically sent to the Knowledge Finder® search engine.
The user can then view, export or e-mail the results, but there is no mechanism to
perform a new search with different criteria.

Expanded Access to MEDLINE via Knowledge Finder®

The ‘Search Similar Articles in MEDLINE’ feature has been expanded so that users can
refine or create new searches. The ‘Search Similar Articles in MEDLINE’ results will
continue to be returned in the same manner, but users will have the added benefit of
creating a new search from the results page.

Your UltraMe ery: "Demonstration of new
featur "

NOT FOUNDEMUG

RESULT SET00 docmments displyyed ot of 302140 doommerts famd
- Mew Search -

View-Expori-Email selected
Chen F, Elimchitskaya GL, Molideen 1T, et al. i
1 0% Yes [0 Wiew New features of the thermal Casimir force at small separations. %s
Phys Bew Lett (United States), &pr 25 2003, 200167 p 160404
Klestinec C
] R o 5 o = Find authars
2 Bl Wes [ Wiew A& history of anatomy theaters in sizteenth-century Padua - Felated titles

J Hist Med Allied Sci (England), Tul 2004, 59(3) p375-412

TO CONFIGURE: No configuration is required for users (Editor Role and Reviewer
Role) with ‘Search Similar Articles in MEDLINE’ RoleManager permission already
enabled.

For users without this permission enabled, go to RoleManager, then to the desired Role
Family (Author, Reviewer, Editor, Publisher), then to the specific role, and click the
checkbox labeled ‘Search Similar Articles in MEDLINE’.
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Author and Publisher Access to MEDLINE via Knowledge Finder®

The ‘Similar Articles in MEDLINE’ feature is now available to the Author Role and
Publisher Roles.

TO CONFIGURE: Go to RoleManager, then to the desired Role Family (Author and/or
Publisher), then to the specific role, and click the checkbox labeled ‘Search Similar
Articles in MEDLINE”.

Search Author Publications in MEDLINE

The ‘Search Similar Article in MEDLINE’ feature performs the initial search using the
title of the submission. A new feature has been added that allows Editor or Reviewer
Roles to conduct a MEDLINE search using the Authors’ names. This feature is enabled

for Reviewers and Editors via a new RoleManager permission ‘Search Author
Publications in MEDLINE”.

For Reviewers, a Knowledge Finder® icon is displayed next to Author and Co-Author
Names on the New Reviewer Invitation page and on the Pending Reviewer Assignments

page.

New Reviewer Invitations for Andrea Cracchiolo, M.D.

You have been invited to review the following manuscripts. Please Agree to review or Decline to
review the manuscript.

Page: 1 of 1 (1 total submissions) Display' 10 jresults per page.

Date Days

Action Manuscript Article | Article Reviewer Inwvitation Editor's | Corresponding Other
Number Type Title . Qutstandin MName Authe Authors
Invited
4

View Submission AQC )
Agree to Review STACEYTEST30- |and [, . |Jul 14, 0 ﬁe;‘: Enae]ui:ac?dr;mé
Decline fo Review D-04-00015 arkiv | %5 2004 MaD my ofmsmnsineg
Similar Articles in MEDLINE Testing o

For Editors, a Knowledge Finder® icon is displayed next to Author and Co-Author
Names on a submission’s Details page, in Search People in the Search Results, and on the
People Information page.

Confidential — Subject to ch —-C ight © 2005, Aries Syst C ti
NOT FOR USE OUTSIDE OF ARIES . ries Sysiems Fomporation ( Editorial
18 anager



Details for Manuscript Number STACEYTEST30-D-04-00015
“Lyme Disease in Children”

[;ance! w and Closg
Raj D Rao, MD F

Medical College of Wisconsin Mitwaukee, W1 UNMITED STATES [Proxy

Corresponding Author:

Corresponding Author E-

. trashi@ariessys com
Mail:
Author Comments:

Jack M. Black, MDE

Other Authors: Sam Green, MD, Hope Hospital, sgreenf@hospital org [
Mary White, PhD., University, mwhite@aol.com; maryi@yahoo com m
Article Type: AQC and arXiv Testing

Search People - Search Results

Insert Special Character Help with Searching
Criterien Selector Value Uszer Raole
| Last Name | Begins With | rao | ALL END
| Last Mame | Begins With | ’7
END -
| Last Name | Begins With |
Ceal o
- 100
Page: 1 of 1 {2 total People Matches) Display & results per page.
Merge . State Reviewer |Editor | Publisher
People Name City Country | Author Role Role Role
I 2 Rele
A d R. R i
r ﬂu"ﬂ‘ Alexandria [va | Umited Author]
B.S. States
Raj D Rag. MD
TP |Miwaukes W1 |USA luhor] | [Reviewer]
People Information - Serena S. Hu, M.D.
: Statisti iled Stat Search Author in MED Eﬂ?’

Cance] [Save and Close]

General Information

University of California San Francisco
500 Parmassus Avenue

Rm MU 320W

San Francisco, CA 94143

UMITED STATES

415-476-2485

FaX: (415)476-1304

trash@ariessys com
People URLs: None

Permanent Address:

TO CONFIGURE: Go to RoleManager, then to the desired Role Family (Editor and/or
Reviewer), then to the specific role, and click the checkbox labeled ‘Search Author
Publications in MEDLINE”.

C.Editorial
anager-
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Third Party Bibliographic Reference Database Integration

In the current implementation of Editorial Manager (pre-4.0), the Search Similar Articles
in MEDLINE feature provides direct access from the system to the MEDLINE search
engine Knowledge Finder®.

This feature has been expanded, so that other third-party bibliographic databases (Ovid,
SCOPUS, PubMed, etc) and search engines (Yahoo, Google, etc.) can be accessed
directly from the system.

As with the existing ‘Search Similar Article in MEDLINE’ implementation, the user
clicks an Action link on EM, the predefined information (such as Title, Author, etc.)
would be passed to the third-party search engine, and the results would appear in a new
pop-up window. All login verification is performed ‘behind-the-scenes’ and is
transparent to the user.

Manuscript Article Article Author IE'::; Status | Cun
Acti X i
on Nu:nher Type Title Name Submitted Dat‘e Sta
Wiew Submission
Details Histary Daownload Files
Edit Submizsion
Clagsifications
Undo Assignment
Assign Editor
Invite Reviewers TOMNYTEST30- Criginal Tes_t m.c Anthony May 25 un 28 Rect
Solici Commentar 00400013 | Stud submission |y oy wp | 2004 A e
¥ lterns SRS | taopm | 1atem |
TO CONFIGURE ROLEMANAGER: A new RoleManager permission ‘Bibliographic
Search’ is added to Author, Reviewer, Editor and Publisher RoleManager. This
permission is only displayed in RoleManager if a Bibliographic Search has been enabled
for the journal.
If multiple Bibliographic Search strategies have been set up for a journal, then the
administrator can select which search strategies should be accessible to which roles. This
means that different roles can have access to different types of searches on different
databases.
Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation
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|»

Edit Role Definition
Role Marme: Author

Check the functions that this role is permitted to perfarm.

¥ ‘iew Status Date
¥ “iew Current Status

Bibliographic Search
[T Search Goagle com
[T Pubrmed Search
[T Search in OVID MEDLINE
[T Google Schalar

[T Scopus - Title Search
[T Scopus - Author Search

Configuration of Searches

The Hosting Administrator (e.g., Aries Systems, a journal publisher) is responsible for
the creation and maintenance of searches strategies for searching bibliographic databases
and search engines.

The journal must contact their Hosting Administrator (organization that hosts the system)
or publisher in order to set up search strategies.

Search strategies can be comprised of specific merge fields that relate to the manuscript.
Following is a list of merge fields that can be used in a Search Strategy:

o %ARTICLE TITLE% - Inserts the title of the manuscript.

o %ABSTRACTY - Inserts the Abstract entered by the Author in the Submit
Abstract step of the Manuscript Submission function.

e %CORRAUTHORY% - Inserts the name of the Corresponding Author (title, first,
middle, last).

e %CORRAUTHOR INST% - Inserts the name of the institution of the
Corresponding Author.

e %COAUTHOR NAMES% - Inserts the names of all Authors using a first initial
and a last name separated by a space (e.g., R Wynne T Alves S Lavelle). This
will include the Corresponding Author. This merge field is not available for use
in Letters.

e %CORRAUTHOR WITH FIRST INITIAL% - Inserts the Corresponding
Author name with the first initial (e.g., R Wynne). This merge field is not
available for use in Letters.

e %MS CLASS SEARCH% - Inserts a list of the Classifications assigned to the
manuscript. Multiple terms are separated by spaces. This is a separate merge
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field than the one used for Letters (%MS_CLASS%). This merge field is not
available for use in Letters.

o %KEYWORDS SEARCH% - Inserts a list of the Keywords assigned to the
manuscript. Multiple terms are separated by spaces. This is a separate merge
field than the one used for Letters (%KEYWORDS%). This merge field is not
available for use in Letters.
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Letter Families

The purpose of the Letter Families is to limit Letter dropdown selection boxes to those
letters assigned to a particular Family.

For example, when an Editor sends Reminder Letters to Reviewers, the Editor will be
presented with a dropdown selection box of letters assigned to the ‘Reviewer Reminder’
Letter Family, NOT the entire list of letters in EM.

The following Letter Families are available:

Letter Family Purpose

Ad Hoc From Author Available from Author folders

Ad Hoc From Reviewer Available from Reviewer folders
Ad Hoc From Editor Available from Editor folders

Ad Hoc From Publisher Available from Publisher folders
Decision For Notify Author Letters (Decision

Letters). Author Notification letter
dropdown (on Edit Editor Decision Term
page in PolicyManager) is limited to this

Letter Family.
Author Reminder Available from Author Reminder Reports
Editor Reminder Available from Editor Reminder Reports
Reviewer Reminder Available from Reviewer Reminder
Reports
Reviewer Invitation Available from Select Reviewer interface
Reviewer Notification Available on the Edit Editor Decision Term

page only, sent to Reviewers during Notify
Author of Decision process.

Batch E-mail The Letter dropdown on the Batch-E-mail
page is limited to these letters.

Production For production purposes.

General All other letters, default family

At upgrade only the following existing letters will be automatically assigned a Letter
Family:

e Author Notification Letters (Decision Letters) configured in PolicyManager, Edit
Editor Decision Terms. These will be assigned to the ‘Decision’ Letter Family.

e Letters configured for the ‘Reviewer Invited’ and ‘Promote Alternate Reviewer’
Events in ActionManager. These will be assigned to the ‘Reviewer Invitation’
Letter Family.

All other Letters will be assigned to the ‘General’ Letter Family.
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Functions that allow the user to select a letter from a dropdown list, such as the Reminder
Report functionality, will continue to display all General Letters until at least one letter is
assigned to the relevant Letter Family. For example, on the Reviewer Reminder Report,
after an Editor runs the report, there is an opportunity to send letters to all late Reviewers.
The dropdown list of letters will contain all letters from the ‘General’ Letter Family until
someone with administrative permission assigns at least one letter (in PolicyManager,
Edit Letters) to the ‘Reviewer Reminder’ Letter Family. Once this happens, then only
letters assigned to that Family will appear in the dropdown box.

TO CONFIGURE: Go to PolicyManager, then to the Email and Letter Policies submenu
and click on Edit Letters. A new column labeled ‘Letter Family’ identifies which Family
each letter belongs to.

