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°* What is ProduXion Manager?
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* 4 Ways to Get a Submission Into|
ProduXion Manager =
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* Assigning a Production Task

* Schedule Groups




What is ProduXion Manager?

* Companion product to Editorial Manager

* Offers a set of features that allow @ -
publications to manage activity outside of
the peer-review workflow J
* Production Tasks are used to track and []
o

manage assignments to outside vendors
or freelancers




Letting Started with ProduXion Manager-...



Main Page Overview

VICTORIA SCIBILIA i

anager’

HOME o LOGIN « HELP » REGISTER » UPDATE MY INFORMATION « JOURNAL OVERVIEW Not logged in.
MAIN MENU » CONTACT US » SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS

Welcome to ProduXion Manager ® for
VICTORIA SCIBILIA




ain Page Overview

VICTORIA SCIBILIA #produion

Manager

OME « LOGIN + HELP + REGISTER + UPDATE MY INFORMATION + JOURMAL OVERVIEW Not logged in.
WAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS

Welcome to ProduXion Manager ® for
VICTORIA SCIBILIA

Insert Specal Character
Please Enter the Following
Username:

Password:

Author Login Reviewer Login Editor Login Publisher Login
Or Login via: What iz ORCID?
Send Login Details  Register Now  Login Help

Software Copyright © 2018 Aries Systems Corporation, Privacy Policy

—\\/7es



ole Families




Reviewer Login |

Author Login |




Role Families

Author Login | - Reviewer Login | - Editor Login |  Publisher Login
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Role Families

* Editor Roles: Can have as much access to
the Production environment as the

publication needs \,
* Used for internal staff — Production |
Editors

* Publisher Roles: Less access to peer-review
functionality

* Used for third-party suppliers — <
External freelancers or vendors \

=4

ries

systems



Configurations

Policy
/ Manager
\ Role

Manager

%‘ries
systems



@Editorial Manager” / @ecitoria

—

Role:Managing Editor Username: mary
ROLEMANAGER + ACTIONMANAGER s POLICYMANAGER » ADMINMANAGER = ADMINISTRATION HELP

PolicyManager Main Menu

Configurations

Expand All Collapse All

Registration and Login Policies
Status Policies

Submission Policies
Questionnaire Policies
Additional Data Policies

Editor Assignment Policies

Reviewer and Editor Form Policies
E-mail and Letter Policies
General Policies

[ ]
Discussion Forums P d X M
Linked Submissions Policies ro U I On d n d g e r
Conference Submission Policies

+ Transmittal Policies COnfigurqtionS dre

EI@Produxion Manager I
O'Conﬁgure Automatic Production Initiation °
OCDnﬂgure Automatic Copy of Target to Actual Publication Information q d d e d 1.0 POI Icy
O'Conﬁgure Book Processing

@configure NIHMS Embargo Period Rules Mq n q g e r

O'Conﬁgure Submission Workflows and Production Tasks

OCDnﬂgure Schedule Group Production Tasks

@set Author Production Task Deep Link Expiration
OCDnﬂgure Identifiers Displayed in Preduction Tracking
O'Ctlnﬁgure Production Statuses

@Dpefine National Holidays

O'Ctlnﬁgure Attachment Security

@edit nstructions for Attachments

L ]
@set Attachments Deep Link Policy rles

systems




E ProduXion Manager
Dcreate submission
{Dnitiste Production Manually
'C}Allc-w Task Assignment and Assignment to Schedule Group when Initiating Production

Ld OSENE as Corresponding Production Editor

by

IC::'Chan-;ps_' Corresponding Production Editor

+

C}'u'iew Schedule Groups

OManagE Schedule Groups
O Aszsign Submissions to Multiple Schedule Groups
o] Copy Contents when Copying a Group

O Automatically Cancel Production Task Assignments when Closing Schedule Groups

+

IC::'Edit Submission Target Online Publication Date

+

O\;’iew Production Details

OUSE Production Details Layout  |Default Production -

{Dview Production Status Grid

{Dview At-Risk Submissions

@view All Submissions in Production

Dend Production/Return to Production

Oﬂssign Submission Production Task

O.&ssign Schedule Group Production Task

IC:}Canu::val Production Task Assignment

@Doverride Submission Production Task Due Date
IC:}D'-‘-'erriudvs_' Schedule Group Production Task Due Date
@receive Production Task

{Dcreate Automated Submission Tasks Reminders
O{Zreate Automated Schedule Group Tasks Reminders
@send Production Reminders

IC::'Run Production Task Assignment Totals Report

ODownload Attachments

AU I W S W N I S N A Y Y Y Y

IC::'L.H:uh:u'-nd Attachments

Author Login

Editor Login

Publisher Login

Configurations

ProduXion Manager
configurations are
added to Role
Manager for Authors,
Editors, & Publishers

—\\7es



searching Submissions in ProduXion Manager



Searching Submissions in ProduXion Manager

5313

Page: 1 of 1 {23 total submissions) 1 50 | v |Tes
A
= Action Manuscript Author Article Title | Article Short Title Classification| Production | Schedule Initial Date Date Submission
Number Name Type Group Submitted Production Target Online
Started Date

