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Production Tasks Overview

This 5.0 release of Editorial Manager and Preprint Manager introduces a set of features
that allows journals to manage journal activities that are not directly related to peer-
review. For most journals these will be “production”-related activities such as typesetting
or proof reading. However, any activity outside the main peer-review workflow could be
managed using a “production” task.

For example, journals that carry out copy-editing prior to acceptance and release to their
publisher could use a Production Task to manage the assignment of the submission to a
freelance copy-editor, who can then can pick up and return files through the system
before transmittal to the publisher. Journals that control their own preparation for
publication can extend this to the entire post-acceptance workflow, assigning and
tracking all stages through to publication.

Production Tasks are part of the Pre-Print Manager system and are not automatically
available to all Editorial Manager users. You will need to contact your Editorial Manager
representative to make these features available.

Extended Publisher Roles

New Publisher and Editor permissions have been added to control who can view
Production Task-related information. The Publisher roles, in particular, have been given
many more permissions in anticipation of their greater use in journals configured to carry
out Production Tracking.

You can use Publisher roles for people who have no need to interact with the Peer-
Review process; otherwise Editor Roles can be used for people who work on both. You’ll
need to have at least one normal Editor Role configured to Initiate Production, as this is
done from the main Editorial Menu.

Production task assignments:

These are central to setting up a production workflow, and you can track any process you
carry out as a Production Task. A production task is similar to a reviewer or editor
assignment, and it:

e Allows you to assign a submission to a person to work on; they usually describe

99 ¢¢

processes like “Copy-editing”, “Typesetting” and “Proof-Checking”.

e Allows you to set (and will automatically calculate) due dates for each process;
they can be linked to target publication dates.

e Allows you to control who can carry out each task.

e Allows you to make selected files available as part of the assignment.

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation
NOT FOR USE OUTSIDE OF ARIES 4



e Allows the recipient to upload new files through the Editorial Manager/PM
system.

e Automatically records the dates for each activity.

A production task is a simple assignment; there are no options to invite a person,
although production tasks can be cancelled easily once assigned.

Follow-on Assignments: Some tasks can be configured to allow “Follow-On”
assignments. When a recipient closes such a task, they are given the option of
immediately assigning another task. This allows you to ask a third-party to assign work
using the system, or to “daisy-chain” tasks together.

Workflow and Scheduling

PM provides a spreadsheet-like Status Grid view of key tasks, so you can track the
progress of submissions through the workflow.

Individual tasks can be given a target duration, and their due date can also be linked to
publication dates.

Target Publication Dates: each submission can have up to three target publication dates:

e A submission-specific target online publication date; this is independent of any
issue/schedule group target publication dates, and can be used to bring an
important submission forward ahead of the rest of its schedule group.

e A target online publication date from an associated schedule group; this is the
target online date for all submissions in the group.

e A target publication date for the schedule group, normally the print publication
date. This is to define a target date for all submissions in the group.

Using these three dates, you can set a target date for printing an issue, set an earlier target
date for putting all submissions in the issue online, and if necessary give individual
submissions an even earlier target online date, for example to meet a conference date or
to ensure the earliest possible publication date.
“Volume and Issue” structure (Schedule Groups)

Submissions can be assigned to Schedule Groups (normally individual Issues) to:

e Define key publication dates.

e Define running order/Tables of Contents.

e Maintain targets for content (number of pages, figures, etc.).

A submission can belong to only one schedule group at a time, but can be moved freely
between groups.
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File management

Production Tasks allow you to assign specific files to people as part of the task
assignments. When each person completes their assignments, they can upload files as part
of the submission process.

Companion Files: Files associated with Production Tasks are designated Companion
files and don’t appear in the main submission PDF.

Color Coding: You can use special color-codes to manage your companion files;
assigning a default color code allows you to immediately assign companion files to a
specific group. Or, you can use color-coding to indicate progress (e.g. change a file’s
color from Red, through Yellow to Green as you process it).

Hiding: You can Hide old companion files as they are replaced with new ones, allowing
you to maintain a current set of live files and simplifying your file management.
How is Production Tracking used?

Assignments are made for individual submissions, with schedule groups being used to
manage groups of submissions for scheduling purposes. Typically, you will:

Initiate production on individual submissions at any time, even before decision or final
disposition if you wish.

Use the Production Status Grid to review the progress of submissions through the
production process.

Set up Schedule Groups for specific issues, or for other scheduled deliverables, such as
conference proceedings or a monthly web site update.

Set individual online Target Publication Dates for a submission, or assign a submission to
a Schedule Group to inherit target dates from the group.

Assign Production Tasks to process the submission, selecting files for the recipient to
work on.

People you assign tasks to will receive notifications, download assignment files from
Preprint Manager, and when complete, submit their tasks, uploading any new files as they
do so.

Use the Production Status Report to chase up outstanding tasks.

Move completed submissions out of production, either individually or by closing the
schedule group.

Configuration overview

1) Ask your Editorial Manager/Preprint Manager representative to enable Production
Tasks for your journal.
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2)

3)

4)

5)

6)

7)

8)

Configure the relevant editor and publisher roles in RoleManager, adding new roles
for your production staff and external suppliers or freelances. Identify:

e Who can see Production Task-related information.
e Who is eligible to assign and receive Production Tasks.
e  Which roles will default to using the Production Task menu.

Decide whether to suppress the normal author submission interface; only applicable
to journals that do not use Editorial Manager for peer-review tracking.

Select the identifiers to be displayed in Production Tracking columns, selecting from
MS Number (carried over from Editorial Manager), DOI, Corresponding Author
name and Article Title.

Define file policies:
e Define Color Codes for companion files.

e Create companion file Submission Item Types in PolicyManager, assigning
default color codes if required.

Create letters for each production task, and production task reminder letters. For each
task you may need:

e An Assignment letter to the person carrying out the task, on initial assignment
e A Cancellation letter to the person carrying out the task assignment.

e A Submit Task letter to the journal, sent on completion of the task assignment.
Define Production Tasks for each stage in your workflow, setting:

e Assignment policies (who can assign and receive the task; if follow-on tasks are
allowed).

e Scheduling policies (does the task appear in the Status Grid, task duration and
lead times before publication).

e Upload policies (what types of file can be uploaded).
e Letters sent (on assignment, cancellation and completion).

Add initial schedule groups (volumes and issues) to the system before transferring
submissions to production
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Detailed Feature List and Configuration

Suppressing the Author Submission Interface

Existing Editorial Manager users are not likely to require this option; it is only necessary
where a journal is using only the Production Tracking features in Preprint Manager, and
wishes to log submissions centrally without authors creating and submitting unsolicited

manuscripts.

With this option set, all folders related to the normal Editorial Manager peer-review
management are removed, leaving only the “Current Task Assignments” and “Completed

Production Task Assignments” folders available to authors.

Editorial Manager”

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

Important Message: Site under development. Do not use for live manuscript submission.

Production Task Assignments

Author Main Menu Current Task Assignments (10}

Completed
Cormnpleted Production Task Assignments (%)

TO CONFIGURE: Go to RoleManager, and edit the Author role. Set the “Hide

Manuscript Submission Interface” permission.

Edit Role Definition

Role Mame: Author
Check the functions that this role is permitted to perform.

™ view Status Date
¥ \iew Current Status
¥ Send Ad Hoc E-mail
™ Search Similar Arlicles in MEDLINE
Biblingraphic Search
© Pubmed Search
I Highwire - Title Search
7 Qiview Reference Checking Results
T GHide Manuscript Submission Interface

Defining Identifiers to Display

Preprint Manager allows you to simplify some of the Production Tracking pages that list
submissions by selecting the main identifiers to use to identify the submission

information. You can select from:

e Manuscript Number (carried over from Editorial Manager)
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e DOI
e Article Title
e Corresponding Author Name

Note that the corresponding Author Name will display with the author’s country in

brackets, to allow you to add extra time for Production Tasks assigned to them if
necessary.

Yiew All Submissions in Production

Contents: This page lists all submissions where at |east one production task has been assigned, or the submission has been assigned to a
Schedule Group. Subrissions will mowve out of this folder when the End Production action is used, or if they are associsted with a Schedule
roup when that group is closed,

Page: 1 of 1 (26 total submissions) Display results per page.
Submission
Initial Date Target
Manuscript Schedule | Section/ Date Production | Online
Number 3 Group Category | Article Type | Submitted | Initiated 3 o
82 Action A AV v AV v AY AV v

Assign Production Task
Production Status Grid

Eroduction Details i )

MErTn IyZ5T Maclohn 4{3) - Sep News and  Production May 22, May 22, Aug 14,
Transmittal Form (UMITED 2007 wiews Test 2006 2008 2007
Fils Inventory KINGDOM)

Edit Subrnission

Yiew All Submissions in Production

Contents: This page lists all submissions where at least one production task has been assigned, or the submission has been assigned to a Schedule
aof this folder when the End Production action is used, or if they are assaociated with & Schedule Group when that group is closed.