Click on the Edit link (either the Text version or the HTML version, depending upon
which is active) next to the letter that needs to be assigned to a Letter Family.

ROLEMANAGER » ACTIONMAMNAGER * POLICYMANAGER * ADMINMANAGER = ADMINISTRATION HELP

Add Mew Letter | Save Changes | Edit Image Files for HTML Letters

| Letter Purpose | Letter Family Text Format

‘Authnr Agrees to take Assignment ‘ General ‘ @ | Edit Bernove
‘Authnr Approve Changes ‘ General ‘ @ | Edit ‘ e ‘ Edit | Rernove
‘Authnr Declines Assignment ‘ General ‘ @ | Edit ‘ e ‘ Edit | Rernove

On the Edit Letter page, click the dropdown box labeled ‘Letter Family’ and select the
appropriate Family.

Edit 'Reviewer Reminder' Letter =

Please enter a Letter Purpose and Subject, and select a Letter Family for your new letter. Letter Families are used
50 that the correct type of letter is available for certain functions (such as Reviewer Reminders and Editor
Decisions). After you select a Letter Family, the page will refresh and allow you to enter additional information about
this letter, including the Letter Body.

Cancel | Save |

Letter Purpose: |Reviewer- Batch Late Review

ubject: |Late Review for %S _NUMBER%

eviewer Reminder

Ad Hac From Editor
Ad Hac From Fublisher
Decision aricksys. coms
Author Reminder
Editor Reminder

# L1l lines beginnin

# are comments and aIREVIE

# Batch E-mail
# Thiz file must he {Production -l

Senaral = —_—

Letter Family:
Line ¥Wrap:
Sender's E-mail Addfess:

maf address
Letter Body:
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Editor Deep Links

A Deep Link is a hyperlink in an e-mail that performs a specific action when the recipient
clicks on it.

A new merge field %EDITOR_DEEP LINK% can be inserted into any Editor letter that
is associated with a submission that has a manuscript number. When an Editor receives
an e-mail with this merge field, the merge field will display as a link.

Date: Aug 27, 2004
To E d Editor” ed.editor@ariessys. com

From: "The Journal” emi@journal org
'*'%LItJ-—.-Dt Submission N»Le- I More Reviewers

Dear Dr. Editor

vould like to bring your attertion to MS MNumber 03-1007. This submission requjg® additional
ewers before it can be considered for publication.

Click this link to access the submission, and take action as neaded:
http://etacevteatil . edmgr . com/l . asp?i=8&1="ELHOVVE

Thank you for your prompt attention,

When this Deep Link is clicked from the e-mail, the Editor will be logged into EM and
brought directly to the submission record in the Search Submissions interface. All of the
Action links that the Editor is allowed to access will be available (based on RoleManager
Settings and on appropriate actions based on where the submission is in the system (same
as Search Submissions)).

TO CONFIGURE: There is no configuration required to utilize the
%EDITOR_DEEP LINK%. However it is recommended (for security purposes), that the
journal set an expiration policy for the deep link.

To set the expiration policy, go to the Set Editor Deep Link Expiration page in the
PolicyManager Main Menu (in the General Policies section).

There are two options for expiration of the Editor Deep Link. This applies only to the
Editor Deep Link (%EDITOR _DEEP LINK%), and does not apply to any Reviewer
Deep Links:

1. Expire link after X clicks - If this is selected, the link expires after the number of
times the link is clicked by the user.

2. Expire link after X days - If this is selected, the link expires after the number of
days entered by the Administrator. The ‘start date’ of an Editor Deep Link’s
existence is the date the e-mail was sent from the system.

NOTE: If the Administrator selects both options, the link expires when the first
parameter is met (i.e. number of days or number of clicks). If the Administrator does not
check either box, the Editor Deep Link will persist indefinitely.
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|
Set Editor Deep Link Expiration

Az g security measure, the journal should specify howe long the Editor Deep Link (SSECITOR_DEEP _LIMKS:) remains active. To keep
the link active indefinitely, do not check either box. If both boxes are checked, the link expires when the first criteria iz met.

Expire link after 2 clicks

Expire link after 4 days

[ Cancel l [ Submit ]

If the user clicks an Editor Deep Link from an e-mail that has already expired, the
following page will be displayed:

Link Expired

In accordance with the policies of your journal, this link has expired. Please contact your journal office, ar click the
link below ta login with your username and password.

Return to Main Menu

NOTE: If the %EDITOR _DEEP LINK% merge field is included in an Editor letter, but
the recipient does not have ‘Search Submissions’ permission, he will be taken to the

appropriate results page (after clicking the Deep Link), but will not be able to further use
the Search Submissions tool.
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Ad Hoc E-mails

Editorial Manager users (Editors, Authors, Reviewers and Publishers) sometimes need to
send e-mail messages outside of the context of particular EM ActionManager Events. For
example: to provide instructions, clarify a point, make a request, etc. To accommodate
this need, an ‘Ad Hoc E-mail’ feature has been added to the system.

Journals will be able to configure default Ad Hoc E-mails in PolicyManager, Edit Letters.
The journal will be able to configure as many default Ad Hoc E-mails as they desire. All
Role Families can have access to Ad Hoc E-mails functionality via RoleManager

permission.

Ad Hoc E-mails must be assigned to the Author, Reviewer, Editor or Publisher ‘Ad Hoc’
Letter Family by the journal (see the ‘Letter Families’ section above for more on Letter

Family).

Letter Purpose:
Subject:

Letter Family:

Add Letter

Pleaze enter a Letter Furpose and Subject, and select a Letter Family for your new letter. Letter Families are used
50 that the correct type of letter is available for certain functions (such as Reviewer Reminders and Editor
Decisions). After you select a Letter Family, the page will refresh and allow you to enter additional information about
this letter, including the Letter Body.

|Query to Journal

|Query to Journal

|F'Iease select a Letter Family |

Please select a Letter Family

Ad Hoc From Author

Ad Hoco From Rewiewer

ntinue I

Ad Hoc Frorm Editor
Ad Hoc From Publisher
Decision

The Ad Hoc letters assigned to the appropriate Role Family will then appear in a
dropdown list when a ‘Send E-Mail’ link is clicked from the Action column of any folder

in which it appears.

For example, Ad Hoc E-mails can be set up for Authors. This means that an Author will
see an Action link labeled ‘Send E-Mail” when accessing any list of submissions.

Action Title

Date Submission Began | Status Date

Current
Status

iew Submission
Edit Submission

Approve Submission | fifth try
Remove Submission

Send Ernall 4—

Mow 23 2004 3:58FP M Jun 13 2005 4:35PK | Meeds Approval
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When this Action link is clicked, the Author will access a dropdown box that lists all Ad
Hoc letters that have been configured by the journal.

Send Ad Hoc Email

The journal has pre-configured one or moare letters which you may use as a starting point. Select a letter,
then click 'Customize Letter' to open the letter, insert your comments, and send the letter.

Flease Choose a Letter j

Please Choose a Letter
Query ta Journal

Reqguest for Deadline Extension on Revision

All Ad Hoc correspondence generated from a manuscript-related page are saved to
Correspondence History.

NOTE: The journal may create an ‘empty’ letter with no text, to allow free-form entry
from the user.

NOTE: People Information merge fields will not be populated when the letter is
previewed. This is because there could be multiple recipients for that letter. Each
individual e-mail recipient will see a letter that is populated with his or her People
Information.

NOTE: THERE IS NO BLIND CC. Those who receive an Ad Hoc e-mail will see all
the recipients’ e-mail addresses, whether they are primary recipients or cc’d on the e-
mail.

NOTE: Recipients who are cc’d on an Ad Hoc email will receive multiple copies if there
are multiple primary recipients. For example, if an Ad Hoc e-mail is sent to the Handling
Editor and the Journal Office, with a cc to the Author, then the Author will receive two
copies of the e-mail (one copy of the e-mail sent to the Handling Editor, and one copy of
the e-mail sent to the Journal Office).

TO CONFIGURE POLICYMANAGER: Go to PolicyManager, then to the Email and
Letter Policies submenu and click on Edit Letters.

To set up a new letter as an Ad Hoc E-mail, click the button labeled ‘Add New Letter’.
From the Add New Letter page, enter the ‘Letter Purpose’ and ‘Subject’, and then select
the appropriate Ad Hoc Letter Family (i.e., Ad Hoc From Author, Ad Hoc From
Reviewer, Ad Hoc From Editor, Ad Hoc From Publisher). This is the Role Family that
will have access to the letter. For example, a letter from a Reviewer requesting a
deadline extension would be in the ‘Ad Hoc From Reviewer’ family.
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Add Letter

Please enter a Letter Purpose and Subject, and select a Letter Family for your new letter. Letter Families are used
50 that the correct type of letter is available for certain functions (such as Reviewer Reminders and Editor
Decisions). After you select a Letter Family, the page will refresh and allow you to enter additional information about
this letter, including the Letter Body.

Letter Purpose: IRequest for Review Deadline Extension
Subject: IDeadIine Extension Request for %M3_MNUMBER%
Letter Family: Please select a Letter Familyj

Flease select a Letter Family =

Ad Hoo From Author -
Ad Hoc From Reviewer :Intlnue
Ad Hoc From Editor

Ad Hoc From Fublisher
Decision

Author Reminder
Editar Reminder
Reviewer Rerninder

After clicking ‘Continue’ you will be delivered to a page where the letter can be
composed and where letter recipients can be selected.

All Ad Hoc E-mails contain customizable instructions. This allows the journal to explain
the purpose and function of the letter to the user (sender). The default instructions can be
customized. Also, default instructions can be restored.

Add "Ad Hoc From Author® Letter =

The Custom Instructions will display to the sender on the page where the letter is sent. To change them, make
changes in the 'Custom Instructions' box and click the "Submit' button.

TP —-

Type any desired text into the 'Letter Eody' area.
Click 'Open in New Window' if you neesd extra sp

Custarm vour letter., To send the e-mwail, click
Instructions: Send' button, proofread the letter and olj
button on that page. Note: iny text b
a 'merge field' which will be popula

(=l

“iew Default Instructions Revert to Default Instructions

Letter Purpose: atension
Subject: |Dead|ine Extension Request for %MS_MUMBER%
Letter Family: |.f-\|:| Hoc From Author j

Line Wyrap: Isuﬂ 'I

A series of checkboxes allows you to select the recipients for a particular Ad Hoc E-mail.

The first checkbox is the journal e-mail address from the ‘Set E-Mail From’ page in
PolicyManager. Other possible recipients include Corresponding Editor, First Assigned
Editor, Handling Editor, Editor who made the First Assignment, All Reviewers, and the
Corresponding Author.
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NOTE: The individual names will not display in any letter that is sent; only the
individual Roles for each recipient will display.

You can also configure checkboxes that allow the sender to choose to cc: others on the e-
mail.

Cc: Recipients include Co-authors, All Assigned Reviewers, and All Assigned Editors.

NOTE: The cc: recipients will not be copied automatically — the sender must check off
each cc:box when sending the letter.

You can also select to include a blank textbox so the sender can insert any e-mail address.
Multiple e-mail addresses must be separated by a semicolon.