: - DEMOVS121-D- mary mary Manuscript Criginal June 2018 Mov 5 2013 May @ 2018 Basic Science
View Submission it 4 ) . .
Duplicate Submission Check (0° 15-00001 (UNITED Title Study 12:54PM 11:52AM Section

STATES) V

Details ¥

Initiate Discussion
Production Details ¥
History

Production Status Grid
File Inventory

Edit Submission

Solicit Commentary
Classifications

View Reviews and Comments
Assign Production Task
Chanage Schedule Group
End Production

Publish Information
Transmittal Form

Send E-mail

Linked Submissions k¥

ries

systems



4 Ways to Get a Submission into
ProduXion Manager-...

ol

L

ProduXion
and Qanager




* Final Disposition — Accept

* New Submissions — Initiate
Production link

duction
endors

* Create Submission Interface

* Imports



1 Final Disposition - Accept



Final Dispaosition - Accept

Drag to recrder
View Submission
Details ¥

History Final Disposition: |Accept | «
Unassign Editor
File Inventory
Edit Submission
Solicit Commentary 7’ Cancel |  Proceed |
Assign Editor ‘,"
Motify Author

Set Final Disposition

Initiate Production

View Reviews and Comments

Send E-mail
Linked Submissions .
ries




Final Disposition - Accept

Source Files

Item
13
PDF

Manuscript
Figure

Figure

Item
Description

PDF

Test Manuscript.doc
flower.jpg

flower2.jpg

Include

Last Item in
Modified Actions Publisher Zip File

View

Jul 11 2016 3:53PM Download Item
ltem Metadata

Jun’5 2018 5:14PM Download Item
ltem Metadata

Jun'5 2018 5:14PM Download Item
ltem Metadata

-
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inal Disposition - Accept

Submission Metadata

¥ Include metadata in release to production

Item Description S

Manuscript Number DEMOVS141-D-18-00001 Help
Revision Mumber 0 Help
Article Title Taming Temptation: Visual Perspective Impacts Consumption andWillingness to Pay For Unhealthy Help
Foods
Article Type Original Study Help
Initial Date Submitted Oct 3 2017 11:36AM Help
Date Revision Submitted Help
Keyword Help
Classification Description Help
Section/Category Name Help
All Authors mary mary; Brittany M. Christian; Lynden K. Miles; Sophie T. Kenyeri; Jennifer Mattschey; Victoria Help
Scibilia
First Author First Name mary Help
First Author Middle Name Help
First Author Last Name mary Help
First Author Degree Help
Number of Color Figures Help
Number of Line Drawings ,’ Help
P
Number of Half Tone Figures ’, Help
”
Number of Tables ‘ Help
DOI Help
Table of Contents Position Help
Page Range Help
Publication Volume Number Help
Publication Issue Number Help
CORRESPONDING AUTHOR INFORMATION Help
Title Dr. Help
First Name mary Help
Middle Mame Help
Last Name mary Help
Degree Help
Dheie o Dl o l\lumhﬂf o7 S C ZC 70 Lilc

-
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Final Disposition - Accept

Notify Users of Final Disposition - Accept

The following user roles are configured to receive a letter for the Final Disposition - Accept event. To customize a

particular letter, click the Letter Name link. Once you have customized a letter, an asterisk is displayed next to the
PErson's name.

If vou do not explicitly customize the letter for a particular person, the default letter is sent.

mary mary {Publisher)

Publisher Motification of Accepted Manuscript
Victoria Scibilia (Publisher)

’

Publisher Motification of Accepted Manuscript ,/

2

Back |  Cancel Final Disposition |  Send All Letters |

-
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Final Disposition - Accept

Production Tasks

Editorial Proposal Menu

Search
Managlng Editor Search Submissions | Search People
Production Tasks Menu
To-Do List
Submission Tasks Assigned to Me (0)
Schedule Group Tasks Assigned to Me (0)
'‘At-Risk" Submissions (0)
Overview

Production Initiated — No Tasks Assigned (1)
View All submissions in Production (8)

View All Production Tasks With Authors (3)
Production Status Grid

—\\es



Final Disposition - Accept

Production Initiated — No Tasks Assigned
‘ \ New Action Links are available

in ProduXion Manager:

= Action A

View Submission

Assign Production Task * Assign Production Task
Assign to Schedule Group .

End Production ¢ ASSlgn fo SChedUIe GI‘OUp
Production Status Grid . .

Production Details ¥ End Production

History * Production Status Grid
Transmittal Form . .