Page: 1 of 1 (26 total submissions) Display results pe
Initi
Manuscript Author Schedule | Section/ Datg
Number Name Article Title Category | Article Type |Sub
B Action & AY Fy AY AY AV AY AV
Assign Production Task 5
Broduction Status Grid h Sme‘tﬁmg ®a
Production Details Pl doumnal an e sealn Py —— "
e s aclohn assessment of - Sep Mews an roduction ay
."r“:at—n"srlf_mal — ST 0123 Ax NV e the major on-line 2007 Views Test 2006
e r— KINGDOM) submission
File Inventory ysterme
Edit Submission v '

TO CONFIGURE: Use PolicyManager, Configure Identifiers Displayed in Production

Tracking. Tick/check the selection boxes by the identifiers you wish to display in
Production Tracking pages.

PolicyManager Main Menu

Expand All Collapse Al

Registration and Login Policies

Status Policies

ission Policies

Ad
Editor Assignment Policies

onal Data Policies

Reviewer and Editor Form Policies

E-mail and Letter Policies
# General Policies

Conference Submission Policies
Transmittal Policies

=] @Preprin( Manager

=] Configure Artwork Quality Checking

=] Configure Production Tasks
[&1] Configure Identifiers Displayed in Production Tracking

G Configure Reference Checking
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@Editorial Manager” / Beatona

ROLEMANAGER * ACTIONMANAGER » POLICYMANAGER » ADMINMANAGER » ADMINISTRATION HELF: . rial © EM Yersion: 5.0

Configure Identifiers Displayed in Production Tracking

Select the information you wish to use to identify subrissions listed in Production Tracking pages. Please select at least one
identifier. Note that only the DOl setting will affect the production task assignment pages viewed by authors; you cannot suppress
the manuscript number or article title on those pages.

¥ Display the Manuscript Number

[~ Display the DOI

¥ Display the Corresponding Author

I3 Display the Aricle Title

Cancel | Submit

Defining Color Codes

You can create custom color-coding to apply to Companion Files uploaded by the author
during submission, by editors through the File Inventory page, or whenever a user
completes a Production Task assignment.

There are two main ways to use the codes:

e Simply define a set of codes, and manually change each Companion File in the
File Inventory or when submitting a task.

e Define a set of codes, and also specify a default code for each submission item
type — note that color-coding can only be applied to Companion Files, not normal
submission files.

You can combine both approaches — for example, using a Red (=Unchecked) color code
for all files on upload, changing this manually to Green as each file is checked.

TO CONFIGURE: First, you need to define a set of color codes to use. Use
PolicyManager, Configure Color Codes for Companion Files. Each color code requires a
color to be selected, plus a description to display when you hover the cursor over the
code.

PolicyManager Main Menu

Expand All Collapse Al

Registration and Login Policies
Status Policies
El Submission Policies
Edit Aricle Types
Edit Submission lterns
Configure Color Codes for Companion Files
Edit Sections/Cateqaries

[}
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Configure Color Codes for Companion Files

Listed below are the color codes that may be assigned automatically when companion files are uploaded, You may specify a ‘default’
colar {or Mo default color)) for companion files on the Edit Subrmission ter Type page in PolicyiManager

Color codes can also be modified after the companion file has been uploaded. Editor and Publisher Roles with permission to Upload,
Hide and Restore Companion files' can change the color associated with a companion files on the Change Color Code page.

Order Color RGB # Description

|1_ [ ] oooooo Wain Submission Text Edit Rernove
lE_ [ ] 00aoFF Figure Stream Edit Remove
|3_ [ ] FF3300 On-Line only files Edit Remove
|4_ FFFFO0 Editorial Edit Remove

Update [tem Order
Mewr Color Code: #9999FF Choose Color

[Entar RGE color code or choose With the color picker]

nsert Special Character
MNews Color Code Description: IData Files|

Mazimmum 256 characters

Al [!

Add Color Code for Companion Files Page
Color Code #9999FF Choose Calor

[Enter RiZE color code or choose with the color picker]

Insert Special Character
Color Code Description: |Data Files

Maximum 258 characters

I Hide ‘“When you Hide Color Code, the Color Code will be deactivated (not available for new companion files)

Cancel Subm\t

[ httpfftestweb edtori... | Adblock .

Once you have a set of codes, they can be assigned manually to individual files through
the File Inventory using the Change Color Code link.

Give anyone who needs to change Color Codes the Upload, Hide and Restore Companion
files using RoleManager.

You can also set a default color to be used whenever a specific type of Companion File is
uploaded.
Defining Companion Files

Before you can use Production Tracking, you must create one or more Submission Items
to act as Companion Files. In effect, each submission has two different pools of files
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associated with it — the submission files originally submitted by the author for peer-
review, and the Companion Files used specifically for production.

Note that you can configure the system so that an author can upload a Companion File,
but Companion Files are never built into the PDF approved by the author, or the PDF that
is sent for peer-review. Any type of file that needs to be peer-reviewed should not be
configured as a Companion File.

Companion Files are controlled through the PDF Handling setting for submission file
types.

TO CONFIGURE: Use PolicyManager, Edit Submission Items. To define a submission
Item as a Companion File, set the PDF Handling to “Companion File (not built into
PDF)”.

Optionally, choose a default color code. When a file of this type is initially uploaded, the
color code for that file will be set to this value.

Edit Submission Item Type

Insert Special Character

ltern Type |Original Manuscript (F)
Masirourn 286 characters

Itern Type Family: | Document -2

FOF Handling: | Companion File (not built into PDF) j

Impodant Note: IF 'Build Hyperink to the ftem into the POF{Tterm Not Dispiayed in POF)'is selected, there is no
restnction on the uploaded fiie's extension or content. All uploaded files are cheched for viruses

I™ Display with automatic line numbering in PDF
™ Include this ttem Type for Awark Quality Checking
I Include this Item Type for Reference Checking
I~ This Itern Type will contain multiple citations inside a single reference. Example

I~ This Item Type will contain reference annotations. Example

Choose Default Color Code for Companion file Upload
Order Color Description
(ol Mo default color
i . Main Submission Text
(ol . Figure Stream
. OreLine only files

(ol Editarial

(ol Data Files

Cancel Submit

Production Tasks

Production Tasks allow you to follow any production workflow you wish, from a single
copy-editing step through to a more complex series of tasks. Each production task has
several key configuration areas to allow you to:

e Limit who can assign the task, and who can receive it.
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e Say whether you expect files to be returned on completion of the task, and define
what kinds of files can be uploaded.

e Define the scheduling of the task: its duration, how long before publication it
needs to finish, and whether you wish to track this task in the main Production
Status Grid.

e Permit follow-on assignments after completion of this task, to string sequences of
tasks together.

e Define any instructions and assignment, cancellation and completion notification
letters.

You will need to take some time to analyze your workflow, breaking it down into a list of
potential tasks before creating these in Preprint Manager. In general, you should create a
task:

e To process submission files. This is the most common type of task, for example

P19

“Typesetting”, “Copy-editing” “Correct Artwork”.

e To make files available to someone, for example “Proof-Reading by Author” or
“Check-Out Art files”.

e To request information or files from someone, for example “Request for Updated
Artwork™.

e To indicate you have reached a key date, for example “Copy Complete”. This
would be denoted by a special “Milestone” task.

TO CONFIGURE: Use PolicyManager, Configure Production Tasks.

@Editorial Manager" Al
L

ROLEMANAGER = ACTIONMANAGER » POLICYMANAGER » ADMINMAMAGER = ADMINISTRATION HELP

GConfigure Production Tasks

Listed below are previously created Production Tasks. You may Add, Edit,or Remove Production Tasks. Production Tasks
may be hidden by clicking the "Edit" link and selecting the "Hide" checkbox on that page.

Role
Family
Editor/

Format manuscript Publisher Edit

Order Production Task Name

Request Artwork from Author Author Edit

) Editor/ i
Copy Editing Fublisher Edt

Pre-Proof to authar Author dit

. Editor/ "
Typesetting Publisher Edit

Editor/ .,

11777

This displays a list of currently configured Production Tasks. To remove a task from the
list, you can click the Remove link.
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@Configure Production Tasks

Listed below are previously created Production Tasks. You may Add, Edit,or Rernove Production Tasks. Production Tasks may be hidden by
clicking the "Edit" link and selecting the "Hide" checkbox on that page.