Recipient: I "The DEMO Journal” talvesi@ariessys.com
[T Corresponding Editor
[ First Assigned Editar
"l Handling Editor
" Editar who made the first Editar assignment
[T All Reviewers of the current revision of the submission

T Cor

allowing them to cc: the designated group of people when the letter is sent. Select!
this option does not autornatically cc: the group of people, but allows the sender to
check off a box (or enter an e-mail address) when the letter is sent. This is NOT a
Blind Carbon Copy function. Allowing the sender to copy the Reviewers will reveal the
identity of the Reviewers to the sender, to each other and to any other recipient.

cco preferences
on the 'Send
Letter' page

[T Display checkbox allowing co: to co-Authors
[T Display checkhox allowing co: to Reviewers assigned to current Revision
[T Display checkbox allowing co: to Editors assigned to current Revision

" Display blank texthox so sender can insert any e-mail address f

I Atter Bada:

NOTE: If the journal selects anything other than the default address, and when the letter
is sent there is no one with that particular association with the manuscript (for example,
there is no Handling Editor), then the letter is sent to the ‘Set E-Mail From’ address
instead.

NOTE: Any existing letter can be turned into an Ad Hoc Letter. Click on the Edit link
next to the letter you wish to change, and then select the Letter Family from the
dropdown box. The page will refresh and you will have the opportunity to enter/edit the
instructions and select the recipients as described above.

TO CONFIGURE ROLEMANAGER: To allow particular Roles access to Ad Hoc E-
mails you must first create Ad Hoc letters as described above, and then go to
RoleManager and enable the permission for each individual Role.
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For example, to allow Authors to send Ad Hoc e-mails, go to Author Role and find the
permission labeled ‘Send Ad Hoc E-Mail’.

| v

Edit Role Definition
Role Marme: Author

Check the functions that this role is permitted to perform,

AN

¥ “iew Status Date
I “iew Current Status
Wl Send Ad Hoc E-mail |
¥ Search Similar Articles in MEDLINE

e oA

NOTE: Ad Hoc Letters must be created and assigned to one of the four Ad Hoc Letter
families, AND the related Role must have RoleManager permission turned on in order for

the user to access and send Ad Hoc correspondence.
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Select Reviewer Invitation Letters

In the current implementation of Editorial Manager (pre-4.0), when an Editor invites
Reviewers, there is a choice to send a default letter or customize the default letter (for one
or more Reviewers) and send it. The default letter is specific to each Reviewer Role and
is configured in PolicyManager, Edit Letters and associated with the ‘Reviewer Invited’
Event in ActionManager, on the ActionManager Letters page corresponding to the
Reviewer Role.

Similarly, if an Alternate Reviewer is promoted, the Alternate Reviewer receives the
Letter configured for the ‘Promote Alternate Reviewer’ Event in ActionManager, on the
ActionManager Letters page corresponding to the Reviewer Role held by the Alternate
Reviewer.

This enhancement allows Editors to select from multiple Reviewer Invitation Letters
when inviting Reviewers and selecting Alternate Reviewers. The new functionality will
allow the Editor to send the default Invitation Letter, or select an alternative Invitation
Letter ‘on-the-fly’. For example, an Editor might wish to send a different Invitation
Letter to a Reviewer when asking the Reviewer to review a revised manuscript. This
different letter will be available in a dropdown box, along with all other letters configured
in the ‘Reviewer Invitation’ Letter Family. All letters will be customizable by the Editor
before being sent.

TO CONFIGURE POLICYMANAGER: At upgrade, the letter currently associated with
the ‘Reviewer Invited’ Event in ActionManager for each Reviewer Bgfle is automatically
assigned to the ‘Reviewer Invitation’ Letter Family, and will be able as the first

choice in the dropdown Letter selection box when a Reviewe

If additional letters are desired, the journal should cli dit Letters link in
PolicyManager (under the ‘Email and Letter Policies ding), and click the Edit link
next to the individual letter that is to be assigned to the” Reviewer Invitation’ family. The
journal should then select ‘Reviewer Invitation” from the Letter Family dropdown box,
and click the ‘Save’ button. These letters will then be available when a Reviewer is

invited.

You may also create new Reviewer Invitation Letters in PolicyManager. Go to
PolicyManager, then to the Email and Letter Policies submenu and click on Edit Letters.
Click on the ‘Add New Letter’ button. From the Add New Letter page, enter the ‘Letter
Purpose’ and ‘Subject’, and then select the ‘Reviewer Invitation’ Letter Family.
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Please enter a Letter Purpose and Subject, and select a Letter Family for your new letter. Letter Families are used so that the corr
available for certain functions (such as Reviewer Reminders and Editor Decisions). After you select a Letter Family, the page wj
enter additional information about this letter, including the Letter Body.

Letter Purpose:

Subject:

Letter Family:

Line Wrap:

Sender's E-mail Address:

Letter Body:

Edit 'Reviewer Invitation' Letter

Cancel Save |

|Rewewer Invitation

IReviewer Invitation for %ARTICLE %

| Reviewer Invitation j

soft 'I

& "The DEMO Journal” <talves@ariessys.com>
' Use Coresponding Editor's E-mail address

#
#
+
+
i3
*
#
#

211 lines beginning with a number aign (#)
are comments and are not sent.

This file must be

in either DOS5 or

Unix linefeed format, not MacOS.

Reviewer template
template file for
is sent to a user
invited to review

- This is the
the E-Mail that
when they are
a gubmission.

Dear ITITLEY TLAST NAMER,
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Alternate Reviewers can be sent Customized Letters

In the current implementation of Editorial Manager (pre-4.0), when an Editor selects
Alternate Reviewers, there is no option to customize the Invitation Letter. When the
Alternate Reviewer is Promoted, the Reviewer receives the default Invitation Letter
configured for the ‘Promote Alternate Reviewer’ Event in ActionManager, on the
ActionManager Letters page corresponding to the Reviewer Role held by the Alternate
Reviewer.

Invitation Letters to Alternate Reviewers can now be customized and saved so that the
customized letter can be sent during the automatic promotion of the Alternate Reviewer.
The ‘Select Alternate Reviewers — Invitation Letter’ page is automatically displayed
when an Alternate Reviewer is selected from the ‘Select Alternate Reviewers’ page.

NOTE: Clicking the ‘Confirm Letter Choice and Proceed’ button is necessary in order to
save the letter choice. The journal is then returned to the ‘Reviewer Selection Summary’
page. If the ‘Cancel’ button is clicked, the letter choices are not saved, but the Alternate
Reviewers are selected and Alternate Reviewers will receive the default letter if they are
Promoted.

Select Alternate Reviewers - Invitation Letter

You have selected the following people as Alternate Reviewers. They will receive the letter shown when they are promoted from Alternate Reviewer

hange the letter sent to an individual Alternate Reviewer, click the Letter drop-down box next to that Reviewer's name and select a different letter. The

customized by clicking the Customize link. If the letter is customized, an asterisk (*) appears next to the Alternate Reviewer's name. When yau
are satisfied W 0iCES, cI\cI/ Confirm Letter Choice and Proceed to confirm your choice and return to the Reviewer Selection Page. The letter will not
be sent until the Alterna

Nam Letter
Richard Wynne (Reviewer) Reviewer Invitation j Customize
Edward Editor (Editor-in-Chief) Editor's Reviewer promoted letter
Mary Francois Smith (Managing Editor) Editor's Reviewer promoted letter

&~

Cancel Confirm Letter Choices and Proceed |

Additionally, letters to Alternate Reviewers that have been customized and queued up
can be edited at any time before they are sent.

For example, an Editor, after making the initial choice of the Invitation Letter for the
Alternate Reviewer, may realize that a mistake was made in the letter or may want to
further customize the letter prior to sending. Invitation Letters queued up for Alternate
Reviewers can be accessed from the Reviewer Selection Summary page for a particular
manuscript, by clicking the Alternate Review Invitation Letter link on the ‘Reviewer
Selection Summary’ page.
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Alternate Reviewers

Select more Altemate Reviewers - | Search for Reviewers d from IAII Reviewe

o

Alternate Reviewer Invitation Lette

' Jill Tenth (Reviewer) Promote Remove |
‘ William Third, PhD (Reviewer) Promate Remave

Alternate Reviewers will be promoted if: (1) Invited Reviewer declines the review invitation, (2) Reviewer is
un-invited by an Editor prior to a Decision, (3) Reviewer does not respond to the invitation within the number of
days specified above.

Request Unregistered Reviewer Register and Invite New Reviewer

Wy Suggest Reviewer Preferences My Reviewer Display Preferences

Return to Submissions with Reviewers Invited - No Response

Return to Main Menu

TO CONFIGURE POLICYMANAGER: At upgrade, the letter currently associated with
the ‘Promote Alternate Reviewer’ Event for each Reviewer Role is automatically
assigned to the ‘Reviewer Invitation’ Letter Family, and will be available as the first
choice in the dropdown letter selection box when Alternate Reviewers are selected.

If additional letters are desired, the journal should click the Edit Letters link in
PolicyManager (under the ‘Email and Letter Policies’ heading), and click the Edit link
next to the individual letter that is to be assigned to the ‘Reviewer Invitation’ family. The
journal should then select ‘Reviewer Invitation’ from the Letter Family dropdown box,
and click the ‘Save’ button.

You may also create new Reviewer Invitation Letters in PolicyManager. Go to
PolicyManager, then to the Email and Letter Policies submenu and click on Edit Letters.
Click on the ‘Add New Letter’ button. From the Add New Letter page, enter the ‘Letter
Purpose’ and ‘Subject’, and then select the ‘Reviewer Invitation’ Letter Family.

Role: Editor-in-Chief EM Version: 4.0

Edit 'Reviewer Invitation' Letter

Please enter a Letter Purpose and Subject, and select a Letter Family for your new letter. Letter Families are used so that the
available for certain functions (such as Reviewer Reminders and Editor Decisions). After you select a Letter Family, the pa
enter additional information about this letter, including the Letter Body

Cancel Save |

ect type of letter is
il refresh and allow you to

Letter Purpose: |Reviewer Invitation / o
Subject: |Rewewer Invitation for“uARTICLEf"/u I
Letter Family I Reviewer Invitation d

Line Wrap m

Sender's E-mail Address % "The DEMQ Joumnal” <talves@ariessys com:

' Use Corresponding Editor's E-mail address
Letter Body:

# RBll lines beginning with a number sign (#)
# are comments and are not Sent.

# This file must be in either DOS or

# Unix linefeed format, not MacOS5.
+
+
+
k3

I»

Reviewer template - This is the
template file for the E-Mail that
i= sent to a user when they are
invited to review a submission.

Dear $TITLEY $LAST NAMER,

Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation
NOT FOR USE OUTSIDE OF ARIES

35




Reviewer ‘Thank You’ Letter

In the current implementation of Editorial Manager (pre-4.0), a Reviewer can be sent a
thank you letter when a review is submitted. Many journals would also like to send
tailored letters to Reviewers when a specific Decision Letter is sent to the Author.

An enhancement to the PolicyManager, Edit Editor Decision Terms, allows the journal to
configure a Reviewer Notification Letter (thank you letter) to be associated with each
Author Notification Letter (Decision Letter). A different Reviewer Notification Letter
can be configured for each Editor Decision Term.

|v

Editor Decision Terms

Listed below are the terms used for Editor Decisions. You may Add new terms, Remove, Edit or existing terms.

