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About KWF Editorial, About me
• KWF Editorial provides an entire or any part of an editorial 

office for scholarly societies and journals
• 50+ employees, 10+ MEs, 25+ journals
• Joined KWF in 2011
• Have worked in Editorial Manager for the past 7 years
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Assisting authors with Editorial Manager

• Submission instructions/Author Guidelines
• Duplicate accounts
• Proxying as an author
• Author FAQs
• Questionnaires
• Templates in EM
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Troubleshooting Author Instructions

4

• Copy/paste template text
• Website:

• Corrections
needed:
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Troubleshooting Author Instructions
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• Rewording Author Guidelines
• Website:

• Corrections
needed:
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Troubleshooting Author Instructions
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• Attaching screenshots
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Managing Duplicate Accounts
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• Include, in your account creation confirmation email, a line 
about notifying you of duplicate accounts:
• “If you already have an account in Editorial Manager for 
Journal, kindly let us know so that we may merge your multiple 
accounts.”

• When authors notify you of duplicate accounts via email, merge 
the accounts in EM.
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Managing Duplicate Accounts
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• When you notice what appear to be similar accounts in 
EM, investigate email address, institution, roles, and 
author activity to ID possible duplicates to merge
• This mainly happens when searching EM by name

• This search for “Wang” pulled up seemingly duplicate accounts:
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Managing Duplicate Accounts
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Managing Duplicate Accounts
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• Pull Reports from EM
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Managing Duplicate Accounts
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• This looks like it may be the same person:
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Managing Duplicate Accounts
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• But, upon further investigation, it looks like two different 
accounts, so these would not get merged.
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Managing Duplicate Accounts
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• EAR report for duplicate accounts
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Managing Duplicate Accounts
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• Webinar shows how to set up a People Table and add 
email addresses to search database



Proxying as an Author
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• It’s a good idea to proxy as an 
author from time to time to get 
a sense of what the submission 
system looks like to them, to 
review your instructions, 
submission questionnaire, 
click-through buttons, menu, 
etc.
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Proxying as an Author
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• Vimeo video about new author interface



Author FAQs
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• Login reminders
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Author FAQs
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• Login reminders
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Author FAQs
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• Deadline extensions

• Status inquiry
Journal view Author view
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Author FAQs
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• iThenticate scores
Good: Bad:
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Submission questionnaire

21

• Using a submission questionnaire is a useful way to 
collect information you require in order to consider a 
submission for publication.
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Submission questionnaire
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• Include a question about previously submitted and 
declined manuscripts

• Use Duplicate Submission Check to confirm

• Catch-all “anything else” field
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Templates in EM
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• To save time, use Custom Merge Fields and Rich Text

• List of Custom Merge Fields in Editorial Manager’s Help 
System
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Thank you

Monica Leigh | Senior Managing Editor
monica.leigh@kwfco.com
410-469-0566