Order Production Task Name ROI?
Family
copyedit E\_to! Edit
Microsoft Internet Explorer, @
\_?() Do you really want ko Remove the Production Task 'proofread'? Click '0K' to remaove the Production Task,
pi ermoye Edit

Insert Special Character

Mew Production Task Mame ‘

Maxirurn Production Task Name s 100 characters

Policytanager tain bdenu

If the Remove Box does not appear, you will need to Edit and Hide the task.
Edit Production Task

Cancel Proceed

Insernt Special Character
Mew Production Task Name: ‘copyedit

Mazaram Production Task Name is 100 characters

> [] Hide When you Hide a Production Task Name, the Production Task Mame will
be deactivated (ot available for assighment)

Assignment Options

Typing text into the Custom Instructions will dizplay an "Instructions” link when the recipient views their task assignments. Leave this
field ernpty to suppress this link.

Production Task Custom Insert Special Character
Instructions:

Flea=ze copyedit this masnuscript.

To add a task, type a name into the “New Production Task Name:” field and click the
“Add” button to display the main Add/Edit Production Task page. You can click Edit by
an existing task to modify it.
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@Editorial Manager” / Beatona

ROLEMANAGER + ACTIONMAMAGER = POLICYMANAGER = ADMINMANAGER - ADMINISTRATION HELF

GiConfigure Production Tasks

Listed below are previously created Production Tasks. You may Add, Edit,or Remove Production Tasks. Production Tasks
may be hidden by clicking the "Edit" link and selecting the "Hide" checkbox on that page.

Order Production Task Name Rol.e
Family
Editar/
1 Farmat manuscript Publisher Edit
2 Request Artwork from Author Author Edit
- Editar/
3 Copy Editing Publisher Edit
4 Pre-Proof to author Author Edit
l— Editar/
E Typesetting Publisher Edt
Editar/
[ Colour Imposition Publisher Edit
7 Froof checking by Author Author Edit
8 Check out Artwork Editorf Rernave dit
Publigher I -
. Editar/
k] Test production task Publisher Remove Edit
Update Order I

Insert Spacial Character

Maxiruim Production Task Narne s 100 chara!\
Add

PolicyManager hain Menu

Mew Production Task Name: I

The order in which the tasks are listed is important, as this defines the order in which they
will appear across the Production Status Grid. You should order the tasks so that they
consecutively reflect your current workflow.

Task ordering is the main way to define a “workflow”, in that earlier tasks appear higher
in the list of assignments, and to the left in status grids. You can also add a greater degree
of control by using follow-on task assignments, and limiting the types of task each role
can assign. However, Preprint Manager will allow you to reassign earlier tasks or assign
tasks out of order, as this allows for the greatest flexibility in daily use.

The Edit Production Task screen allows you to set the following options:

General Options

e New Production Task Name: Defines the name for the task, shown in status
grids and to the recipient of the task. We recommend you do not use the “X sent
to Y” format, instead describe the process using “-ing” words, e.g. use
“Typesetting”, not “Manuscript to Typesetter”.
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/ @ditorial

Manager=

U
EM Wersion: 5.0

Edit Production Task
Cancel | Proceed

Insert Special Character
Mew Production Task Marme ICDpy Editing

Maxirnur Production Tashk Mame s 700 characters

[~ Hide “when you Hide a Production Task Name, the Production Task Name
will be deactivated (hot available for assignment)

e Hide. Use this to remove a task from the active list. It can be reinstated at a later
date by Editing and clearing this setting.

Assignment Options

¢ Production Task Custom Instructions: Type instructions to the person
completing the task here. You should identify the core purpose of the task,
provide any checklists to the recipient, and tell them how to complete the task and
what files they should upload to you.

Assignment Options

Typing text into the Custom Instructions will display an "Instructions” link when the recipient views their task
assignments. Leave this field empty to suppress this link.

Production Task Insert Special Character
Custom Instructions: This is how you copy-edit.

Only roles with the "Assign Production Task" permission appear in this list. You may select multiple roles or
de-select a role by clicking on an itern while holding down the CTRL key (Windows) ar Apple/Command key (Mac)

Can be Assigned by:

An Group Editor (E)
E

Test editor role
Typeseter (E)
Comptraller E

Can be Assigned to: ¢ Caorresponding Authar only
@ Selected Editor/Publisher Roles only

Only roles with the "Receive Production Task" permission appear in this list. ¥ou may select multiple roles or
de-select a role by clicking on an itern while holding down the CTRL key (Windows) or Apple/Command key (Mac)

Editarial Office
Production Controller
Test editor role

Typesetter (E)
Comptroller =l

Follow-on Task Assignments allow the selected editors/publishers who complete this kind of task to immediately
assign another task. Remermber to configure the Can be Assigned by permissions for the tasks you wish to
fallow-an fram this one

W Allow follow-on Task Assignments
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e Can be Assigned by: Allows you to define which roles can be allowed to assign
the task. For example, you might allow a “Typesetter” to assign an “Author Proof
Correction” task, but that is likely to be the only type of task they are allowed to
assign.

e Can be Assigned to: has two main settings: Corresponding Author only, which
automatically sends the submission to the author, for example for “Author
proofing” tasks; and Selected Editor/Publisher Roles only: which defines what
types of people can carry out the task, for example “Typesetting” is likely only to
be assigned to someone with a role of “Typesetter”.

e Allow follow-on Task Assignments if checked, this presents the assignee with an
additional “Assign Follow-On Production Task™ page from where they can assign
one or more additional tasks. Note that you need to make sure that the roles which
this production task can be assigned to must be able to assign at least one type of
Production Task for this to be useful.

Companion File Options

e Show Warning if File not uploaded when Task is Submitted should be used
for any production task for which you expect new files to be returned to the
journal, for example “Typesetting” would normally require several versions of the
typeset manuscript (e.g. XML version, PDF proof version).

Companion File Options

Show Warning if File not uploaded when Task is Subritted
[] Limit the Submission ltem Types that can be uploaded when Task is Submitted

Only ltern Types configured as Companion files appear in this list. You may select multiple term Types or de-select an ltem
Type by clicking on an iterm while holding down the CTRL key (Windows) or Apple/Carmand key (Mac)

—

e Limit the Submission Item Types that can be uploaded when Task is
Submitted: allows you to define the types of file that the assignee can return, to
simplify the upload process.

NOTE: You will need to create the Item types before you can select them here, using
PolicyManager, Edit Submission Items. Only companion files will be available for
selection (items designated as “Companion File (Not built into PDF)” in the “PDF
Handling”)
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Scheduling and Due Date Options

e Show Task in Production Status Grid allows you to designate key tasks that
will appear in the Production Status Grid. Unless your workflow is very simple,
you should not display every possible production task in the Status Grid. For
example, if a task is assigned very rarely, it should not appear in the grid, as it will
not provide useful information on most submissions. If you have several
processes that often occur together, such as “Sub Editing” and “Check Artwork”,
you should consider only showing one of these tasks in the grid — probably Sub-
Editing, as not all submissions will have artwork to check.

e Task is a Milestone Task (no due date required): this allows you to create a
Production task which records a significant date purely for display on the Status
Grid. It can also be used to trigger a notification to a selected person.

Scheduling and Due Date Options

W' Show Task in Production Status Grid

Milestone Tasks do not reguire a response and automatically have the same start and end
dates. Set the Task to be a Milestone if you do not wish to track the duration, or wish to
simply log a key milestone in the Status Grid. Otherwise you may enter one or more Due
Date calculation methods, and the earliest possible date will be used when allocating a
task

Due Date:
" Task is a Milestone Task (no due date required)
& Calculate a Due Date based on
I Mumber of Days after Assignment Date:
-
Murnber of Days prior to Submission Target Online Publication Date
r
Mumber of Days prior to Schedule Group Target Online Publication Date:
r
Mumber of Days prior to Schedule Group Target Publication Date

1177

e Calculate a Due Date based on: settings. When you assign a production task,
Preprint Manager will calculate the due date based on these settings. You can
select any combination of these settings, including no settings at all, and Preprint
Manager will take the earliest possible, valid date for the Due date. For most
tasks, you will select the “Calculate a Due Date based on: Number of Days after
Assignment Date:” option and enter a number of days for the maximum time the
task should take. For submissions on the Production Status Grid, you are likely to
select one or more of the remaining options:

o Calculate a Due Date based on: Number of Days after Assignment Date:

o Calculate a Due Date based on: Number of Days prior to Submission
Target Online Publication Date:

o Calculate a Due Date based on: Number of Days prior to Schedule Group
Target Online Publication Date:

o Calculate a Due Date based on: Number of Days prior to Schedule Group
Target Publication Date:
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Letter Options

These select the template to use for the standard letters sent when assigning, cancelling or
submitting (completing) a task. In each case users will be able to edit the letter before it is
sent.