Cancel Add Mew Terrm

Update Order |

Editor New

Order Decision Author Reviewer Document Decision
Notification Letter HNotification Letter Family

Term Status

|1— Minor Editor Decision - Revigwer Motification of Fovise Rovise Remove Edit
Rewision Minor Revise Decision and Thank You

|2— Reiect Editar Decisian - Revigwer Motification of Peiect Reiact Remove Edit

! Reject Decision and Thank You ) )

|3— Major Editor Decision - Revigwer Motification of Revise Revise Remove Edit

Rewision Major Revise Decision and Thank You

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

|»

Reviewer Notification Letters

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

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

Continue Without Sending Any Reviewer Letters Send All Letters
Reviewer Do
. Manuscript Revisions Article R . Not
Reviewer . . Notification
Number Reviewed Title Send
Letter
Letter =
Brian Lewis DEMO-D-03- Original Another NEJM Reviewer Motification of Decision r
(Reviewer) oooe Submission demo and Thank You
Robert Referee DEMOD-D-03- Original Another NEJMW Reviewer Motification of Decision r
[Reviewer) 0ooo1e Submission dermo and Thank ‘fou
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The Author Notification Letter (Decision Letter) can be inserted into the Reviewer
Notification Letter and can be blinded before it is sent to the Reviewer. A new merge
field is created for use in the Reviewer Notification letters: %DECISION LETTER%.
This merge field %DECISION_LETTER% pulls in the blinded or unblinded version of
the decision letter, depending on the permission of the Reviewer recipient in Reviewer
RoleManager.

General Permissions {Applicable to All Reviewer Pages)

¥ “iew Manuscript Mumber

¥ “iew Article Type

¥ iew Article Title

¥ ‘“iew Status Date

I “iew Current Status

¥ “iew Assigning Editar

I “iew Authar Decision Letter
& wiew Unblinded “Yersion
© Yiew Blinded Yarsion

IV “iew Other Reviewear's Comments to Author |l
—

o - - [ o

TO CONFIGURE LETTERS: You must first create Reviewer Notification Letters in
PolicyManager. Go to PolicyManager, then to the Email and Letter Policies submenu
and click on Edit Letters. Click on the ‘Add New Letter’ button. From the Add New
Letter page, enter the ‘Letter Purpose’ and ‘Subject’, and then select the ‘Reviewer
Notification’ Letter Family.

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

Cancel | Save |

Letter Purpose: |Reviewer Motification of Decision and Thank You
Subject: |Nntiﬂcation of Decision for %ARTICLE_TITLE%
Letter Family: Reviewer MNotification j

: . Ad Hac From Editor -
Line Wrap Ad Hoc From Publisher

Sender's E-mail Address: Decision aressys. coms
Author Reminder
Editor Reminder

E jewer Invitation = =

er Motification

mail address
Letter Body:

# L1l lines bheg
# are comments W

#
# This file must he

Production =l

By assigning the Letter to the ‘Reviewer Notification’ Letter Family you will make the
Letter available for selection on the Edit Editor Decision Terms page.
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After one or more Reviewer Notification Letters are created, go to the Reviewer and
Editor Form Policies submenu, and under the Editor Decision Policies heading click the
‘Edit Editor Decision Terms’ link.

Different Reviewer Notification Letters can be associated with different Decision Terms,
or you can associate one Reviewer Notification Letter with all Decision Terms. To select
which Reviewer Notification Letter goes with which Decision Term click on the Edit link
associated with the desired Decision Term.

Editor Decision Terms =
Listed below are the terms used for Editor Decizions. You may Add new terms, Remove, Edit or Hide existing terms.
Cancel Add Mew Term
Update Order |

Ed“!". Author Reviewer New Decision

Order Decision N . i " Document N
Notification Letter  Motification Letter Family

Term Status
] Minor Editor Decision - Reviewer Motification of Revise Revise Remave Edit

Revision Minor Revise Decision and Thank You — - =
I— . Editor Decision - Reviewer Motification of . . )
2 ot Reject Decision and Thank You el el Eemne B
F M BdterDeesen  Redewerafcalons goic Reise  Remme Edi

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

Add/Edit Editor Decision Term - =

The Author Motification Letter is the default letter that notifies the author of the Editoggsecision, and the Mew Document Status is the

status displayed in the system when the decision is made.

The Reviewer Notification Letter is a letter which can be sent to each ewer at the time the Author Motification Letter is sent.

Each decision term must be mapped to a Decision Family of Accept, Reject or Revise. This is used internally by Editorial

Manager to push submissions through the system pro

Editor Decision Term:
Author Motification Letter:

|E|:Iit0r Decision - Minar Revisej
IReviewer Motification of Decisian and Thank Youj

Reviewer Motification Letter:

Document Status: |Revise j

Decision Family: |Revise j
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Save and Submit Later on Notify Author of Decision

In the current implementation of Editorial Manager (pre-4.0), in the Notify Author of
Editor’s Decision feature, there is no way to modify the Author Notification Letter
(Decision Letter) and save it to send later. If the Editor or journal office makes edits to
the Author Notification Letter, but decides to send it later and cancel out of the process,
then they lose all of the edits.

The Notify Author of Editor’s Decision feature has been enhanced with a Save and
Submit later function for the Author Notification Letter. This means that modifications
can be made to the Author Notification Letter, and those changes can be saved without
having to actually send the letter. This is useful for journals that would like to have an
Editor review the final Author Notification Letter before it is sent.

NOTE: If an Editor who makes a Decision on a paper also has RoleManager Permission
to ‘Notify Author of Editor Decision’, and that Editor uses the Save and Submit Later
function, the submission will move to the Editor’s ‘My Assignments with a Decision’
folder and to the ‘All Submissions with Editor Decision’ folder.

Notify Author for Manuscript Number DEMO466 .
“Mystery Manuscript Number”
The Editors assigned to the current version of the submission are shown belaw. Check the box under ec: (carbon
copy) to copy an Editor an the letter. Additional recipients can be copied by typing their email addresses into the
blank boxes next ta cc.. Multiple email addresses can be included, separated by semicolans ().
Cancel | Preview Letter | Save and Continue Editing Sawve and Send Later | Send Mow
Editor Decision: Accept
haodify Decigion: IAccept 'I
From: "The DEMO Joumal"<talvesf@ariessys. coms
To: Anthony Author, MD
Letter Purpose: Editar Decizion - Accept
Letter Subject: four Submission
ce: Editors Assigned to Manuscript
— -l

TO CONFIGURE: No configuration required.
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Resending Letters from Correspondence History

A record and a copy of all letters related to a manuscript that are sent from the system are
stored in History. The Correspondence History section of the History page contains a list

of all of these letters. Each letter can be viewed by clicking on the hyperlink associated
with the letter.

=
Co ondence History
Correspondence  Letter Recipient Status Revision Operator
Date
. Reviewer Invitation for Rapid ) ) ’ Wary Frangois
Sep 5 2005 1:45PM Cammumcations Ernily Editor, MD  Under Peer Review ] Smith, PhO
Sep 7 2005 - - Mary Frangois ’ .

T0-01 AN Eeviewer [nvitation Smith, PhD Under Peer Review ] Edward Editor, MD
?;_%ffﬂ% Reviewer [nvitation Wendy Wyetherbee Under Peer Review ] Edward Editor, MD
From the View Letter page the user can view the letter that was sent as well as ‘Resend’
the letter to the original recipients. The recipients are displayed at the top of the letter.

View Letter
Close | Resend |
Mepﬂ 2005 1:45PM
To: "Emily Editor" talvesi@ariessys.com
From: "The DEMO Journal" talves@ariessys.com
Wiewer Invitation for Test of Comrmentar
Dear Dr. Editar,
You have been invited to review a manuscript for Tony"s 4.0 test site.
lwiould be grateful if you would review a paper entitled "Test of Cormmentary” for this journal.
If},rou are |nterested in rewewmg thls submission please click on this link:
TO CONFIGURE: No configuration is required.
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Add ‘0’ column to the ‘Reviews Complete’ grid

In the current implementation of Editorial Manager (pre-4.0), the ‘Reviews Complete’
grid displays the number of submissions that have 1 Review Complete, 2 Reviews
Complete, 3 Reviews Complete, and 4+ Reviews Complete. This grid appears at the top
of the Editor Main Menu for Editors with appropriate RoleManager permission.

Some Editors would like to see all of their assignments that have NO reviews complete
included in the grid. To accomplish this a ‘0 Reviews Complete’ column has been added
to the ‘Reviews Complete’ grid.

Editor-in-Chief Main Menu

Submissions With:

‘D Reviews Complete |1 Review Complete ‘2 Reviews Camplete ‘3 Reviews Complete |4+ Reviews Complete

| 24 | 3 | 2 | 0 | 0

Search
Search Submissions | Search People

Editor To-Do’ List
fy Pending Assignments (35)
Direct-to-Editor Mew Submlssmns (m

Pl iiao Ml [ JE] PRI o Y TR O S A

TO CONFIGURE: No configuration is required to make the ‘0 Reviews Complete’
column appear if the Editor Role already has the ‘View Completed Reviews Grid in Main
Menu’ RoleManager permission enabled.

NOTE: This grid will only display submissions for which the Editor viewing the grid is
the Handling Editor. This means that if an Editor has assigned another Editor to a
submission, then that submission will not appear in the grid until the second Editor has
made a Decision. Likewise, if an Editor is being skipped in the Decision Chain, then the
submission will not appear in the grid, because the Editor’s attention is not required.
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Assignment Status Report

This report is designed to provide a journal-wide quick-glance of the status of each
submission assigned to an Editor. It provides a tool for locating submissions anywhere in
the review cycle, from the point at which an Editor is assigned, to when the Author is
notified of the decision. This will allow Editors and journal staff to identify submissions
that require some ‘prodding’ or additional action.

The report includes the following functionality:

1. Ability to send customizable Reminder Letters to Editors regarding the need for
additional Reviewer assignments (similar to existing Reminder Reports).

2. Result set includes ‘snapshot’ of all Reviewers associated with the current revision of
the submission, with color-coded review status for easy reference.

3. Action links (e.g. Invite Reviewers and Submit Editor’s Decision and Comments) are
displayed in the results onscreen, so the Editor can move a submission forward.

This report is available from the Reports Menu under the Editor Reports header (for
Editors with RoleManager permission to ‘Produce Reports’), and the Send Reminder
Letters menu under the Editor Reminder Reports header (for Editors with RoleManager
permission to ‘Send Editor Reminders’). If an Editor also has the RoleManager
permission ‘Restrict Reminder Reports to Assigned Submissions’ enabled, then the
results will be limited to that Editor’s assignments only. In addition, if an Editor is
blinded on a submission, he will not see the submission in the results.

To run this report, the user selects All Editors, a particular Editor Role, or an individual
Editor name, and can further refine the selection criteria by Article Type and/or
Section/Category.

If the user checks the box ‘Create extraction data file for download’, the results can be
automatically downloaded into Excel. This option is particularly useful, because the
Assignment Status Report shows a lot of information on screen, and the user may need to
scroll to see all of the information in the browser window. The extract file formats the
data nicely in Excel, which some users may find easier to use.

NOTE: This report automatically excludes Proposals, submissions not yet assigned to an
Editor, submissions with the Author for revision, and all submissions with a Final
Disposition.
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Assignment Status Report

Content: This report displays all submissions in the review cycle, between the time the Editor is assigned and the
Author is notified of the decision.