File Inventory * Production Details

Edit Submission

Send E-mail

Linked Submissions .
w2



Final Disposition - Accept

’
,

POIiCY = Dproduxion Manager ‘,

DCDnﬁgure Automatic Production Initiation

MCI na ge r OCDnﬂgure Automatic Copy of Target to Actual Publication Informaticon
'O'meﬁgure Book Processing

'C}Cm"lﬁgure NIHMS Embargo Period Rules

DCDnﬁgure Submission Workflows and Production Tasks

OCnnﬁgure Schedule Group Production Tasks

{:}Set Author Production Task Deep Link Expiration

—

Configure Automatic Production Initiation

Set/Check the 'Initiate Production upon Setting Final Disposition' box to have EM automatically initiate production when the final disposition on a submission ¥ set to 'Accept’.
You may also give Editor and Publisher Roles the 'Initiate Production' permission to allow them to do this manually at any stage before this point. Users wi
given additional options for assigning the submission to a Schedule Group and/or assigning an initial production task when production is initiated autom
final disposition.

is permission will also be
v as a result of setting the

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

N

\‘
Regular Submissions: | Initiate Production upon Setting Final Disposition to 'Accept’

Initiate Production upon Setting Final Disposition to 'Accept on Submission’

Conference Submissions: Initiate Production upon Setting Final Disposition to 'Accept and Transmit'




z New Submissions - Initiate Production



New Submissions - Initiate Production

Editor 'To-Do' List

My Pending Assignments (25)

IR New Submissions (18)
Revised Submissions (0)
SR [cw Submissions Requiring Assignment (2)

Revised Submissions Requiring Assignment (0)
B Submissions Sent Back to Author for Approval (1)

New Assignments (0)
SR Submissions with Required Reviews Complete (1)

Submissions Requiring Additional Reviewers (0)

Submissions with One or More Late Reviews (0)

Submissions with Active Discussions (3) @)

Reviews in Progress (0)

—

View Submission

Duplicate Submission Check (70%)

Details ¥
Initiate Discussion

History Low atmosphere
W drifting balloons:

ile Inventary

el DEMOJES141-  Original E'ﬁ‘ﬁfgﬂﬁ;ﬁ{ Bea arthur | Mar272018  DETZ7 0 manuscript
Remove Submission Z re ’
Classifications improvement

Set Final Disposition ‘,
Initiate Production

Send E-mail

Linked Submissions

2~

ries

systems



New Submissions - Initiate Production

Initiate Production and Assign Production Task
for Manuscript Number: DEMOJES141-D-18-00039
Bea Arthur (UNITED STATES) : "Low atmosphere drifting balloons: platforms for environment monitoring and forecast improvement"

From the "Assign Submission to Schedule Group' drop-down menu below, either select 'Do not assign to Schedule
Group' or select the name of the Schedule Group the submission will be assigned to. Then click the 'Proceed’
button to continue with the Production Task assignment process.

You may also enter a Submission Target Online Publication Date specific to this submission. This will be used to
schedule due dates for tasks which are configured to recognize this date.

Assign Submission to Schedule Group: Do not assign to Schedule Gm“p|
Submission Target Online Publication Date: 08/01/2018 5] (mmyddiyyyy)
Cancel J Proceed J

-
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systems



New Submissions - Initiate Production

Assign Production Task For Manuscript Number: DEMOJES141-D-18-00039
Bea Arthur (UNITED STATES): "Low atmosphere drifting balloons: platforms for environment monitoring and forecast improvement”

Select the production task you wish to assign. After the task is selected, a list of people who can be assigned to
the task will appear.

To initiate production without assigning a production task, click the 'Proceed Without Selecting a Task' buttan.

Schedule Group: No Schedule Group Assigned

Production Task: Author Welcome Kit

Cancel |  Proceed with Selected Task |  Proceed Without Selecting a Task |

You can choose to:
1. Proceed With Assigning a Task
2. Proceed Without Assigning a Task



New Submiss

ons - Initiate Production

Schedule Group:

Production Task:

Due Date:

Assignment

Letter:

From:
To:
Letter Purpose:

Letter Subject:

Letter Body:

tions:

Thank you.

% PRODTASK_INST -
Due Date: %PRODTASK_DUE_DATE

Task Assigned to:

Cancel Assign Task and Send Letter

No Schedule Group Assigned
Logging/Verification

Please Choose a Person |

Patty ProdAssist/Production Assistant
Paul ProdAssist/Production Assistant {mm/dd/yyyy)

“mary mary"<jsnapke@ariessys.com>

Production Task Assigned

YPRODTASKY: for Article DEMOJES141-D-18-0003% Has Been Assigned

The 3:PRODTASK: task has been assigned to %:PRODTASK_ASSIGNEDTOY: for Article DEMOJES141-D-18-00035.

TION

ditional recipients can be copied or blind copied by typing their e-mail addresses into the blank boxes next to cc: or bee: below. Multiple e-mail addresses can be included, separated by semicolons

Insert Special Character | Preview Letter Open in New Window

To-Do List

Submission Tasks Assigned to Me (249)
schedule Group Tasks Assigned to Me (17)
At-Risk’ Submissions (729)




Y Create Submission Interface



Create Submission Interface

Role —

=l ProduXion Manager

Manager L | EEE

D1nitiate Production Manually

Dallow Task Assignment and Assignment to Schedule Group when Initiating Production

¢ Dserve as Corresponding Production Editor

<

OChange Corresponding Production Editor

)

Oview schedule Groups
'C:'Maﬂage Schedule Groups
@ Assign Submissions to Multiple Schedule Groups
@ Copy Contents when Copying a Group
@ Automatically Cancel Production Task Assignments when Closing Schedule Groups

¢ (ODEdit Submission Target Online Publication Date

)

'C:'Uiew Production Details

—\\/7es



Create Submission Interface

Editorial Proposal Menu Production Tasks

Production Manager search Submissions
Production Tasks Menu =

Merge City State or Province
People AY AY

Arthur A or V¥

Aaron Author V¥

—\\VEs



Create Submission Interface

Search People -
Update Information

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

Mr. Allan Author ¥

Self-Registersd:
Jul 21 2017 01:19PM

Last Modified:
Jul 21 2017 01:19PM

Inactivate this User

Send Login Details

**The user will be sent an email with
a link to reset their password. The
password will not reset until the user
clicks that link.