Letter Options

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

Assignment Letter: | FT - General Assignment

Cancel Assignment Letter: | Please Choose a Letter

[ENRENREY

Submit Task Letter: | FT - Copy-Editing complete

There are three standard letters associated with each Production Task:

e Assignment Letter: Sent to the person who the task is being assigned to, this
should contain instructions on logging in, obtaining the files, and where to go
when the recipient has completed their task.

e Cancel Assignment Letter: Sent to the person who the task was assigned to, this
should let them know that the assignment will no longer appear in their list of
assigned tasks.

e Submit Task Letter: Sent to the person who assigned the task; this should be a
brief notification that the task has been completed, and a reminder to go in and
assign the next task, if appropriate.

Scheduling

When you assign a Production Task, PrePrint Manager can be configured to calculate the
due date as outlined above. There are three possible dates that can be used for scheduling:

e A Submission Target Online Publication Date. This is manually set for each
submission, using the Production Details page. This date is specific to the
submission alone, and is not overridden when the submission is assigned to a
Schedule Group. It allows you to identify an earlier target date for individual
submissions, even if they are assigned to an issue or other Schedule Group.

e A Schedule Group Target Online Publication Date. This is inherited from the
Schedule Group when a submission is assigned to it.

e A Schedule Group Target Publication Date. This is the print publication date, and
is inherited from a Schedule Group when a submission is assigned to it.

Preprint Manager assumes that a submission that will be published in print will be
assigned to an issue to do so, and that the Schedule Group Target Publication Date will
be the anticipated date of print publication.
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However, it also assumes that you might wish to put an issue on-line as a whole before
the print version is released, and so the Schedule Group Target Online Publication date is
the anticipated date that this will happen.

In addition, Preprint Manager is designed so that individual submissions can be given a
special “ahead of print” publication date, normally an on-line release, handled by the
individual submission’s Submission Target Online Publication Date.

Schedule Group Target dates can be modified from the “Manage Schedule Group” folder,
by user’s with the Manage Schedule Groups permission.

TO CONFIGURE: Use PolicyManager, Configure Production Tasks. For any specific
tasks, set the Calculate a Due Date based on: settings to select the target dates to be used
in any due date calculations.

If the task has no duration, either uncheck all settings, or set the task to be a Milestone
task.

If you do not use forward scheduling, or the task is not on the “critical path”, but should
be completed within a set time, select only the “Calculate a Due Date based on: Number
of Days after Assignment Date:” option, and enter a default timescale.

If the task is on the main critical path, and must be completed by a certain deadline, you
may select Number of Days prior to Submission Target Online Publication Date,
Number of Days prior to Schedule Group Target Online Publication Date, or

Number of Days prior to Schedule Group Target Publication Date and fill in the
appropriate number in the box.

Production Status Terms

There are four new “Production Status” terms introduced; these are displayed on the
“Details” and “Production Details” pages. They are:

e Not in Production

e In Production

e Production Completed
e Returned to Production

Unlike the peer-review statuses, these are not editable by the user, and are not intended to
give a detailed summary of progress through production. You should use the Production
Status Grid to review the current status of submissions in production.

TO CONFIGURE: No configuration is possible; these are terms generated by the system.
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Editorial Manager Pages modified by Production Tasks

Details

The “Production Notes” field can be displayed on this page for editors who do not have
access to the “Production Details” link, but who need to review production notes.

A new “Production Status:” section has been added. If a submission is not yet in
production, this displays an “Assign Production Task” link.

Manuscript Notes:

[T Display Manuscript Notes Flag Insert Special Character

Production Status: In Production

Production Notes:

E

Blinded Editors: Blind Editors

EDITORS

Once the first Production Task has been assigned and the submission is in production,
this will display the current Production Status for the submission.

Production Status: In Production

Production Notes:

TO CONFIGURE: No configuration is required to display the “Production Status”
section; it will appear automatically once Production Tasks has been activated for your
journal. To allow a user to view the “Production Notes” field, use RoleManager to enable
the permissions “View Production Notes on Manuscript Details” and “Edit Production
Notes on Manuscript Details” for the desired Editor or Publisher role(s).

El General Searching and Viewing
¥ Search All Manuscripts
™ Search Only Assigned Manuscripts
¥ Tum On Manuscript Motes Flag
¥ Tum Off Manuscript Motes Flag
¥ “iew Production Mates on Manuscript Details

¥ Edit Production Mates on Manuscript Details

History
Two new sections are added to the standard History view, and their display is controlled

by new RoleManager permissions:
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e Production Status History. This displays a table of all production task
assignments and their current status; you can use this to assess how far the
submission has progressed.

e Production Correspondence History. This displays all Production Task-related
letters generated for the current submission.

You may switch between a Status Type view, which separates Production
Correspondence from normal correspondence and a Timeline View, which combines
these into a single set of correspondence organized by date. The example shows the
Status Type view, with a link to Switch to Timeline View.

History for Submission Number 100

Status History Production Task History Correspondence History FProduction Correspondence Histor

Switch to Timeline Wiew
Close I

STATUS HISTORY

Status Date Document Status Status Days Role Family m

May 19, 2006 wiith Editor EDITCR a John Maclohn
May 19, 2006 “Submitted” to ‘Journal’ - EDITOR a John Maclohn
May 19, 2006 Needs Approval by Author AUTHOR i John Maclohn
May 19, 2006 Building PDF - AUTHOR a John Maclohn
May 19, 2006 Incomplete with Author Test ---- AUTHOR a John Maclohn

PRODUCTION TASK HISTORY

Date Task Date Task Assigned Production Task Date Task Closed
Production Task Assigned Due Assigned To :1 Status Closed By

. Charlie John
Caopy Editing May 19, 2006 May 19, 2006 Copy-Editor Macdohn Open
Request artwork fram Iohn
Author May 19, 2006 May 19, 2006 John Maclohn Macohn Open

CORRESPONDENCE HISTORY

May 19, 2006 Editor Assignment Arnald Editor with Editor 1] John Maclohn
May 19, 2006 Author Motice of Manuscript Nurber John Maclohn "Subritted" to "lournal' 0 John Maclohn
May 19, 2006 Journal Office Motice Mew Submission Language Editor "Submitted” to "Journal' 0 John Maclohn
May 19, 2006 Journal Office Maotice Mew Subriission Arnolde Author-Three "Subritted" to "Journal' 0 John Maclahn
May 19, 2006 Author Subrnits Mew Manuscript Confirmation  John Maclohn “Submitted” to Journal' 0 John Maclohn
May 19, 2006 PLF Built and Reguires Aporoval John Maclohn Building POF 1] John Maclahn

PRODUCTION CORRESPONDENCE HISTORY

May 19, 2006 PT - Request new artwork from suthor John Maclohn In Production John Maclohn
May 19, 2006 PT - General Assignment Charlie Copy-Editar In Production John Maclohn

Close

Status History Production Task History Correspondence History FProduction Correspondence Histor

Switch to Timeline Wiew |
-

TO CONFIGURE: To allow a user to view the new sections, use RoleManager, and edit
the desired Editor or Publisher role. Set the permissions “View Production Status
History” and “View Production Correspondence History”.

NOTE: The existing Editorial Manager permissions “View Status History”” and “View
Correspondence History” have been renamed “View Editorial Status History” and “View
Editorial Correspondence History”, respectively.
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B Gen‘eml Searching and Viewing
¥ Search All Manuscripts
[T Search Only Assigned Manuscripts
[T Search Similar Aicles in MEDLINE
[ Search Authar Publications in MEDLINE
Biblingraphic Search
I Pubried Search
™ Highwire - Title Search
I ‘iew Editorial Status History
W Giview Production Status Histary
¥ “Yiew Editorial Correspondence History
W Ghview Production Correspondence History

[ses]

File Inventory

The current “Download Files” link has been renamed “File Inventory” and can be
configured to show both Submission files and the new production-task related
Companion Files.

¥iew All Assigned Submissions - John MacJohn

Contents: This page lists all submissions that have been assigned to an Editor, for which the Editor's decision has not vet been made. This includes
submissions with invited Reviewers, submissions out for review, submissions requiring a decision, and subrissions which have a subordinate Editor's
decision but not a decision from the top Editor in the decision-making chain.