Please select the report parameters,

Handling Editar; | Please Choose: v

fou may further refine your result set by selecting all, or choosing one or maore values below.
On a PC, multiple values may be selected by holding down the 'Ctrl' key on your keyboard,
while using the mouse to select the desired iterms in the selection box. On a Mac, hold down
the 'Command' key while using the mouse to select the desired iterms.

Article Type: Clinical ~ || Select All
Research
Case Report Clear All
Current Concepts Review v
Section/Category: Prirner Select All
Supplement
Clear All

[ Create extraction data file for download

As mentioned previously, this report is intended to provide the ‘complete picture’ of
submissions in the review cycle. The result set may include:

e Submissions assigned to an Editor but no Reviewers have been invited or
assigned
Reviewers invited who have not yet responded
Reviewers who have agreed but not yet submitted their review
Reviewers who have completed their review
Submissions with Required Reviews Complete but Editor has not made a decision
Editor has made a decision, but Author has not yet been notified

The following action links are displayed for each submission, depending on the user’s
RoleManager permissions, and where the submission is in the review cycle:
e View Submission
Details
History
Invite Reviewers
View Reviewer and Editor Comments
Submit Editor’s Decision and Comments

The following information is displayed in the report results for each submission:
e Manuscript Number
e Article Type
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e Date MS/Revision Submitted — This is the Initial Date Submitted if it is an
original submission. If it is a revision (R1, R2, etc.), this is the date the revision
was submitted to the journal office.

e Days Under Review — This is a new calculation that indicates the total days the
submission has been under review, from the time that the first Reviewer was
invited or agreed to review, depending on the journals Reviewer Due Date
Preferences.

e Reviewer Name & Status — This column lists each Reviewer invited to review the
current version of the submission, along with the Reviewer Role. The Reviewer
Name is a hyperlink to the People Information page. It also displays the color-
coded status of each Reviewer invited to review the submission.

o Review Complete (green)

Agreed (amber)

Invited (red)

Declined (black)

Un-invited Before Agreeing (black)

Un-invited After Agreeing (black)

Terminated Before Agreeing (black)

Terminated After Agreeing (black)

o Alternate (purple)

e # Additional Reviewers Needed — This calculation identifies the number of
Reviewers that are still needed for a particular submission, based on the Required
Reviews setting in PolicyManager. Note that this calculation includes
outstanding review invitations. This means if 3 reviews are required, 1 is
complete, 1 is in progress and 1 has not yet responded to the invitation, the #
Additional Reviewers Needed would be 0. If 4 reviews are required, 1 is
complete, 1 is in progress and 1 has not yet responded to the invitation, the #
Additional Reviewers Needed = 1 and would be displayed in red text.

e # Required Reviews — This calculation identifies the number of reviews that are
required for a particular manuscript before a submission is ready for Editor
Decision. This number is configured in PolicyManager, Edit Article Type, and
can be edited on a manuscript-by-manuscript basis by the Editor who invited
Reviewers.

e # Completed Reviews — Number of reviews that have been submitted by

Reviewers.

Handling Editor

Document Status

Document Status Date

Date Last Editor Reminder Sent

# Editor Reminders Sent

O O O O o0 O O
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Assignment Status Report — Ed Editor
Content: Submissions for Ed Editor.

If you send a reminder letter, it will go to the Editor(s), not the Rewviswsrs.

This report was run Cct 21, 2004 14:43:50.

Page: 1 of 1 {85 total submissions) Display L resuls per page.
Domnload the Data File
Check Al Clear &l
Diaite: # . g . Diate Last _—
Sand . Manuscript  Article  MS/Revision L'ﬂf‘é":[ Reviewer Mama & &dditional Req:ired Completed Hggﬂ!':g Document D?Sct:al‘ltnzm Eclitor R;Ei?:'grs
minda Action = Mumber Type Submitted Raview Status P(-fl-".'-(:IH Reviews Reviews Name Status Date Reminder Sant
P Meeded Sent
r Viaw JBJS-0403-  Crginal Jun 28, 2004 14 Bon Smith 1 1 1 Ed Editor Under  Jul7, 2004 a
Submigsion 01207 Sludy iRe\.'ie;E('l Review Review
K Complele
LHistory
; Bon Jones
Detaik (Feviewsr) Aogeed
inla Mancy Filh
Badesars (Reviewsr) |mikd
S Bob Relaes
‘ard Editor {Reviewsr) Daclined
Comments Bill Third { Reviewer)
. Un-irwited Before
Submit i
Decision Agresirg
and Jane First [Reviewer]
Comments Un-inwited After
Agreeing
)
(Reviewsr]
Tarminaed Before

From the report results, the user can choose to send a reminder letter to each Handling
Editor by checking the ‘Send Reminder’ checkbox. The user can send the default letter,
or a customized letter, just like other reminder reports.

NOTE: This report sends reminder letters to the Editor, not the Reviewers.

NOTE: If one Editor is listed multiple times in the report (because he has multiple
submissions that satisfy the selection criteria), a separate reminder e-mail will be sent for
each submission selected. You will have an opportunity to customize the letter, and/or
‘Do Not Remind’, if you discover that the same Editor has been selected multiple times
(i.e. you may not want to send multiple e-mails to the same Editor).

TO CONFIGURE: You will need to create a new letter, or modify an existing letter, in
PolicyManager (Edit Letters, under the E-mail and Letter Policies section). This letter
should be assigned to the ‘Editor Reminder’ Letter Family, so that it will be included in
the letter selection dropdown list for this report.
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Increased Visibility to Reviewer Status Details

Journals have requested additional visibility to the following information, to make more
informed choices when sending Reviewer invitations, resulting in a higher likelihood of
having reviews completed in a timely manner:

Alternate Reviewer Status on Other Submissions
Unavailable Status

Declined Assignments

Un-invited Assignments

Terminated Assignments

M

Alternate Reviewer Visibility

Editors would like to know if a Reviewer is already designated as an Alternate Reviewer,
on other submissions before the Reviewer invitation is made. For example, if a potential
Reviewer candidate is an Alternate for 6 other submissions, an Editor may not want to
select this person as a (primary) Reviewer for a new submission, since it is likely that the
Reviewer will be too busy (the Reviewer might get promoted on one of the other papers).

The Select Reviewer page will now indicate that a potential Reviewer is already assigned
as an Alternate Reviewer on other submissions. This is achieved by displaying
informational red text in the Reviewer Name column on the Reviewer Selection Results
pages for all Reviewer selection modes.

Page: 1 of 1 (1 total Reviewers) Display |1EIEI 'I results per page.
Select R%\::’:M MT:LL Classifications * ;‘;ﬁf:ﬁrnﬁitta; t'IS;':::I Invitation Statistics
7 Kevin M. Wes 2 Class matches with Reviews in Progress: 1] Outstanding Invitations
% MS Completed Reviews: 0 Agreed:
(Reviewer] / *1.000 PRARMACOLOGY yy jnvited After Agreeing: 0 Declined:
Alternate T1.080  Antivirals Terminated After Agreeing: 0 Un-invited:
Reviewer fU_f 1 . Last Review Agreed: - Terminated:
other submission Last Review Completed: - Total Invitations:
| act Powicw Narlinad-

Unavailable Status

Reviewers can declare themselves ‘unavailable’, by entering Unavailable Dates on the
Update My Information page, or the journal office can enter Unavailable Dates for users
in Search People.

Editors would like to know if a Reviewer has entered Unavailable Dates before they
attempt to invite the person. This is achieved by displaying informational red text in the
Reviewer Name column on the Select Reviewer page for all Reviewer selection modes.
This text is for informational purposes only (i.e. the person can still be invited to review
even if they are ‘unavailable’).
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Additionally, if a person is unavailable, a link labeled “Unavailable” will appear in the
Reviewer Name column. Clicking the Unavailable link opens a window that displays the
start and end dates of unavailability, as well as the Unavailable Reason, if the Reviewer
entered one.

FEEE. LW LULED REVIEWERDS) |_J|5p|ay| ILILI_" results F]Er page_
select Reviewer Board Classifications * ation Statis
Name Member R
- Bo ¥es 2 Class matches wit Unavailable Reason ng Invitatic
Revigwer MS
WD *1.000 PHARMACOL|  Start Date End Date Reason
(Reviewer) *2,000 OPTICS . :
0 Jun 16 2005 12:00A0 Jul 31 2005 12:00AM Grant proposal d:
Alternate ed:
Revigwer Arerores
far 1 other Cloge | tations:
submission
Unawailable
[

Declined Reviewer Assignments

Editors would like additional visibility to ‘Declined’ review invitations, and the reason
the Reviewer declined. These criteria may be justification for a Reviewer’s removal from
the Editorial Board, or removal from a journal’s Reviewer pool.

Visibility to declined invitations is increased with a new line item (‘Last Review
Declined’) on the Reviewer Statistics grid on the Select Reviewer page for all Reviewer
selection modes. This is the most recent date the person declined a review invitation for
any submission.

Fage: 1 of 1 (1 total Reviewers) D|5p|ay|1DD 'I results per page.
Select FleN\rau:nv:er Mi'::{;ir Classifications * ;3‘:::;:'3':“?;1??;:3 Invitation Stz
[T Jane First, Mo 1 Class match with MS  Reviews in Progress: 0 Outstanding Invit
% . *1.000 PHARMACOLOGY Completed Reviews: 19 Agreed:
(Reviewer) Un-invited After Agreeing: 00 Declined:
Reviewer Terminated After Agreeing: O Un-invited:
Declined Last Review Agreed: Jul 92003 11:57AM  Terminated:
Last Review Completed: Jul 32003 12:00PM  Total Invitations:
Last Review Declined: Jun 15 2005 2:105M
Avy Days Outstanding: 41
Manuscript Rating: B2 4
Reviewer Rating: a0.5

Additionally, the ‘Reviewer Declined’ text on the Reviewer Selection Results pages is a
hyperlink to the Reason for Decline (if a reason was entered).
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- Reviewer Board : .
select e Member Reason for Decline atis
Jane First Mo 1 Cla i
= EhD 100 I'm presently on vacation (my first in 9 maonths) and am =
(Revigwer) ' unable to review this manuscript promptly. | don't have easy
access to the internet until my return in 2 weeks and would
Reviewer therefore appreciate it if you could send it to someone else.
Declined Il be mare than glad to do others upon my return.
Cloge |
I |
WraNUSCITPT Ratng: T3
Reviewer Ratiny: 80.5

People Notes:

A list of all review invitations Declined by a Reviewer can be found on the People
Information page (accessed by clicking on the Reviewer’s name).

Declined Reviews
‘ MS Humber ‘ Date Invited ‘ Date Declined | Action

Reviewer Declined
Wiew Submission
Details

History

DEMOZ20 Jun 13 2002 10:03P M Feb 10 2003 Z:40FPM

Reviewer Declined
Wiew Submission
Details
History

DEMO330R1 Jun 15 2005 2:08AM Jun 15 2005 2:10450

Reviewer Declined
[ .l __.. Ll ___.. Wiew Shmissinn

Any Reviewers who declined to review are also listed on the Manuscript Details page,
along with the Date Declined.

Un-invited Reviewer Assignments

Editors would like additional visibility to assignments where the Reviewer was ‘Un-
invited’. In particular, it is helpful to know whether a Reviewer was un-invited before or
after agreeing to review. It is also helpful to know the total number of the invitations
from which a person has been un-invited historically, as this may be an indication that the
person is not a suitable Reviewer for the journal.