Create Submission

Exclude this user from receiving
all batch and reminder emails:

Always

When Unavailable Dates are
active

User Information

Default Login Role:
Default Login Menu
Available as a Reviewer?
Board Member?
Forbidden as a Reviewer?
Reviewer Role *

Publisher Role *

Editorial Role =

Editor Description

Personal Information

Title =

Given/First Name *

Middle Name

Family/Last Name =
Degree
Preferred Mame

Telephone Number

Secondary Phone

The default lagin role 1s the user role that will be used if vou
strike the enter key when logging in and you have not made a
specific selection.

Author |
Editorial Menu |

Yes (@) No

Yes No (»

Yes NOo (@
Reviewer |

Mone |
Mone

Activity Details

Additional People Details

Mr. {Mr., Mrs., Dr.,, etc.)

Allan

Author
(Ph.D., M.D., etc.)
{nickname)
(including country code)

{including country code)

* Create
Submission is
found in a user’s
profile record

* Role Manager
permissions allow
an Editor to see
this option

—\\/7es



Create Submission Interface

Create Submission

Enter Metadata
Add/Edit/Remove Authors

Attach Files

[ o) e wy

Enter Metadata

1_!'_"‘-\_!_“4_'“ e T T e S T

Enter submission metadata below. Required fields are marked with *.

* Article Type: Please Choose | -

Original Study

Editorial

Review

Rapid Communication
Case Report

Letter to the Editor
Commentary

Special Issue Article
\Annual Meeting Abstract

-

ries

systems



Enter Metadata

Enter submission metadata below. Required fields are marked with *.

* Article Type:

* Title:

|Grigina| Study

ProduXion Manager Bootcamp 2018

Secondary Full Title:

Short Title:

Section:

Manuscript Number:

Revision Number:

DOI:

Initial Date Submitted:

Date Revision Submitted:

Final Decision Date:

Date Final Disposition Set:

Final Disposition Term:

Submission Target Online
Publication Date:

|F'Iease Choose | -

Check to have number auto-assigned

0 | » Select @ if no revisions, or & numbear
corresponding to the revision numbear

06/06/2018 7] (mm/dd/yyyy)
(mm/dd/yyyy) Enter the date a first

revision or higher was received.

06/06/2018 [2] (mm/dd/yyyy)
T8 (mm/dd/yyyy)

Completed Accept

T8 (mm/dd/yyyy)

Classifications: Select Manuscript Classifications |

Abstract:

ProduXion Manager® users are publishers, freelancers, composition vendors and authors.
On manuscript acceptance, files and metadata are automatically transferred to ProduXion
Manager for workflow processing.

o

Author Comments:

Comments from the Author

Please confirm you have approval from all Co-authors to submit this manuscript?

Please select a response

If you have submitted this manuscript to another publication please give details below

Character Count: 0

Limit
20000
characters

Please enter the Word Count of your manuscript

Region of Origin: |UN1TED STATES

Target Number of Pages: 0

Black and White Image
Count:

Color Image Count:

Save Changes | Save and Proceed |




Create Submission Interface

Please Add, Edit, or Remove Authors

' ' Insert Special Characters
H Ere P
Given/First Name*

Enter the names of anyone who contributed to your malkataGIiNU LI el

be changed by updating the number in the 'Order’ colu
manuscript may be indicated.

Current Author List Middle Name

Family/Last Name*

ﬁ?’ Mr. Allan Author [Corresponding Aut

<4 Add Another Author

Academic Degree(s)

Affiliation

E-mail Address®

ORCID Fetch
What is ORCID?

Institution

This is the corresponding author

Equal Contribution Status

Post-Publication Corresponding Author




reate Submission Interface

Please Attach Files

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

[tem *Manuscript | -

— - .
Enter a Description and then either choose files off _ itk bt m
Description Manuscript
. - Search
Manuscript Word Count:
Managing Editor Search Submissions | Search People
Production Tasks Menu
Choose Files | a
To-Do List
Submission Tasks Assigned to Me (0)
Schedule Group Tasks Assigned to Me (0)
‘At-Risk" Submissions (0)
=1
Overview
Production Initiated — No Tasks Assigned (1)
View All Submissions in Production (8)
View All Production Tasks With Authors (3)
Production Status Grid




Imports



Imports

* ProduXion Manager
accepts submissions from
other peer-review sites,
such as Scholar One or
EJP




Imports
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Overview

Production Initiated - No Tasks Assigned (68)