Dlsp\ay

Status
e d D ate

Page: 1 of 1 (14 total subrnissions) mn - | results per page.

Manuscript
Number

Wiew Subrnission

Submitting

Details
History tea
- Journal; an
Classifications Sssessment May
Undn Editor Ass] JMYZST Production of the Johin May 22, 22, with Editor  Arnold Editor
File Inventary Test Maclohn 2008
> major 2008
Edit Subrnission
on-line
Invite Reviewers .
- subrnission
Solicit Commentsry
systems.

Notify Editor
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¥3 hitp:/ /testweb.editorialmanager.com - File Inventory - Mozilla Firefox (=] 3]

File Inventory
John Maclohn (UNITED KINGDOM): "Test good”

Listed below are the files included in the current version of the latest Revision of the submission. Click the
Download link to download the individual source file.

View Subrnission

Close Save and Close
% Download Zip File

Check All Clear all

Submission Files {accessed via PDF)

Item Family m Last Modified |QC Results Display on Transmittal Form m Include in le File

Abstract | Abstract Default tablel .tif 114 MB  Apr 13, Z004 Pass  [Wiew Download

Companion Files (not built into the PDF)

Display on Include
Item [ 4 Uploaded Transmittal in Zip
Item Description Family File Name Modified | By Form File

PROOF-This

In-House proof from DTP system isa John
Text Proof (P - manuscript May 19, Ma.r.]\:l.hnj D.an\uad
P Document iy 5 really ZKB 2006 Editorial Hide o
abvious Office
title.doc

Upload Companion File
Download Zip File

Check All Clear All

Close Save and Close

| Done adblock

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
either of the permissions “Download Companion Files” or “Upload and Remove
Companion files”.

B Edit Submission
W Edit Submission Before Decision
W Edit Submission After Decision and Final Disposition
W' Download Source Files
3 ¥ Download Campanion Files
¥ Upload, Hide and Restore Gompanion files

W Assign Manuscript Classifications

Publish Information

A new target date, the “Submission Target Online Publication Date” has been added to
the Actual Publication Dates.

The layout of this page changes if the submissions is assigned to a Schedule Group after
production has been initiated, to show two columns: Target and Actual Publication Data.
For Commentaries, the Target data will initially show the information entered when
requesting the commentary. For all other submissions, the Target date will show
information entered during the production process, either manually for the submission, or
inherited from an assigned Schedule Group.
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Publish Information for Manuscript Number: JXYZ23R1
John Maclohn (UNITED KINGDOM)

You can enter the Actual Publication Data manually,

Cancel Submit

Actual Subn.ission Publication Data
Online Publication Date:

H (rrnddd/yyyyd

Publication Date: ] (rrnddd/yyyyd

Number of Pages:
Start Page:

End Page:
Wolume Humber:
Issue Humber:

TOC Position:

PWW

DoI:

Cancel Subrnit

¥ http:/ /testweb.editorialmanager.com - Publish Information - Mozilla Firefox -10] x|

Publish Information for Manuscript Number: JXYZ-D-032-00007R1
John Maclohn (UNITED KINGDOM): "Test of submission approval process.”

You can enter the Actual Publication Data manually.

You may click the 'Copy Targsets to Actual' button if you want all Target Submission Publication Data
automatically copied to the Actual Submission Publication Data, then click 'Submit' to save the information.

Copy Targets to Actual I Cancel | Submit |

Target Submission Publication Data Actual Submission Publication Data

Online Publication Online Publication [ (rmn/dd/yyyy)

Date: Date:
Publication Date: 06/01/2006 Publication Date: l— i (mm/dd/yyyy)
Number of Pages: 5 MNumber of Pages: l—
Start Page: 11 Start Page: l—
End Page: 15 End Page: l—
Wolumne Nurnber: 47 Walume Murnber: l—
Issue Numnber: 6 Issue Number; l—
TOC Position: z TOC Position: l—

Dol l—

Copy Targets to Actualnl Cancel | Subrnit |
| Dene Addock

TO CONFIGURE: No configuration is necessary.

Transmittal Form

The transmittal form layout is unchanged. Any Companion files uploaded before the
Final Disposition is set to “Accept” will automatically appear on the transmittal form;
you will need to manually de-select them to avoid their being sent to the publisher.
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Transmittal Form for Manuscript Number: JXYZ54
John Maclohn (UNITED KINGDOM)

A journal can ingert any specific instructiol ar the person filling out the Transmittal Form, or for someone receiving the printed Transmittal Form. Such
instructions can pe inserted here, Additional iMsgguctions can be inserted at the bottom of this form.

original Item
Item Artwork Quality fReference
e e [Muodified [ #Actio ok Resu

2
FDF

Source File:
_
FDF

Companion Files

ariginal text.pdf Apr 27, Downlosd Original Itern
Manuscript (P]

Item File Last
Description Name Modified Quality Results Puby’ “er Zip File
Corrected Praaf (P) updated Dacurnent.rtf May 10, 2006 Download Original Item —

Author Main Menu

Two new folders have been added to the main menu for authors. These will only appear
once the first Production Task has been assigned to the author.

o Current Task Assignments lists all production tasks assigned to this author.
Authors must use this folder to complete production tasks and upload any files to
the journal.

e Completed Production Task Assignments lists all production tasks that this author
has completed. The author can use this to review the progress of the submission,
and any covering letter sent at the time of assignment.

Production Task Assignments

Author Main Menu Current Task Assignments (11)

ew Submissions
Subrnit New Manuscript
Submissions Sent Back to Authar (0}
Incamplete Submissions (0)
Submissions Waiting for Author's Approval (1)
Submissions Being Processed (6)

Revisions
Submissions Needing Rewvision {2)
Revisions Sent Back ta Author (0}
Incamplete Submissions Being Revised (0)
Revisions Waiting for Author's Approval (0)
Rewisions Being Processed (0]

Declined Revisions {0)

Submissions with a Decision {11}

Completed Production Task Assignments (9)

GFreprint Publications
‘WebFirst Table of Contents (D}

TO CONFIGURE: No configuration is necessary; once a production task has been
assigned, the folders will appear. You can, however, decide to configure the system so
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that only these two folders will appear, as described in the Suppressing Author
Submissions section above.

Note: you will need to have at least one Production Task configured with “Can be
Assigned to:” set to “Corresponding Author Only”. If you don’t, you can’t ask the author
to complete a task for you.

Production Tasks Menu

Editors and Publishers with access to production task permissions will see a new
“Production Tasks” menu tab on their main page.

Proposal Menu Production Tasks

Search

EDITORIAL Search Submissions | Search People
OFFICE

PRODUCTION -

TASKS To-Do List

MENU Production Tasks Assigned to Me (1)

Overview
Production Tasks I Have Assigned {23}
Wiew All Submissions In Production (15)
Wiew &ll Production Tasks With Authors (11)
Production Status Grid

Scheduling
Manage Schedule Groups
Add Schedule Group
Closed Schedule Groups

Completed
Wiew All Submissions with Production Completed (2}

Reports

Production Tasks Reminder Repart

TO CONFIGURE: To enable the production tasks features, you must contact your
Editorial Manager representative to activate this Preprint Manager feature. Once this has
been enabled, you must use RoleManager to enable one or more of the Production Task-
related permissions.

Several key permissions define which links will appear in the Production Tasks menu:

e View All Submissions in Production: Shows the View All Submissions in
Production and View All Production Tasks with Authors folders. Also affects the
options available when viewing the Production Status Grid.

e View Production Status Grid: Shows the Production Status Grid from the main
menu, plus additional links from each production tracking page.

e Manage Schedule Groups: Shows the links to the Manage Schedule Groups and
Closed Schedule Groups; also shows the Add Schedule Group link, which does
not link to a folder but allows you to set up a new Schedule Group.
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e Send Production Reminders: Shows the link to the main Production Reminder
report, to allow you to list overdue production tasks, and send chase emails.

e Assign Production tasks: Once you have used this to assign at least one
production task, you will see the Production Tasks I Have Assigned” folder.

e Receive Production tasks: Shows the Production Tasks Assigned to Me folder,
listing all Production Tasks you have yet to complete.

Edit Role Definition

Riole Mame ‘Prndudmn Cantroller

Masdmurn Role naree is 40 characters

Check the functions that this role is permitted to perform.