Visibility to Un-invited Reviews is increased by adding two new line items on the
Reviewer Selection Results page. ‘Un-invited After Agreeing’ is the number of times the
Reviewer has ever been un-invited AFTER agreeing to review. This is displayed in the
‘Reviewer Statistics (Agreed Invitations)’ column. ‘Un-invited’ (displayed in the
‘Invitation Statistics’ column) is the total number of times a Reviewer has ever been un-
invited BEFORE agreeing to review.
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Reviewer Board Reviewer Statistics

Name Member Classifications * (Agreed Invitations) Invitation Statistics
dane First, Mo 1 Class match with MS  Reviews in Progress: 0 Outstanding Invitations: D
% . *1.000 PHARMACOLOGY Completed Reviews: 19 Agreed: 19

(Reviewer) Un-invited After Agreeing: 0O Declined: 4
Reviewsr Terminated After Agreeing: 0 Un-invited: 3
Declined Last Review Agreed: Jul @ 2003 11:57AM  Terminated: 6

Last Review Completed: Jul 8 2003 12:00PM  Total Invitations: 32
Last Review Declined: Jun 15 2005 9:10AM

Avyg Days Outstanding: 41

Manuscript Rating: B2.4

Reviewer Rating: s0.5

People Notes:

Additionally, two new sections (‘Un-invited at Invitation’ and ‘Un-invited after Agreeing
to Review’) are added to the People Information page (accessed by clicking on the
Reviewer’s name), which lists every assignment from which the Reviewer has ever been
un-invited.

Un-invited Before Agreeing to Review
‘ M5 Number | Date Invited Date Un-invited Action

“iew Submission
DEMO3M Feb 11 2003 3:43PM Feb 13 2003 2:004M Details

History

Wiew Submission
DEMC4aT har 13 2003 2:0040 har 15 2003 1:564R Details

History

“iew Submission
DEMO473 May 4 2003 11:11AM May 4 2003 11.26AM Details B

History

Un-invited After Agreeing to Review

MS Humber Date Invited Date Un-invited Action
Wiew Subrmission
DEMO-D-03-00011 Mar 11 2003 4:09F 1 Mar 20 2003 3:06PM Cetails B
Histary

Un-invited Reviewers (before and after agreeing to review) are also added to the
Manuscript Details page.

Name: \ Benjamin Alman, M.D. (Reviewer) [Proxy
Review Status:

Un-invited Befare Agreeing to Review

Date Un-invited: Moy 03, 2003

Name: Peter G. Trafton, M.D. (Reviewer] [Pr

Review Status: Un-invited After Agreeing to Review

Date Un-invited: Sep 08, 2005

ALTERNATE REVIEWERS Taw
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Terminated Reviewer Assignments

Editors would like additional visibility to assignments where the Reviewer was
‘Terminated’. In particular, it is helpful to know whether a Reviewer was terminated
before or after agreeing to review.

Visibility to Terminated Reviews is increased by adding two new line items on the
Reviewer Selection Results page. ‘Terminated After Agreeing’ is the number of times
the Reviewer has ever been terminated AFTER agreeing to review. This is displayed in
the ‘Reviewer Statistics (Agreed Invitations)’ column. ‘Terminated’ (displayed in the
‘Invitation Statistics’ column) is the total number of times a Reviewer has been
terminated BEFORE agreeing to review.

;r::::er Mi':::lrir Classifications * &;‘:L?;ﬁ:ﬁittztt'is::; Invitation Statistics
rew Mo 3 Class matches with  Reviews in Progress: 0 Outstanding Invitations:
lu_r bD MS Completed Reviews: 11 Agreed:
aviewer) 7 1.000 PRARMACOLOGY yp invited After Agreeing: 0 Declined:
e B Terminated After Agreeing: 2 Un-invited:
plete iz Etif;liagls(;mn Last Review Agreed: Aug ¥ 2003 11:584AM  Terminated:

Last Review Completed: Oct 132003 1:25PW  Total Invitations:

Last Review Declined: Dec 3 2003 10:20Ak

Avy Days Outstanding: 41

Manuscript Rating: 7228

Reviewer Ratinu: 100

Additionally, two new sections (‘Terminated at Invitation’ and ‘Terminated after
Agreeing to Review’) are added to the People Information page (accessed by clicking on
the Reviewer’s name).

Terminated Before Agreeing to Review

‘ MS Number | Date Invited Date Terminated Action

YWiew Subrnission
DEMC-D-03-000580 Jun 26 2003 3:09P M Jun 26 2003 3:19PM Details

History

Wiew Subrnission
DEMO-D-03-00053 Jun 27 2003 1027 AM Jun 27 2003 10:384M Details

History

YWiew Subrmission
DEMOZE9 Sep 18 2002 F:47PM Sep 27 2002 9:03AM Details

Histary

Terminated After Agreeing to Review

MS Humber Date Invited Date Terminated Action

Yiew Submission
DEMOZ7 5 Apr 19 2002 2:06PM Feb 11 2003 12:27Ph Details

Histary

Yiew Subrnission
DEMC4a0R Mar 11 2003 4: 110 har 26 2003 1:34F M Details

History
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Also, Terminated Reviewers are displayed as ‘Terminated at Invitation’ or ‘Terminated
After Agreeing to Review’ on the Manuscript Details page.

Name: Gary 3. Gruen, M.0O. (Reviewer] [Proxy

Review Status: Reviewer Declined

Name: Daonald C. Jones, M.D. (Reviewer) [Proxy

Review Status: Reviewer Declined

NmN Faul D. Triffitt, M.A M.D., FRCS (Reviewer) [Proxy

Review Status: Terminated Before Agresing to Review

Date Terminated: Sep 08, 2005

Name: Stephen B. Trippel, M.D. (Reviewer) %

Review Status: Terminated After Agreeing to Review

Date Terminated: Sep 03, 2005
Confidential — Subject to change — Copyright © 2005, Aries Systems Corporation < Ed Itorl a I
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General Improvements to Reviewer Information

In addition to the increased visibility to Reviewer status details discussed previously,
general aesthetic enhancements have also been made to all pages that display Reviewer
information and statistics. These improvements provide a more consistent view of
Reviewer information, with uniform of color themes and descriptions carried throughout
the system.

Reviewer Selection Summary Enhancements
This page is enhanced to reflect the new Review Status Terms, which are consistent with
other pages where review information is displayed in the system.
e Review Complete (green)
e Agreed to Review (amber)
e Reviewer Invited (red)
Reviewer Declined (black)
Un-invited Before Agreeing to Review (black)
Un-invited After Agreeing to Review (black)
Terminated Before Agreeing to Review (black)
Terminated After Agreeing to Review (black)

[Reviewer Selection Summary - Submission D-03-01202
"Activity level and polyethylene wear in young patients”

Manuscript Details

Thiz Submizsion wil move to the 'Submissions with Required Reviews Complete’ folder as zoon as 0 [Change] reviewls) have be
completed,

Automatically un-invite Reviesvers who do not respond swithin & [Change] day(s). Set this number to 0o tumn off the automstic ur
invitstion process for this submission.

Invited Reviewers

| Search for Rewviewers

j from | j

j | Search for Reviewers
maode

Search My Journal

Search Anather Journal |

Rai D Rao, MD (Revievwer) Review Complete

Allan Gross, M.D FRCSC (Rewiewetr) Agresdto Beview Un-invite
Richard E. Grart, M.D. (Reviewer) Feviewer Invited Un-invite

David ©. Markel, M.D. (Reviewer)
Seth 5. Leopold, .0 (Reviewer)

Reviewer Declined
Un-invited Before Sgreeing to Review

Stuart & Green, M.D. (Reviewer)

Henry Jones (Reviewsr)
Sarah Parker [Reviewer)

Un-invited After Agreeing to Rewview
Terminsted Before Agreeing to Reviews
Terminated After Agreeing to Review

Select Reviewer Page Enhancements

In addition to the new Reviewer information discussed previously, new calculations and
clarification of terminology have been implemented to make the Select Reviewer page
more comprehensive.

e The Reviewer statistics are shown in two separate columns: ‘Reviewer Statistics

(Agreed Invitations)’ and ‘Invitation Statistics’.
( Edltorlal
5 Manager
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e ‘Pending Reviews’ is changed to ‘Reviews in Progress’. This calculation includes
outstanding review invitations, as well as any reviews currently being worked on
(Reviewer has agreed to review).

e ‘Not Responded Yet’ is changed to ‘Outstanding Invitations’, and is moved to the
top of the new Invitation Statistics column.

e Total Invitations — the sum of Agreed + Declined + Un-invited + Terminated

e Completed Reviews —the total number of reviews the person has ever submitted to
the journal office.

e To maximize use of space on the page, ‘Manuscript Rating’ and ‘Reviewer
Rating” are moved to the ‘Reviewer Statistics (Agreed Invitations)’ column.

Reviewer Board . Reviewer Statistics i .
Select ‘ Classification o Invitation Statistics
Name Member {Agreed Invitations)
[J Henry G. Trafton fes - natgbles Reviews in Progress: 2 Qutstanding Invitations4
rl with MS

MD.  (Reviewe Completed Reviews: 5 Agreed: 10
Un-invited After Agreeing: 2 Declined: 1
Terminated After Agreeing: 1 Un-invited: 0
Last Review Agreed: MWay 11,2004 Terminated:
Last Review Completed: Way 11,2004  Total Invitations: "
Last Review Declined: Sep 09, 2002
Avg Days Outstanding: 76
Manuscript Rating: a0
Reviewer Rating: 87 .67

People Notes:

(" indicates match between Reviewer and Manuscript Classifications)
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People Information Enhancements
In addition to the new Reviewer information discussed previously, the following
information has been carried through to the People Information page.

e ‘Pending Reviews’ is changed to ‘Reviews in Progress’. This calculation includes
outstanding review invitations, as well as any reviews currently being worked on
(Reviewer has agreed to review).

e New ‘Total Completed Reviews’ column

e C(larified ‘Pending Reviews’ header to ‘Reviews in Progress and Outstanding

. . N
Invitations’.
Current Review Statistics /
Date Last Agreed Reviews in Progress Outstanding Invitations
day 11, 2004 2 a

Historical Invitation Statistics

Total Agreedto Declined to Un-invited Before Agreeing to Terminated Before Agreeing to
Invitations Review Review Review Review
11 10 1 u} u]
Historical Reviewer Performance Summary
Total Completed Submitted on Submitted Un-invited After Terminated After Agreeing Date Last Review
Reviews Time Late Agreeing to Review to Review Completed
s 1 4 2 1 Mlzy 11, 2004

Historical Averages
Days to Respond to Invitation | Days to Complete Review | Days Late | #of Reminders | Manuscript Bating | Reviewer Rating
2 T3 a1 1 a0 a7 67

Recommendation Summary

Ax 1
B: u}
Loe u]
C+: 4
Did not review: 0 /
TR n

Reviews in Progress and Outstanding Invitations

Last

MS Date Date Drate Elapsedd Days Remind Zof Handdling Action
Humber Invited Agreed Due Davs Late Date Reminders Edlitor
JBJS-D-03- [ May 11, May 11, | Junos, - 450 0 ﬁ:g:man ;;;"nssuw
01155 2004 2004 2004 ! e
I Cr. History
JBUSD0E- [Mayi1,  [May 11, | Junos, - 450 0 ﬁ:g:man giggfum'“m
01186 2004 2004 2004 ! e
i Cr. History
Completed Reviews
Date Date Date Days Zof . MS Reviewer -
M5 Humber Invited |Agreed Completed | Late | Reminders Recommendation Rating Rating Action
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Modifications to Reviewer Performance Report

The Reviewer Performance Report generates Reviewer performance statistics for all
submissions and revisions received by the journal office during the specified time period.