View Submission

Assign Production Task Submission Tasks [ Have Assigned (2590)

Assign to Schedule Group
End Production View All Submissions in Production (6180)
Production Status Grid

Production Details V7 View All Production Tasks With Authors (152)
History

Transmittal Form Production Status Grid
File Inventory

Edit Submission

Submission drops into the Production
Initiated — No Tasks Assigned folder



Imports

Import Profile Parameters for: JATS Manuscript Import (ProduXion Manager)

JATS Manuscript Import (ProduXion Manager) Failure Email Address: vscibilia@ariessys.com

JATS Manuscript Import (ProduXion Manager) Success Email Address: \vscibilia@ariessys.com

**An email address can be added for
notification of successful and failed

imports



Production Initiated - No Tasks Assigned Folder

Overview

Production Initiated — No Tasks Assigned (2)
View All Submissions in Production (9)

View All Production Tasks With Authors (3)
Production Status Grid




Production Initiated - No Tasks Assigned

A AAVA

Suhmissinn‘
Target
Production Schedule Section/ | Article Initial Date Date Production Online
Manuscript Number | Author Name | Article Title Status Group Category | Type Submitted Initiated Date
8 Action A AY '\J AY '\J AY AY AY AY AY AY
View Submission DEMOJES141-D-18-  Allan Author Vol 56, Iss. 6, v56n6 QOriginal Mar 22 2018 Mar 22 2018 10:42A
Assign Production Task 00037 (UNITED Art. 2 Study 0:48AM
Change Schedule Group STATES)
End Production
Production Status Grid
Production Details P
History
Transmittal Form
File Inventory
Edit Submission
Send E-mail
Linked Submissions
A4 N U

—\\VEs



Production Details ¥

Full Title: ProduXion Manager Bootcamp 2018
Short Title:
Corresponding Author: Allan Author ¥

UMNITED STATES [Proxy]
Corresponding Author E-Mail: aauthor@ariestrash.com

Author Comments:

Insert Special Character

Comments from the Author

Article Type: Original Study

Section/Category:

Keywords:

Classifications: This manuscript does not have any Classifications.

Technical Check:
Reguested Editor:

Editorial Status Date: Jun 06 2018 04:01PM

Current Editorial Status: Completed Accept

Production Status: In Production Top
|None | -

Editor:

Submission Target Online
Publication Date:

T& (mm/dd/yyyy)

Schedule Group Target Online

Target Number of Pages: 0




Production Details V¥

a
Transmittal Form: Link to Transmittal Form
Discussion Forum: Initiate Discussion
Submission Flags: v
Select Submissions Flags: Add/Edit Submission Flags Top
Final Disposition Term: Accepted
Abstract: Top
ProduXion Manager® users are publishers, freslancers, compoesition vendors and authors. On manuscript acceptance, files and metadata are automatically
transferred to ProduXion Manager for workflow processing.
Manuscript Notes: Top
Display Manuscript Notes Flag Insert Special Character
s
Additional Information
+ Questionnaire Responses
Production Tasks Top

Duplicate Submission Check:

Cancel | Save | @ Save and Close |




Production Tasks

Description:

Production Task Status:

Assigned To:
Date Assigned:
Date Task Due:
Completed

Description:

Production Task Status:

Assigned To:
Date Assigned:
Date Task Due:
Completed

Description:

Production Task Status:

Assigned To:
Date Assigned:
Date Task Due:
Completed

Manuscript QC

Completed

Piper Production V¥ [Proxy]
May 9@ 2018 12:45PM

May 14 2018 11:59PM

May 9@ 2018 12:46PM

Author Notification - M5 in Production
Completed

mary mary ¥ [Proxy]

May © 2018 12:46PM

May @ 2018 11:59PM

May © 2018 12:46PM

Copyediting to Vendor
Completed

Victoria Vendor V¥ [Proxy]
May @ 2018 12:46PM

May @ 2018 11:59PM

May 9@ 2018 12:50PM

*Production Tasks begin
to populate on the
Production Details
page as the workflow
proceeds.

—\\es



File Inventory

Download Selections as Zip FiIeJ

2 Submission Files

Download Manuscript
Download Figure
Download Figure
Download Figure

Upload Companion File

2 Companion Files

Check All Color
Clear All AW

Manuscript
Figure 1
Figure 2
Figure 3

DI!Scripﬁon (Limit 256 characters)
Expand All Collapse All

Download |In|t|al Proof

-

Replace

Hide Change

Hide Selected Companion Files J

Initial Proof

Upload Companion File J

Download Selections as Zip File J

Document
Figure
Figure

Figure

Modified Operator Display
AV AY On TF

Document

Manuscript.doc

Check All Display
Clear All Description Modified On TF

rose-flower-14.jpg

Rose 2.jpg
Rose 3.jpg

Initial Proof
Document.doc

30 KB

CloseJ Save and Close

30 KB  Apr 18, 2018
425.7 KB Apr 02, 2018 /
564.6 KB Apr 02, 2018 v
72.4 KB Apr 02, 2018 v

Apr 30, 2018 Veronica Vendor,
Proof Vendor

CloseJ Save and Close'