Expand All Collapse All

® New Submissions
= Editor Assignment
= Preprint Manager
™ @initiate Production
T Gigere as Corresponding Production Editor
r OChange Corresponding Production Editor
7 @iview Schedule Groups
r OManage Schedule Groups
™ @Edit Submission Target Online Publication Date
@view Production Details
@hview Production Status Grid
@iview All Submissions in Production

CUBC B

@End Praduction/Return to Praduction
OAsswgn Froduction Task

@icancel Fraduction Task Assignment
@iovarrida Production Task Dua Date
@Racaiva Production Task

@i5end Praduction Remindsrs

I 4 4 e

@Download Reviewer Attachments
™ @Edit Reviewsr Attachments
™ @iiew Reference Checking Results

Setting Production Task menu as default

You can also make this the default menu for users who will deal mainly or exclusively
with production tasks, and who do not need to work with the main editorial menu. Links
to the main editorial menu will remain on each production task page, so this will not
prevent access to this.

TO CONFIGURE: Use Search People to locate the user, and then click on their name to
edit their settings. Locate the “Default Login Menu” option and set to “Production
Menu”.
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| ¥

Insert Special Character

User Information
Search People - The username you choose must be unique within tha
Update system,
-,E, . If the ane you choose is slready in use, you will be
inrermauon asked for another,
To update any information, User Marne *  jmaciohin
make the changses on the form dx  [—
and click Updste, Required Passwor
fiel h?‘:alve an asterisk next to Re-type Password * [

The default login role is the user role that will be used if

Mr John MacJohn you strike the enter key when logging in and you have
not made a specific selection.

Self-Registered:

B4/30/2003 Default Login Role: [puthor = L
Last Modified: Default Login Menu | Production Meny = |

Mon May 22 04:32:55 EDT A [%

2006 Available a5 a Reviewer? *  Yes & No

Board Member? Yes (0 No

—II'_'aCt'\mtE difts Wszr Forbidden as a Reviewerz  ¥es O Ho &

Reviewer Role * Referee ;I
Fublisher Role * Comphioller =
Editorial Role * [ Editorial Dffice 3|

Editor Description

Activity Details I
additional People Details

Insert Special Character

Personal Information

Production Tasks Assigned to Me

Production Tasks Assigned to Editor John MacJohn

Page: 1 of 1 (1 total tasks) Display [10 - | results per page.

Switch to Status Grid Wiew

Date Date Days
Manuscript| Author Production| Task Task |Until Assigned |Schedule |Section/ | Article
Number  |Name Task Assigned |Due  |Due By Group | Category|Type
= Action & AY AY AY AY AY AV AY AY AY AY

View Assignment Letter  JXYZ45  Anne Author DO NOT PUT INTO PRODUCTION - Testof  Copy Editing  Mar 17, | Mar 22, 58 days John Physics Letter to the
Assionment Files (UNITED accepted, not yet published submission. 2006 2006 | overduz | Maclohn Eool Editor
Submit Task KINGDOM)

Assign Production Task

Production Details

History
Transmittal Form
Edit Submission

Switch to Status View
Page: 1 of 1 (1 total tasks) Display 10+ results per page.

Production Status Grid
Production Tasks Menu
Editorisl Meny

This folder shows the currently logged-in user any Production Tasks that have been
assigned to them to work on. Use this folder to:

e Review your task lists and due dates
e Download any files made available to you as part of a specific task.

e Submit a task (complete the task, optionally uploading files to the journal in the
process).

You may also carry out additional actions, such as assigning other tasks or viewing
Production Details depending on your permissions.

There are two views available for this folder. The folder will initially list all individual
assignments, and you may see a particular submission more than once if you have more
than one assignment related to it. If you have the permission to view the Production
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Status Grid view, the Switch to Status Grid View link will show all submissions in the
Status Grid view; this provides a table of submissions and assigned tasks to allow you to
check the current status of all related submissions.

TO CONFIGURE: Enable the RoleManager permission Receive Production Task to
display this link for any role that will work on production tasks. You must also configure
at least one Production Task so that it can be assigned fo users with that role. Make sure
you have assigned the role to at least one user. Enable the View Production Status Grid
permission to allow users to switch to the “Status Grid” view, but note this will give them
access to details of all assignments on a submission.

Production Tasks | have Assigned

Production Tasks I Have Assigned
Contents: This page lists all Production Tasks You have sssigned. When a production task is completed, it is removed from this folder.
Page: 1 of 1 (34 total tasks) Display [100 <] results per page.
Date
Date Task|Days Initial
Manuscript Author Article Production| Assigned | Task Due |Until |Schedule|Section/ | Article Date
Number Name Title Task Ta Assigned Due |Group |Categoery|Type Submitted
= Action & AV AY AY AY AV AV Y |AY |AV AV AY AV
Cancel Assignment
Assign Production Task Test of Apr 30 days
Production Details g John Macdohn submission  Copy John Apr 05, June 2008 Jan 31,
History JAN2-D-03-D000TRL vy 1reD KINGDOM)  approval Editing Test-editor 2006 ;g‘ns everdue olime Original Article %00
Transrittal Form process.
File Inventory
Cancel Assignment
Assign Production Task Request
Produrtion Details Ixrzzd prnslovon Z;tc;;‘;:er AL CTE Anne suthor L £ Msar ::r;f& ariginal Artigle 13T 2%
Histary {UNITED KINGDOM)  Z27%% 7 fram 2006 o ¥ 2008
Transmittal Form IOy Tea: author
File Inventory
Page: 1 of 1 (34 total tasks) Display [100 =] results per page.
Froduction Status Grid
Eroduction Tasks Menu
Editorial Menu |

This folder shows the currently logged-in user details of any Production Tasks they have
assigned on to someone else to work on. Use this folder to:

e Cancel a Production Task assignment, and send a notification to the assignee that
this has happened.

You may also carry out additional actions, such as assigning other tasks or viewing
Production Details depending on your permissions.

TO CONFIGURE: Enable the RoleManager permission Assign Production Task to
display this link for any role that will assign tasks to other users. You must also configure
at least one Production Task so that it can be assigned by users with that role. Make sure
you have assigned the role to at least one user.
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View All Submissions in Production

¥iew All Submissions in Production

Contents: This page lists all submissions where at least one praduction task has been assigned, or the submission has been assigned to a Schedule Group. Submissions will move aut of this
folder when the End Production action is used, or if they are assaciated with a Schedule Group when that group is clased.

Page: 1 of 1 (25 total submissions) Display [100 =] results per page.

Date Submission
Manuscript Schedule |Section/ Initial Date | Production Target
Number Author Name | Article Title Group Category |Article Type |Submitted |Initiated Online Date
AY AY AY AY AY AY AV AY AY

Assign Production Task

Production Status Grid

Production Details John Maclohn
History INYZSE {UNITED
Transmittal Form KINGDOM)
File Inventory

Edit Subrmission

The testing of TT15281: and why

R Production Test  May 19, 2006  May 19, 2008

Assign Production Task

Production Status Grid

Production Detsils B © &= John Maclohn

Histor I%vz54 [UNITED Test4.0-04-2b part 3 Production Test  Apr 27, 2006  Apr 27, 2006
Transmittal Form KINGDOM)

File Inventory
Edit Submission

assign Production Task

End Production

Production Status Gbr\d o Gl -

Production Details 1%¥Z-D-03-00003  (UNITED Sample Physics Pool apl Feb 20, 2003 May 18, 2006
History KINGDOM) communication

Transmittal Form

File Inventory

Edit Submission

Fage: 1 of 1 (25 total submissions) Display [100 || results per page.

Production Status Grid
Production Tasks Rerinder Repart
Production Tasks Menu
Editorial Menu

This folder lists all submissions with the statuses “In Production” or “Returned to
Production”, i.e. which are available for production tasks. Use this folder for a quick
overview of submissions in production, as you can sort this table by any column.

You can access general Production Task-related information and carry out key Actions
from this view:

e Assign Production Tasks
¢ End Production

TO CONFIGURE: Enable the RoleManager permission View All Submissions in
Production. The Action Links that appear will depend on which other Preprint Manager
permissions are enabled. Note that the Schedule Group name listed in the main table of
submissions will appear as a link to the details of the Schedule Group if a user has either
of the permissions “View Schedule Groups” or “Manage Schedule Groups™ set.
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View All Production Tasks with Authors

Production Tasks with Authors
Contents: This page lists all submissions with Production Tasks assigned to Authors. When s production task is complstad, it is remaved from this falder.

Page: 1 of 1 (22 total tasks) Display [aLL - | results per page.