In the current implementation of the system (pre-4.0), the date ranges are limited to
predefined time periods (Last Month, Last Quarter, Last Year, Current Month, Current
Year and All Dates). Also, the Reviewer Performance Report does NOT currently
display statistics if the Reviewer declined to review, was terminated, or was not invited to

review during the time period.

The Reviewer Performance Report is modified to include the following enhancements:

Custom Date Option: The user can enter any date range on the Selection Criteria page.

about each Reviewer.

Reviewer Performance Report

Content: Summary of Reviewer activity for all submissions received by the journal office during the selected time
period. Detailed performance statistics are provided for each Reviewer, along with a link to more detailed infarmation

Please choose a time period. You may further refine your criteria by choosing the options below.

\ % Choose Fixed Date Range:

) Enter Customized Date Range {mm/ddfyyyy):
End Date: I e

IAII Dates 'I
Start Date: I e

|»

Article Type and Section/Category: Criteria can be refined with selection of Article

Type(s) and/or Section/Categories.

Reviewer Role:

Article Type:

Reviewer
Binstat Reviewer

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

Select All

Clear All

Original Study
Editarial

Perspective

Rapid Communication

Section/Categary:

December Supplement (hidden)
Frimer

January Supplement

Mo Section Assigned
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Display ALL Reviewers: A new checkbox option to ‘Display All Reviewers in the
system’ even if they were not invited to review a submission during the specified time
period.

I | List Board Members first

[T Include Reviewer and Manuscript Ratings in result
set

[T Create Extraction file for download

[T Include Reviewer's clagsifications in download
file

W Exclude Inactivated Reviewers

[T Display All Reviewers in the system (even if they
were not invited to review any submissions received by
the journal in the specified time period)

Declines, Termination, and Un-invited Reviewer Visibility: Reviewers with any sort
of activity (including declined reviews, terminated reviews and un-invited reviews) will
be included in the results for submissions received by the journal office during the
specified time period. Also, the Reviewer Performance Report results will include more
detailed breakdown of terminations and un-invitations (e.g. whether the person was un-
invited or terminated before or after agreeing to review).

The columns displayed in the report results are consistent with the elements displayed on
the Select Reviewers pages, People Information, and Manuscript Details.

Fevtems e wnitted  Tenminated vy Days  Aug Days  Submitied Uhivaitedl  Tenmd

Pewle wel Board n Total  Oulstanding Betone Before [ e O Gubmimted AvgDaos  Abel A
Natmie Hale Membar Progiess Iwiatiens  invitatlons  Ageed Decined Agresing  Agesimg  Pespond Complate  Time Lite Late  Ageesing  Apia
Thioenas Fifin, WD Ao Yt 1 ® i 73 i1 ] 3 i o P 11

Fober

Lt Eighit P o | [ 4 1 [ ( ] 3 i M

Viliar Thid, Pl S Mo | 1] [ 10 i i 2 a . a 1 " )
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PolicyManager and RoleManager Menu Restructuring

In the current implementation of Editorial Manager (pre-4.0), the list of items in
PolicyManager and Editor RoleManager is becoming prohibitively lengthy. This is
cumbersome for existing users as they ‘hunt’ to locate the appropriate item on the page.
This also creates a subtle confusion and discomfort for new users who are configuring
Editorial Manager for their journal.

Editor RoleManager and PolicyManager menus have been restructured by grouping items
into logical categories, or ‘headers’, so that users can more easily locate the appropriate
permissions/functions on the page. Each header is initially displayed ‘collapsed’ (i.e. the
contents within the category are not shown). The user can expand or collapse each list by
clicking on a ‘+’ or ‘- icon next to each header.

For consistency purposes, Reviewer RoleManager and Publisher RoleManager are also
updated to utilize the new collapse/expand functionality.
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New Merge Fields

Two new merge fields that can be used in Letters have been added to EM.

%DECISION LETTER%. Inserts the Author Notification Letter (Decision Letter) into
the Reviewer Notification Letter. This merge field % DECISION LETTER% pulls in the
blinded or unblinded version of the Author Notification Letter, depending on the
permission of the Reviewer recipient in Reviewer RoleManager.

%EDITOR_DEEP LINK%. This merge field can be inserted into any Editor letter that
is associated with a manuscript. When an Editor receives an e-mail with this merge field,
the merge field will display as a link. When this Deep Link is clicked from the e-mail,
the Editor will be logged into EM and brought directly to the submission record in the
Search Submissions interface. All of the Action links that the Editor is allowed to access
will be available (based on RoleManager settings and on appropriate actions based on
where the submission is in the system (same as Search Submissions)).

The following Merge Fields can be used when setting up a Search Strategy for searching
in a third party bibliographic database (like PubMed) or third party search site (like
Google).

e %COAUTHOR NAMES% - Inserts the names of all Authors using a first initial
and a last name separated by a space (e.g., R Wynne T Alves S Lavelle). This
will include the Corresponding Author. This merge field is not available for use
in Letters.

e %CORRAUTHOR WITH FIRST INITIAL% - Inserts the Corresponding
Author name with the first initial (e.g., R Wynne). This merge field is not
available for use in Letters.

e %MS CLASS SEARCH% - Inserts a list of the Classifications assigned to the
manuscript. Multiple terms are separated by spaces. This is a separate merge
field than the one used for Letters (%MS_CLASS%). This merge field is not
available for use in Letters.

e %KEYWORDS SEARCHY% - Inserts a list of the Keywords assigned to the
manuscript. Multiple terms are separated by spaces. This is a separate merge
field than the one used for Letters (%KEYWORDS%). This merge field is not
available for use in Letters.

NOTE: The following Merge Fields can be used in both Letters and in Search Strategies
(these Merge Fields are not new in v.4.0).

o %ARTICLE TITLE% - Inserts the title of the manuscript.

e %ABSTRACT% - Inserts the Abstract entered by the Author.

e %CORRAUTHORY% - Inserts the name of the Corresponding Author (title, first,
middle, last).

e %CORRAUTHOR INST% - Inserts the name of the institution of the
Corresponding Author.
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Preprint Manager

Preprint Manager is a companion product to Editorial Manager and is designed to handle
journal processes that relate to production and distribution of the manuscript rather than
peer review.

Traditionally, manuscript production tracking and distribution tasks have taken place
downstream from peer review. While this made sense in paper-based systems, the advent
of electronic manuscript submission and peer review has enabled selected production and
distribution tasks to take place in parallel to traditional print workflows.

For example, some journals may wish to offer Web access to newly accepted manuscripts
immediately following acceptance in the Editorial Manager environment, rather than
waiting for completion of the traditional print production cycle. Preprint Manager offers
a way for online subscribers to view and download PDFs of accepted manuscripts prior to
print publication.

Existing Preprint Manager features include:

WebFirst: “WebFirst”, enables the journal to publish an accepted manuscript online
prior to the hard-copy publication. The online full-text PDF can be viewed from within
EM or from a link on the journal’s non-EM web site. The PDF can be configured to be a
free download, or a pay-per-view download.

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

Author Supplementary Materials like video and audio: Preprint Manager allows
Authors to submit audio, video, movie and other files that are not possible to build into a
PDF format. These files will be accessible via a link in the PDF, similar to the
‘download high-resolution image’ link that exists in the current version of EM.

Reviewer Supplementary Materials (Reviewer Attachments): Reviewers may want
to upload files as part of a review. These files might be images, related materials, or an
annotated manuscript.

TO CONFIGURE PREPRINT MANAGER: A publisher or individual journal can license
the entire Preprint Manager product, or license individual components of Preprint
Manager. If Editorial Manager is provided to you by your publisher, please contact your
publisher concerning Preprint Manager. If you have licensed Editorial Manager directly
from Aries Systems, please contact your Account Coordinator.
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Reference Checking and Linking

Reference Linking and Reference Cleanup is offered as part of the Preprint Manager suite
of products. The first Reference Linking and Cleanup tool to be available is Inera
Incorporated’s eXtyles Reference Linking and Reference Cleanup.

Reference Linking will facilitate editorial and peer review of submitted articles by
allowing faster review of cited literature. Hyperlinks to PubMed and/or CrossRef will be
generated for each reference citation in the Author’s submission file. The hyperlinks are
accessible within the system, on the ‘Reference Checking Results’ page for each
submission.

Reference checking is done for journal citations. If the journal citation has a PubMed or CrossRef link, it has been validated. If Mot
Checked' is displayed, the citation is not a journal citation and has not been reference checked. If Mot Validated' is displayed, the

Journal citation could not be validated.
Close |

‘ Summarized Results for. Download File |

[Total Citations 20
| validated and Linked 20
| Mot Checked o
[ Mot validated [0
R Citation | Validation PubMed CrossRef
1. Macartney FJ, Miller GA. Congenital absence of the .
1 pulmanary valve. Br Heart J. 1970,32:453-490. Validated Bubhed
2. Lakier JB, Stanger P, Heymann WA, Hoffrman JI, Rudolph
2 AM. Tetralogy of Fallot with absent pulmonary valve. Matural “alidated Publed

history and hemodynaric considerations. Circulation,
1974;50:167-174.

3. Miller RA, Lew b, Paul MH. Congenital absence of the
3 pulmanary valve. The clinical syndrorme of tetralogy of Fallot Walidated Bubtied
with pulmonary regurgitation. Circulation. 1962,26:266-278.

4. Mignosa C, Wilson DG, Wood A, Kirk CR, Musumeci F.

fhoant nulrnnare walea cwndrearno with intarrntad andtiec arch “lalidatard Euhbkdad "roccBaf -1

The Reference Checking Results page is accessed via an Action link labeled ‘View
Reference Checking Results’.

Fage: 1 of 1 {1 total submissions) Display |1D YI results per page.

Title Date Submi< .«on Began Status Date Current Status
Action A AV AV AV AV

View Subrission

Edit Subrnission

Similar Articles in MEDLIME
Approve Submission

Remove Submission

Seatrch in Pubrned This = 15 cool  Aug 12 2005 11:124M Sep 7 2005 11:03AM  MNeeds Approval
Google Scholar

Highwire - Title Search

Wiew drtwork Quality Results
Wiew Reference Checking Results
Send E-mail
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The Reference Checking Results page is also accessed via a link in the manuscript PDF
labeled ‘Click Here to View Linked References’.

E File Edit Document Tool: View Window Help ===l
= .Y MRS IA]
(@l - ® EOE D -

T Thurnbnail +

- * Manuscript
Click hare to download Manuscript: eclc  Click here to view linked references

Bookmarks

Thumbnails N

Comments

Reference Cleanup will provide Editors with reference lists that have automatically been
‘cleaned up’ (formatted to a specific style) by eXtyles, allowing Editors to reduce copy
editing time and produce more accurate references in the published article. A ‘cleaned
up’ Word file will be available for download from the system. The ‘cleaned up’ file
contains the reformatted citations, as well as hyperlinks to PubMed and CrossRef for
each citation that could be matched on those services.