-
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Assigning a Production Task

L NI L N YL N

Y\ R R &

CAI SRS Y A

@wiew Production Status Grid

Owiew At-Risk Submissions

@view All Submissions in Production

OEnd Production/Return to Production

C}Asz-ign Submission Production Task

@Asz-ign Schedule Group Production Task

@cancel Production Task Assignment

Oc}verride Submission Production Task Due Date
ODuerride Schedule Group Production Task Due Date
OReceive Production Task

@ Create Automated Submission Tasks Reminders
C}Create Automated Schedule Group Tasks Reminders
Dsend Production Reminders

ORun Production Task Assignment Totals Report
Opownload Attachments

C}Llplc:ad Attachments

)

Assign Production Task
Change Schedule Group
Production Status Grid

Production Details ¥
History

Transmittal Form
File Inventory

Send E-mail

ries

systems



Assigning Production Tasks A



Assigning Production Tasks

Production Tasks allow you to do the following:

* Assign a submission * Choose which files are
to a person for automatically sent as
processing part of the assignment

e Set due dates for * Recipients can upload
each task within the new files
workflow * Dates are

* Control who can automatically
carry out each task recorded for each

task /activity

=4

ries

systems



How do | assign
a production
task?

Assign Production Task Allan ProduXion Manager Bootcamp NA Qriginal ~ Jun 06 2018  Jun 06 2018
AgsigrtoSciredule Group Author ¥ 2018 Study 04:01PM 04:01PM
End Production (UNITED

Production Status Grid STATES)

Production Details ¥

History

Transmittal Form
File Inventory

Edit Submission
Send E-mail

Linked Submissicns




Assigning Production Tasks

YAY! | know how to
assign a production
task!




Search

Production Editor
Production Tasks Menu

To-Do List

Overview

Search Pecple

Submission Tasks Assigned to Me (0)
Schedule Group Tasks Assigned to Me (0)
'‘At-Risk’ Submissions (0)

Submission Tasks I Have Assigned (6)
View All Submissions in Production (10)
View All Production Tasks With Authors (3)
Production Status Grid

Production Status

Il

-

ries

systems



Production Status Grid

Re=ady for
Production

Date
Production
Started

Apr 10, 2018

Apr13, 2018

Apr 24, 2018

Apr 30, 2018

Submission
Target
Online Date

F

Imitial Intake

Submitted Apr
10, 2018
Penelope
Passistant

Submitted Apr
13, 2018
Penelope
Passistant

Due

May 05, 2018
Penelope
Passistant

Conversion

Submitted Apr
10, 2018

YVeronica Vendor

Submitted Apr
13, 2018

Copyediting

Submitted Apr
10, 2018
Fred Freelancer

Submitted Apr
13, 2018

Veronica Vendor |Fred Freelancer

Author
Notification
of Proof

Submitted Apr
10, 2018
Allan Author

Submitted Apr
13, 2018
Allan Author

Initial Proof

Submitted Apr
10, 2018

Yeronica Vendor

Slip: 38 days

Submitted Apr
13, 2018

Veronica Vendor

Must Start:
May 29, 2018

Slip: 13 days

Submitted May

02, 2018

Author Proof

Submitted Apr
13, 2018
Allan Author

Submitted Apr
13, 2018
Allan Author

Due
May 07, 2018

Veronica Vendor |Allan Author

Editor Proof

Due
Apr 15, 2018
Polly Production

Submitted Apr
13, 2018
Polly Production

Due
May 07, 2018

Polly Production

Compile
Proof Edits

Due

Apr 18, 2018
Penelope
Passistant



https://vimeo.com/141829891

Production Status Grid

= DproduXion Manager

If:\:'(:-:jrﬂ”i-gure Automatic Production Initiation

':::'Coﬂfigure Automatic Copy of Target to Actual Publication Information
If:\:'(:-:jrﬂ”i-gure Book Processing

ﬁl"nﬂfigllr'a MTHMMS |:I"|"||"‘|!:‘|r'|j""| Parind BPulac

I:::'Cn:jﬂfigure Submission Workflows and Production Tasks

I':3'l'2<:1r1ﬂ-gure Schedule Group Production Tasks

Dset Author Production Task Deep Link Expiration

C:'Coﬂfigure Identifiers Displayed in Preduction Tracking
oo

Standard
All Submission Production Tasks | COPY Edit

Scheduling and Due Date Options

¥ Show Task in Production Status Grid
¥ Include this task in "At Risk' and 'Must Start By' date display
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Scheduling

Closed Schedule Groups

Submit | | Cancel |  Submit and Add Submissions to Group |

e |

Schedule Group Notes:

Year:

Page Budget:

Color Image Budget:

Schedule Group Description:

Schedule Group Target Online Publication Date:

Schedule Group Target Publication Date:

Schedule Group Target Publication Volume:

Schedule Group Target Publication Issue:

Target Number of Submissions:

Black and White Image Budget:

Insert Special Character
July 2018

07/01/2018

07/01/2018

2018

100
75
12

12

Maximum Schedule Group Description is

N (mmyddfyyyy)

T3 \(mm/dd/yyyy)