Date Date | Days Initial
Manuscript Author Article Production | Task Task|Until | Assigned |Schedule Section/ |Article ET
Number Name Title Task Assigned |Due |Due  |By Group  |Category | Type submitted
2 Action A AV AV AY AY AV AY (AW AV AV AV AY AY
t
k

Cancel Assignmen

Assian Production Tasl
production Detsils | 3uyz13
History

Transmittal Form

File Inventory

Cancel Assignment

Assign Production Task
Production Details @ WMrz5e John Maclohn Test4.0-04-2b Pre-Proof to Apr 26,
Histor (UNITED KINGDOM) partl author 2006
Transmittal Form

Eile Inventory

Apr 4/26/2006

20 days P.Rod ree
rvardie | Ustion Original Article | 5:54:51

Anne Author Let's pass this  Pre-Proofto Apr 26,

(UNITED KINGDOM)  on by proxy.  author 2006 o

4/26/2006
20 days Charlie Production 11:50:02

averdus Copy-Editor Test i

Apr
23,
2006

Page: 1 of 1 (22 total tasks) Display [aLL - | results per page.

Production Status Grid
Production Tasks Menu
Editorial Menu

This folder lists all tasks that have been assigned to an author, whoever originally
assigned them. Use this folder to:

e Cancel a Production Task assignment and send a notification to the author.

You may also carry out additional actions, such as assigning other tasks or viewing
Production Details depending on your permissions.

TO CONFIGURE: Enable the RoleManager permission View All Submissions in
Production.

Production Status Grid

Use this folder to review the progress of all submissions through the production process.
It displays the status of key Production Tasks for listed submissions.

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation
NOT FOR USE OUTSIDE OF ARIES 32



Production Status Grid

Page: 1 of 1 (b total submasgions) Disgtey (10 <] results per page.

Article [ TOC
SectionfCategory | Type | Paosition | Pages |P
AY AY

AY

Page: 16F 1 (6 total submrassicns) Display (100 =] results pav page.

Grand Tatals

Budget [ 0

Current 1013 265 132

The key feature of this page is the list of Production Tasks listed across the grid, between
the Date Production Started and Submission Target Online Publication Dates. You can
choose the key Production Tasks that appear in this grid.

By initially listing all submissions In Production, the can be further filtered to present:
e Submissions not currently assigned to a Schedule Group.
e All submissions assigned to any schedule group
e Submissions assigned to a specific Schedule Group.

You can access general Production Task-related information and carry out key Actions
from this view:

e Assign Production Tasks
¢ End Production

TO CONFIGURE: Only specified tasks will appear on the grid. To select a task for the
Status Grid, go to PolicyManager and click the “Configure Production Tasks” link under
the Preprint Manager section heading. Select and Edit a Production Task, then set the
Show Task in Production Status Grid permission to have the task appear in the grid.

To allow users with a particular role to view the grid enable the RoleManager permission
View Production Status Grid.
Manage Schedule Groups

This folder lists all Schedule Groups that are currently active. A Schedule Group is
roughly equivalent to an issue, although it can be used to group submissions together for
other purposes. If you want to add an Issue to the system, you would add it as a new
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schedule group, and set pagination targets. You could also add create schedule groups to
handle batches of submissions for other purposes, such as a batch for uploading to a Web

site. However, a submission can only belong to one schedule group at a time.

= Action &
Edit Group Details

Close Group
Edit Group Details

Production Status Grid

Manage Schedule Groups

Page: 1 of 1 (5 total Schedule Groups)

Current

Physics 0
Pool

4i4) - Dec 13 a 11z

Production Status Grid

2007

Display [ 10 ;l results per page.

Close Group
Edit Group Details 4021 -Jun 12 a 112 a Jun 01, 2007 4 2 Jun 01,
Production Status Grid 2007 2007
Close Group

Edit Group Details 41} - Mar 12 & 230 1013 Mar 01, 2006 47 & Mar 01,
Production Status Grid 2007 2006
Close Group

Edit Group Details 4{3) - Sep 15 1 11z 14

B
B
)
o

=}
=}
[
@
@
o
%
i

B
=
E
o

Sep 01, 4 3 Sep 01,
Production Status Grid 2007 2007 2007
Close Group

Fage: 1 of 1 (5 total Schedule Groups) Display |10 ;l results per page.

Add Schedule Group

Use this folder to:
e Add new Schedule Groups (e.g. add issues)
e Set target publication dates plus target page and content budgets for a group
e Assign submissions to a specific schedule group
e Move submissions between schedule groups
e Modify existing Schedule Group settings
e Close Schedule groups to move them out of production

TO CONFIGURE: Only specified users can manage schedule groups. To enable this
folder for users with a specific role, go to RoleManager, Editor Role or Publisher Role,
select the role and set the Manage Schedule Groups permission.

The related permission View Schedule Group Details allows users to check a Schedule
Group’s details whenever they see the group’s name. To enable this, go to RoleManager,
Editor Role or Publisher Role, select a role and set this permission.

Add Schedule Group

This allows you to create a new schedule group, for example to add a new issue. This is a
new Action Link, also available on the main Production Tasks menu. See the section on
New Action Links, below, for more details.
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TO CONFIGURE: Go to RoleManager, Editor Role or Publisher Role, select the role and
set the Manage Schedule Groups permission.

Closed Schedule Groups

Closed Schedule Groups

The Schedule Groups listed below hawe been closed. Mew Production Tasks cannot be assigned for any of the submissions in these groups. To assign additional Production
Tasks, click 'Re-open Group'.

Page! 1 of 1 (4 total Schedule Groups) Display |10 ;l results per page.

Target

Schedule Number of Page Page | Publication| Publication| Publication| Online
Group
B Action & AY

Re-open Group Movemnber Movw 30, 2006 6 Moy 16,

Production Status Grid issue 1908

Re-open Group August 2006 16 0 160 a Aug 31, 2006 6 3 Aug 18, O 5 0 a
Production Status Grid issue 2008

Re-open Group Biclogy Fool @ 1 a a ] ] a ]
Production Status Grid

Re-open Group Test SG 0 0 0 a a o 0 a

Production Status Grid

Page: 1 of 1 (4 total Schedule Groups) Display |10 ;l results per page.

This folder lists all schedule groups that have been previously closed, for example, issues
which have been published. Note: groups must currently be manually closed to remove
them from production and into this folder. Use this folder to:

e Reopen closed schedule groups.

e Review published material.
TO CONFIGURE: Go to RoleManager, Editor Role or Publisher Role, select the role and
set the Manage Schedule Groups permission.
View All Submissions with Production Completed

This folder lists all submissions where production has been completed, and therefore
have the production status Production Completed.

Yiew All Submissions with Production Completed

Contents: This page lists all submissions which have been marked as 'Production Complate’

Page: 1 of 1 (3 total ) Display [ 10 ;l results per page.

Initial Production| Production
Manuscript Author Schedule |Section/ | Article Date Completed | Completed
Number Name Group Category| Type Submitted | Date By
S Action & AY AV AY AY AV AY AY AV
d

Return to Production JXYZ53 Anne Author Rapi Aug 17, Mar 01, John
Production Details {UNITED KINGDOM) communication 2004 2006 Maclohn
History

Transrnittal Form

File Inventory

Return to Production JXYZ-D-03-00009R2 Enn Editar 41} - Mar original Article  Mar 26, Apr 20, 2006 John
Production Details (ITALT) 2007 2003 Maclohn
History

Transmittal Form

File Inventory

Return to Production JXYZ15 Anne Author Physics Pool Original Article  Jul 10, 2003 Apr 06, 2006 John
Production Details (UNITED KINGDOM) Maclohn
History

Transmittal Form

File Inventory

Page: 1 of 1 (3 total ) Display [ 10 - | results per page.

Use this folder to:
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e Return submissions to production.
e Access data and files for completed submissions

NOTE: submissions must currently be manually closed to remove them from production
and into this folder. This can be done for individual submissions, but note that all
submission assigned to a schedule group will be closed and moved into this folder when
the associated Schedule Group is closed.

TO CONFIGURE: Enable the RoleManager permission View All Submissions in
Production.

Production Tasks Reminder Report

This report allows you to create a list of tasks that may be overdue, nearly due, or which
have been in progress for a specified time. You can choose to generate reminder letters
from the list. The reporting process spans several pages.