A ‘marked up’ Word file is also available for download. The ‘marked up’ file includes
everything in the ‘cleaned up’ file as well as color-coding delineating different parts of
each citation, and Word comments. The ‘cleaned up’ and ‘marked up’ files are available
for download on the Reference Checking Results page, during the Edit Submission
process, and on the Transmittal Form.

NOTE: The ‘cleaned up’ and ‘marked up’ files are also available to the Author during
the ‘Submit Revision’ process (if the Author has permission to view them).

Rules for submission: Authors must submit their references in a Word-readable file,
with a paragraph heading indicating the reference section (using a heading such as
‘References’ or ‘Bibliography’). The reference list can be part of the main manuscript file
or a separate file. The submission files must be configured to go through the Reference
Checking process (in PolicyManager — see “To Configure Submission Items” below).

PDFS: The PDFs created from the submission file will include the original source file,
with a hyperlink to an Editorial Manager page containing linked results from the
Reference Linking or Reference Cleanup tool (as shown above). The text of the link is
‘Click here to view linked references’. If results are not yet available, the linked html
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page displays an informational message that testing is in progress. If results are available,
the results are displayed on the page.

Edit Submission: If Reference Cleanup is being used, the cleaned up file may be used as
a replacement for the original file when the PDF is rebuilt by an Editor, via a checkbox
selected by the Editor during the Edit Submission process. The journal may designate
whether or not the cleaned up file is automatically substituted for the original source file
when an Author submits a revision.

Summary Following Attach Files

NEW SUBMISSION

Frequently ssked Cuestions Listed belm:\l is the summary of the number of items to be delivered oqline and the
number of iters to be delivered offline. Reguired Items are marked with *,

| loniineloffline | l0nlinc|Offlinc]
0

Author Agreement u] Cover Letter u]

v |Enljer Title

v |Select Article Type

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

Figure
Table

1] * Manuscript 1 0

|Select Secton/Category

1] Compressed File {.zip, .tar.gz) 1] 0

a
z
1]
a

|Submit Abstract

|Enljer Keywords

[Tl Build POF with Cleaned-up Refersnces
|Select Classifications

1/|Addi|ional Information Build POF for ry Approval

|Enljer Co nts

Transmittal Form: If Reference Cleanup is being used, the cleaned up and marked up
files are available for download from the Transmittal Form. The cleaned up and/or
marked up files may be transmitted along with, or as a replacement for, the original
source file.

Transmittal Form for TONYTEST40-5-05-00007

Transmit to production system by clicking the 'Release to Praduction’ button.

Source Files

. Substitute
Original Item Include Item
Item Item File Last Actions Artwork Item in Artwork
Type Description Name Modified Quality'Reference  Publisher N
A Quality
Check Results Zip File
Results
FDF FDF Sy AR v A&,
Figure Manuscript  skull.aif Jun 7 2001 Download Original tem Pass with
B 44PM ltem Metadata Warning [View] [l TAA,
Lpload Substitute ltem E
Figure Figure Graph.tif Jun 7 2001 Download Original tem Pass with
3:30PM ltem Metadata ey (R [l MAA,
Upload Substitute tem aming Lo
Manuscript * JTCWS Absent Sep?  Download Original tem Tested
Manuscript  Pulmonary “alve 2005 = NAA

Syndrome.doc 110240

Download Cleaned-up

ltem o
Download Marked-up =

lterm
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Error Handling: If a file fails to undergo Reference Checking an error message will
appear in the PDF, when the ‘Click Here to View Linked References’ link is clicked.

E& Adobe Acrobat - [AMYTEST40-5-05-00382[1].fdf]

Manuscript
Click here to download Manuscript: Bibliography850ref.doc

1. Acland RH, Anthony A, Ingls GS, Walton DI, Xiong X Methylprednisolone
in acute spinal cord mjury. N Z Med 1 114:99. 2001

2, Aebr M, Zuber K. Marches: I Treatment of cervical spine imjuries with antefll
plating. Spine. 16{Suppl 3):838-545, 1991,

- [AMYTEST40-5-05-00382[1].fdf]

http:/ftestweb.editorialmanager.com/am ytestd0 view RCResults.aspx.. 3&rev=04& filelD=10076&msid={ IBETRC69- A B20-448D- 804 E-3E2B9TACBATR

Submission AMYTEST40-S-05-0038Z
"850 List of references”

The designated file could not be processed for Reference Checking.

The Transmittal From will also display an error status for any file that has failed to go
through Reference Checking. The error status can be found in the column labeled
‘Original Item Artwork Quality/Reference Checking Results’.

Source Files

Inelud <ut
Substitute Item

Original tem

Item Item File Last . . Incl .I
Type Description Name Modified Actions Anwnrgh%t::ilgx‘;?tf:rence tﬁ;nmlirt;al Itemin  Artwork Quality
1 Transmittal Results
PDF POF wiew [ v MAA, IS
Manuscript Manuscript  Bibliography850ref doc Oct 24 2005 Download Original e Error WA B
11:39:46
Figure Figure Walking_Man_|l.jpg Oct 24 2005 Download Original tem
12:05:48 Hitem Matadata Fass with Warning  [view HEA, TR

Upload Substitute lterm

Submission Metadata

Include metadata in release to production

TO CONFIGURE REFERENCE CHECKING IN POLICYMANAGER: Click the
‘Configure Reference Checking’ link in the Preprint Manager section of PolicyManager.
The journal can then identify whether the submission references should be linked to
PubMed and/or CrossRef, specify the workflow points which will trigger Reference
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Checking, select whether the Author can carry forward the source file at time of
Revision, and enter customized instructions and comment text.

@Configure Reference Checking
(powered by eXtyles %)

Configure one or more Reference Linking methods and the workflow points that will trigger
Reference Checking. Add any instructions and text you would like to display on the results
page. Submit this page, then click the 'Edit Submission Item Types' link to select at least
one Submission Item for Reference Checking.

Cancel Submif]

Select the method(s) for Reference Linking:

[ Use PubMed ID

Display error messages on results page

|:| Use CrossRef DOI

Select the workflow points that will trigger Reference Checking:

Original PDF Building by Author

Original PDF Building by Editor

Revised PDF Building by Author

Revised PDF Building by Editor

Author Notified of Editor Decision in the 'Accept’
Decision Family

Author Notified of Editor Decision in the 'Revise'
Decision Family

o ojopoo

Select whether the Author can carry forward the source file at time of Revision:
(If you select "Source file cannot be carried forward", the Author must download or view the results and
upload a corrected file. If results are not yet available, or Reference Checking has not yet been
triggered, the Author can carry forward the source file by default).
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EEl | Source file can be carried forward during Revision

r

Automatically replace original file with cleaned-up

file.

EX | Source file cannot be carried forward during Revision

Customize Instructions Displayed on the Reference Checking Results Page

To Authors:

soft
Line Wrap: -|_ Insert Special Character

Instructions to Authors:Reference checking is done for journal citati

Lot o

View Default Instructions Revert to Default Instructions

To Reviewers:

O .
Line Wrap: Insert Special Character

Instructions to Review ers:Reference checking is done for journal ci

Lot o

View Default Instructions Revert to Default Instructions
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To Editors and Publishers:

. soft I: .
Line Wrap: Insert Special Character

Instructions to Editors and Publishers:Reference checking is done f'

Lot o

View Default Instructions Revert to Default Instructions

Enter comment text displayed to Authors, next to specific citations which could not be
validated.

Insert Special Character

Maximum 100 characters

Cancel Submit

Confidential — Subject to ch —-C ight © 2005, Aries Syst Ci ti
NOT FOR USE OUTSIDE OF ARIES . 118 DRI TOTporHon @Edltorlq [
66 anager



TO CONFIGURE SUBMISSION ITEMS: A submission item is sent through the
Reference Checking process only if it is configured to do so. This choice is made on the
‘Edit Master Submission Items’ page in PolicyManager (reached via the Edit Submission
Items link under the ‘Submission Items’ section of PolicyManager).

To configure an existing submission item for Reference Checking, the journal should
click the Edit link next to the item. To configure a new item for Reference Checking, the
journal should enter the appropriate information and click the ‘Add New Item Type’
button. The journal should then check off the box ‘Include this Item Type for Reference
Checking’.

There are two additional settings that can be enabled ‘This Item Type will contain

multiple citations inside a single reference’ and ‘This Item Type will contain reference

annotations’.

The checkbox labeled ‘This Item Type will contain multiple citations inside a single

reference’ should be enabled if your journal regularly receives references that contain

more than one citation for each reference. For example, reference number 1 has citation

‘a’, ‘b’ and ‘¢’ as follows:

[1] (a) T.A. Alves, C. Webber, J. Chem.. 1999, 923. (b) T.A. Alves, S. Lavelle, The
Chem. J. 2003, 67, 3456. (c) R.X. Wynne, B. Fore, R.U. Awayque, Chem. Today

2001, 3765.

NOTE: This is most commonly found in Chemistry journals.

The checkbox labeled “This Item Type will contain reference annotations’ should be

enabled if your journal regularly receives references that contain text that is not strictly

citation information. For example, descriptive text explaining why the reference is

relevant as follows:

1. Alves AP, Webber CJ, Lavelle S, Wynne R: Identification of proteins combined by
polyacrylamide gel electromyosis. Anal Physics 2005, 69:250-259.

The authors describe a strategy for analysis of in-gel digestion. Phosphopeptmyosis were

identified by mass treatment with alkaline mapping.
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Edit Submission Iltem Type

Insert Special Character

I Manuscript (incl. title, auth, corr.auth., demographics, references, legend, tables, references)

Item Type:
Maximum 256 characters
_ | Default j
Iltem Type Family:
PDF Handling:
Create Link for Image Files only (TIF, GIF, JPEG, JPG, PICT, EPS, PS, BMP, PSD, WPG, PNG) j

Important Note: If 'Build Hyperlink

ot Displayed in PDF)' is selected, there
is no restriction on th h

ed file's extension or content. All uploa re checked for viruses.

.

Include this Item Type for Reference Checking
This Item Type will contain multiple citations inside a single reference.

This Item Type will contain reference annotations.
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TO CONFIGURE ROLEMANAGER: For Authors: A ‘View Reference Checking
Results’ link may be displayed in the following Author folders: ‘Submissions Waiting for
Approval’, ‘Revisions Waiting for Approval’, and ‘Submissions Being Processed’. In
order to see this link, the Author must have the permission ‘View Reference Checking
Results’ enabled (under the ‘Preprint Manager section of RoleManager).

For Editors: A View Reference Checking Results link may be displayed in the following
Editor folders: ‘Search Submissions’, ‘New Submissions Requiring Assignment’,
‘Revised Submissions Requiring Assignment’, ‘Direct-to-Editor New Submissions’,
‘Direct-to-Editor Revised Submissions’, ‘Submissions Needing Editor’s Approval’ and
‘Manuscript Details’. In order to see this link, the Editor must have the permission ‘View
Reference Checking Results’ enabled (under the ‘Preprint Manager’ section of
RoleManager).

For Reviewers: A View Linked Results link may be displayed in the Reviewer folder
‘Pending Assignments’. In order to see this link, the Reviewer must have the permission
‘View Reference Checking Results’ enabled (under the ‘Preprint Manager’ section of
RoleManager).

For Publishers: A View Reference Checking Results link may be displayed in Publisher
folder ‘Accepted Submissions’. In order to see this link, the Publisher must have the
permission ‘View Reference Checking Results’ enabled (under the ‘Preprint Manager’
section of RoleManager).
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