Schedule Groups

Check All
Clear Al

Submissions with no Schedule Group

L
\4 AY

Production Details ¥ DEMOVS141-D-18-00001 'mary mary

Transmittal Form {UNITED
Linked Submissions STATES)
Production Details ¥ DEMOVS141-D-17- mary mary
Transmittal Form  00001R1 {(UNITED
Linked Submissions STATES)
Production Details ¥ DEMOVS141-D-18-00004 mary mary
Transmittal Form {UNITED
Linked Submissions STATES)
Production Details ¥ DEMOVS141-D-18-00011 mary mary
Transmittal Form {UNITED

Article

Title

'\

Taming Temptation: Visual Perspective Impacts Consumption andWillingness to Pay For Unhealthy
Foods

Different Deadlines for Different Revision Decisions

MS Number Test

Low atmosphere drifting balloons: platforms for environment monitoring and forecast
improvement

Section/ | Article
Category| Type
AY

AY
Qriginal
Study

QOriginal
Study

QOriginal
Study

Qriginal
Study

Initial
Date
Submitted
Ad

Oct 3 2017
11:36AM

Dec 29 2017
2:32PM

Feb 27 2018
11:31AM

Submission
Date Target
Production Online

Initiated
AY
Jun 5 2018 6:14PM

May 9 2018
10:36AM

May 7 2018 2:23PM

May & 2018 3:45PM May 8 2018 3:46PM

-

ries

systems



Schedule Groups

Production Status Grid

Editor Final Proof Author Schedule Section Article Target

Corrections/Ap Approval Receives Group Category Type TOC
of Proof Final Proof Position

Submitted May | Submitted May
05 2018 09 2018 Basic Science Qriginal
12:33PM 12:35PM une 2018 oo tion study

Piper Production | Patricia Proof
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Managing Schedule Groups

Scheduling Manage Schedule Groups
Manage Schedule Groups Page: 1 of 1 (2 total Schedule Groups)
Add Schedule Group
Closed Schedule Groups
Current
1 Target Number Current| Target

Number of |of Publication
Submissions| Submissions| Budget| Total Date
= Action & AY AY AY

Assigr-Preduetion-Jask June 2018 0 1 0 0

Edit Group Details

Production Status Grid

History

File Inventory

Copy Group

Close Group

Assign Production Task July 2018 100 0 75 0 Jul 1 2018
Edit Group Details 12:00AM
Frodaction status Grid

History

File Inventory

Copy Group

Close Group




Managing Schedule Groups

Edit Schedule Group Details/Add Submissions
Submit | Cancel || Add Submissions |
Schedule Group Description: Insert Special Character
June 2018 Maximum Schedufe Group Description is 100 g
Schedule Group Notes:
Schedule Group Target Online Publication Date: e (mm/dd/yyyy)
Schedule Group Target Publication Date: H (mm/dd/yyyy)
Schedule Group Target Publication Volume:




Managing Schedule Groups

Add Submission to Group June 2018

Select one or more submissions and click the 'Add to Schedule Group' button to add them to the Schedule Group.
The submission will be removed from all Schedule Groups it is currently assigned to.

Cancel |  Add to Schedule Group |

Select from Unassigned Submissions

lule Groups

Cancel | Add to Schedule Group |

Select from Submissions Currently Assigned to Other Schedule Groups

=—\\/€es



CAN YOU DO X, Y, Z BY THE END OF THE WEEK?

oK |

/

Yy I

[U\ RN,
O

Assigning Schedule Group Production Tasks =i



Manage Schedule Groups

Assign Production Task for Schedule Group

- Select the production task you wish to assign. After the task is selected, a list of people who can be assigned
S Action & the task will appear.

Assign Production Task
Edit Group Details Schedule Group: October 2018
Production Status Grid
History

File Inventory

Copy Group

Close Group

Production Task: Issue Proof -

SCHEDULE GROUP TASK HISTORY

Date Task Assigned | Production Task | Date Task Due | Assigned By | Assigned To Production Task Status | Date Task Closed | Closed By Assigned Task Files

Apr 13, 2018 Issue Creation Apr 18, 2018 Polly Penelope Completed Apr 13, 2018 Penelope Mo Assigned Files
Production Passistant Passistant
[Proxied by Polly
Production]

CanceIJ Proceed with Selected TaskJ




Assigning Schedule Group Production Tasks

Cancel Assign Task and Send Letter

Schedule Group: October 2018

Production Task: [ssue Proof

Task Assigned to: Veronica Vendor / Proof Vendor

Due Date: 06e/17/2018 3 (mm/dd/yyyy)

Assignment

Letter:

From: "Polly Production” <testest@ariestrash.com:

To: Veronica Vendor

Letter Purpose: Production Task Assignment

Letter Subject: Please complete the following production task assignment

—\\/€S



Companion Files

Upload New Companion FiIeJ Select Companion Files from SuhmiSEiDHEJ

Cancel |  Assign Task and Send Letter |

Associated Companion Files

JIDEMO-D-18-00002
Allan Author (UNITED
STATES)
Sample Paper for PM
workflow

JADEMO-D-18-00002
Allan Author (UNITED
STATES)
Sample Paper for PM
workflow

JIDEMO-D-18-00002
Allan Author (UNITED
STATES)
Sample Paper for PM
workflow

Sub. TOC Position Color Code Description
AY AY AY

Converted |Initial
Manuscript conversion

Copyedited copyeditor
Manuscript

Editor
Proof

-

ries

systems
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Adding Headers to Schedule Groups

