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Agenda
• Article Type restrictions from new to revised submission
• Additional Information and Co-Author 

Confirmation/Questionnaires
• Customizable Instructional Text
• File format requirements
• Alternate Status Text to Authors
• Rich Text Letters
• Custom Merge Fields
• Author Reminders
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Article Type Restrictions
• New and revised submissions in Editorial Manager may be configured to 

capture different levels of detail as a submission moves through the 
revision process
• New Submission
• Title
• Abstract
• Classifications
• Files

• Revised Submission
• Additional Information
• Funding Information
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Additional Information for 
Corresponding and 
Co-Authors



Additional Information
• The Additional Information Step may be configured to capture a wide 

range of publisher specific questions directed to the corresponding author
• Conflict of Interest
• Copyright Transfer
• Ethics Statements
• Figure and word counts

• All or a subset of these questions can be sent to any listed co-authors as 
part of an Author Questionnaire
• Can be asked at New Submission or First Revision
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Customizable Instructional Text
• Manuscript Submission Instructional Text can vary for New and Revised 

Submissions
• Editorial Manager does provide default instructional text, however, the 

focus is more towards the technical of how a field works
• Publishers can add or amend these technical instructions to align clearly 

with the larger Instructions for Author document
• Fields can support basic HTML so links to relevant sections of the 

Instructions for Authors may be included
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File Format Requirements
• The ability to restrict file formats is a newer piece of functionality 
• Publishers may choose at restrict at either New or Revised Submission
• The options are exclusive (which of list do you NOT allow) and inclusive 

(which of list DO you allow)
• These are submission item specific:
• Figure Files
• New Submission – any file format for initial consideration
• Revised Submission – only .tiff or .eps files
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Alternate Status Text
• Editorial Status text may be configured to display for Authors to allow 

better access into how their submission is progressing through peer-review
• Not all terms are appropriate for Authors to see
• Required Reviews Complete

• Alternate Text may be displayed to better signal to Authors the status of 
their submission and expectations for turnaround time
• Under Review
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Rich Text Letters
• Rich text letters rely on a “What you see is what you get” editing tool that 

allows the publisher to highly customize letter content. 
• Unlike plain text letters, Rich Text letters may contain links, formatting 

changes such as bold lettering, and graphics
• These Rich Text formatting options can be used to highlight expectations as 

well as link out to ancillary content or additional resources
• Rich Text formatting options will also be available in the Customize Letter 

options throughout EM so additional changes can be made as needed
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Custom Merge Fields
• A merge field is text string that may be inserted into a letter that pulls 

specific content into the letter body prior to sending
• System merge fields include:
• %TITLE% - Recipient’s Title
• %ARTICLE_TITLE% - title of the content submitted to EM

• Custom merge fields may be created to supplement the standard list of 
system merge fields
• These can be used to assist with standardizing requests to Authors
• Request for Figures in manuscript can be included as a merge field in 

Technical Check letter



Custom Merge Fields



Custom Merge Fields



Custom Merge Fields



Custom Merge Fields



Custom Merge Fields



Custom Merge Fields



Custom Merge Fields



Author Reminders



Author Reminders
• Author reminders may be sent at several points throughout the workflow
• Reports may be generated manually at any time or scheduled to run on an 

automated schedule
• Automated reports are sent on a nightly basis
• Author reminders can be set up for invited content as well as revisions for 

the corresponding author
• Co-author reminders may be set up to remind co-authors to complete their 

verification and questionnaires
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Questions?