Submission| and

Production| Article

Actions A : e | Name Status

Remove Header 1 fCover Image ™ 0

Ed|t Header '_"

Production Details ¥ | 2 JIDEMO-D- Original Study Allan 0 Test of Jul 01, 2018 0 0
ransmittal Form 18-00004 Author Create

Remove from Group —— Submission

Remove Header Advertisement

Edit Header : \. 7 0

Production Details WV 4 JIDEMO-D- Original Study Allan 0 Sample 0 0
ransmittal Form 18-00002 Author Paper for

Remove from Group PM

workflow

Remove Header 5 " CME Test ' 0

Edit Header \_./

Production Details WV 5 Original Study Allan 0 Testing for 0 0
ransmittal Form Author Staff

Remove from Group Training

—\\VEs



Scheduling

Manage Schedule Groups

Manage Schedule Groups Page: 1 of 1 (2 total Schedule Groups)
Add Schedule Group
Closed Schedule Groups
| Current
1 Target Number Current| Target
Schedule| Number of |of Publication
Group Submissions| Submissions| Budget| Total Date
AY AY AY AY
Assign-Preduetion<lask June 2018 |0 1 0 0
Edit Group Details
Production Status Grid
History
File Inventory
| Copy Group |

Table of Contents

Target Target Black and
TOC Manuscript Number of |Target Start | Target End Production White Image | Color Image
Actions Position Number Article Type | Author Name Pages Page Page Status Article Title | Section/Category Cmmt Cnunt

Production Details 1 DEMOVS121- Original Study mary mary Manuscript Basic Science
Transmittal Form D-15-00001 Title Section
Remove from Group

Linked Submissions K&
Save Changes | 2
Cancel Changes

Cover

Jpdate TOCY Insert Header




Adding Headers to Schedule Groups

Table of Contents

Target
TOC
Actions Pasition
Production Details V
Transmittal Form

Remove from Group
Linked-Gubmigsions KN

=

Remove Header
Edit Header

Update TOC | Insert Header |

Manuscript | Article
Number Type

DEMOVS121- Original
D-15-00001 Study

Cover

Author
Name

mary mary

Number of | Target Target End
Start Page | Page

0

Production | Article
Status Title

Manuscript

Title

-

ries

systems
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Copying Schedule Groups

Manage Schedule Groups

Copy Schedule Group: Confirm Data to Copy

Please confirm the information to copy when creating the new Schedule Group. When copying TOC entries, new
Submissions are not created; instead, the existing Submissions are initially assigned to both the criginal and copy.
For TOC Header entries, a new, independent copy of each Header is created in the new group.

Copy Schedule Group Metadata only
Copy Schedule Group Table of Contents only

2 Action & ® Copy Metadata plus Table of Contents

Assign Production Task
Edit Group Details
Production Status Grid

Cancel J Proceed J

History
Freirre roayy
Copy Group

_ _—
Crose—5 l._-l_ll:I

—\\VEs
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Closing Schedule Groups

Manage Schedule Groups

Page: 1 of

Schedule

Group
= Action A AT

Assign Production Task 2018 Issue
Edit Group Details Template
Production Status Grid

History

File Inventory

Copy Group

Close Group

The "August 2018" Schedule Group has open production tasks
associated with it:

* 3 Submissions have open submission production tasks.
o Click this Production Status Grid link to cancel the
Close Group process and switch to a list of
production tasks associated with this Schedule
Group.

*+ 1 Schedule Group Production Task is still in progress.
o Click this History link to display information for this
Schedule Group.

To cancel these tasks automatically and close the group, click
one of the following buttons depending on whether you want to
send cancellation letters. Submissions that have no open tasks
but are still in production will have production ended on them.

Close Group and Send Letters |

Close Group without Sending Letters |

To leave the group open without cancelling any tasks, click 'Do
Not Close Group'.

Do Not Close Group |

=

ries

systems



Closing Schedule Groups

Closed Schedule Groups

Scheduling
The Schedule Groups listed below have been closed.
Manage Schedule Groups

Add Schedule Group
Closed Schedule Groups

Page: 1 of 1

Schedule

Group
= Action & AY

Re-open Group September 2013
* Production Status Grid
Schedule groups can be re-opened Re-open Group July 2018

Production Status Grid
Re-open Group September 2018

once The)’ are CIOSed Production Status Grid
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Produxion Manager Reporting

Reports

Submission Tasks Reminder Report

Schedule Group Tasks Reminder Report
Automated Submission Tasks Reminder Report
Automated Schedule Group Tasks Reminder Report

Editor/Publisher Assignment Totals by Task Type Report

Automated &

Manual Reports

are offered in

ProduXion

Manager

=4
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Questionsg®

4 Answers
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