The first page allows you to define your report; use the options here to limit your report
to specific sets of submissions, tasks or assignees, and to define the date range for your
reminders.
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Production Tasks Reminder Report =

Flease select the report parameters. This report will produce a list of people who have open (incomplete) production tasks. Reminders can be sent
fram the report results page

Select Production Task: |AII Production Tasks j

Select Schedule Group: |AII Schedule Groups j
Assigned To: Check Al Clear All

™ Author

™ Ar Editar

" Copy Editar

T Typesetter

Using the above selections

& Show open Production Tasks Assignments regardless of due date

' Show open Production Tasks which are due between ‘EHIEDDE T and ‘5/31/2005 ] (rmmdddfyyyy)

' Show open Production Tasks for Submissions with a Submission Target Online Publication Date between W T and
’W ] (mmfddfyyyy)

' Show open Production Tasks for Submissions with a Schedule Graup Target Online Publication Date between W M and
’W ] (mmfddfyyyy)

' Show open Production Tasks for Submissions with a Schedule Group Target Publication Date between ’W B and

Fatmoe L3 gmmiddiyyyy)

Show open Production Task Assignments for Target Publication Wolume ’_ and |ssue ’_

Show open Production Tasks with rmore than ’57 elapsed days since the Production Task was assigned.
Show open Production Tasks that are within hD_ days of their due date

Show open Production Tasks that are ’77 days past their due date

200 0D

You may further refine your result set by selecting all, or choosing one or more values helow. 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 iterns in the selection box. On a Mac, the ‘Command’ key is uged while using the
mouse to click the desired iterns

Article Type: Original Atticle a| Select All
Rapid communication

Review Clear All
Clinical report =l

Section/Category: [ News and Views Select All

Clear All

| |
Cancel Submit

Use Select Production Task to limit the report run to just one type of task.

Use Select Schedule Group to limit the report run to tasks associated with submissions
that have been assigned to one schedule group, for example to chase up tasks for a
specific issue.

Use the Assigned to check boxes to limit the report to tasks assigned to selected types of
user.

Choose one of the “Show open Production Tasks...” settings to base the report on. For
example, choose the option “Show open Production Tasks that are [ ] days past their
due date.” and set the figure to “0” to list all submissions due today.

You can further limit the results to specific article types and section/category settings.
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Production Tasks Reminder Report 2]
Content: Check the box under the "Send Reminder' column to send a reminder letter to that person
You will have the opportunity to customize the individual reminder letters after clicking the 'Send Reminders' buttan
Page: 1 of 1 {12 total submissions) Dizplay | 100 x| results per page
Check All - Clear All
. Submission
. . Date  Date Days Date Last # Total .
send  Production Ascigned  gug ook Uniil Reminder Reminders Elasped  MhanscliPt puthor - Schedule oo ction/Category Article Type 10 3°!
Reminder as ¢ Assigned Due Due  Sent Sent Days umbet ame reup L['," me
A i ate
~ Copy Charlie Febk 28, Mar 78 o 83 DYZDO30001E Amclde Bhysics Original Article
Editing Copy-Editor 2006 05, days Author-Three Pool
Production 2006 past (UNITED
Details due KINGDOM)
History
r Copy John Mar 01, Mar 77 1] -82 IXYEZD-03-00012  Amolde A1) - Mar Original Article
Editing MacJohn 2006 05, days Author-Three 2007
Production 2006 past (UNITED
Details > due KINGDOM)
History
r Copy John Mar 02, Mar 7B a -81 JRYZ-D-03-00007R1 John A1) - Mar Original Article
Editing MacJohn 2006 07, days MacJohn 2007
Production 2006 past (UNITED
Details due KINGDOM)
History
r Copy Charlie Feh 08, Feb 93 Apri3, 1 -103 ey Z-D-03-00021 Arnolde A1) - Mar Original Article
Editing Copy-Editor 2006 13, days 2006 AuthorThree 2007
Production 2006 past (UNITED
Details due KINGDOM)
History
Check All - Clear All
Page: 1 of 1 (12 total submissions) Display | 100 = | results per page.
Send Reminders
Back to Production Tasks Reminder Report
Return to Production Tasks Main Menu
Back to Main Menu

After you Submit your search, you are presented with a list of task assignments matching
the search you just set up; you can select specific assignments and click the Send
Reminders button to send reminder emails, as per normal Editorial Manager reminders.
You can only do this if you have already set up one or more reminder letters and assigned
them to the “Production Reminder” letter family.

TO CONFIGURE: To allow users with a specific role to run the report, go to
RoleManager, Editor Role or Publisher Role, select the role and enable the permission
Send Production Reminders.

Before you can generate reminder letters for production tasks, you need to create standard
reminder templates. Go to PolicyManager and select “Edit Letters” under the E-mail and
Letter Policies heading. Click “Add New Letter” to create a new template, and select
“Production Reminder” as the letter family. Create a letter using the mail-merge fields
listed below.

Search Submissions/Search People

These are the same as the Search links on the main editorial menu. With Production
Tasks enabled, the Search Submissions page is enhanced.

e The DOI has been added to the Search Criteria you search for and can appear in
the search results, if you have configured it as a selected identifier as described
above.
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e New Production-Task specific links are added to the Action column, based on
your current permissions.

e The Advanced Criteria have been enhanced to allow you to filter your searches

according to production status. If you cannot find a submission you know to be in
production, check these criteria.

e Links back to the main Production Tasks pages have been added.

SEARCH SUBMISSIONS - SEARCH RESULTS

Manuseript Mumber CONTAINS '43'
Save Search Search Again

Fage: 1 of 1 (1 total submissions) D\5D|ay 100 = rEsu|ts per page,

Manuscript| Article le Shnrt Current| Status Author| Han
Number Type Status Date ed| Name ssigned| Section/Category
B Actio AY AY AV Keywords| Classifications| AY AY AV Reviewers AV Editors | AY

Wiew Submission IXYZ43 REDId Test of With D3/17/2IJEIE 03/17/2006  Anne Arnald Arnold
Details communication  proxy Editor Author Editor  Editor
Production Details assigning
History of

File Inventory production

Edit Subrission tasks

Solicit Commentary
Classifications

Undo Editor Assignment
Motify Editor
Invite Reviewsrs

Page: 1 of 1 (1 total submissions) Display | 100 +] results per page.

Save Search search Again

Editor Main Menu

Advanced criteria

[ Save my Advanced Criteria.
Advanced Criteria

T Exclude Submissions with the Author (submission has not yet been submitted to the journal office). Not
excluded are submissions that have been submitted to the journal, but have been sent back to the author
through the Edit Submission feature.

T Exclude Revisions with the Author (revision has not yet been submitted to the journal office). Not excluded
are revisions that have been submitted to the journal, but have been sent back to the author through the
Edit Submissicn feature.

Exclude Submissions where Final Disposition has been set.

Include only Submissions where Manuscript Notes flag is turned on.

Exclude Conference Submissicns.

Include anly Submiss ch are currently in production

include submi duction has ended

oo ananq

Include only Submissions where production has ended

Cancel ‘ | Continue Building Search Criteria

The permission Include only submissions which are currently in production limits
searches to submissions with the Production Status “In Production” or “Returned to
Production”. With the subsidiary permission Also include submissions where
production has ended set, the search will also include submissions with the production
statuses “Production Completed” or “Production Cancelled”.

The permission Include only submissions where production has ended limits searches

to submissions with the production statuses “Production Completed” or “Production
Cancelled”.
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TO CONFIGURE: Selecting the normal search permissions in RoleManager will also
make the Search links available on the Production Tracking menu as well. Searching can
only be enabled for Editor Roles, not Publisher Roles.

= General Searching and Viewing
M Search All Manuscripts
I Search Only Assigned Manuscripts
™" Search Similar Atticles in MEDLINE
™' Search Author Publications in MEDLINE
Bibliographic Search
™ Pubmed Search

New Viewing and Editing permissions

Several permissions have been added to the general View permissions to allow both
editors working on peer review and production staff to review production notes and
history.

# New Submissions

= Editor Assignment

= Reviewer Invitations

® Editor Decisions

® Proposals/Commentaries

= General Searching and Viewing
T
[

H W @view Production Status History

I™ “iew Editorial Correspondence Histary

ﬁ M @view Production Correspondence History

.
[

H ™ Wiew Praduction Notes on Manuscript Details
H ™ Edit Production Notes on Manuscript Details

Other permissions control who can create or edit production-related information.
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Edit Role Definition

Role Mame ‘Pruducﬂun Controller

Maxirmur Role name 15 40 characters.

Check the functions that this role is permitted to perform.

Expand All Collapse All

= New Submissions
= Preprint Manager
™ @initiate Production
I~ @5emve as Carresponding Production Editor

H‘ r OChange Caorresponding Production Editor
H ™ @iview Schedule Groups

r OManage Schedule Groups

% [ GiEdit Submizsion Target Online Publication Date
H ™ @iview Production Details
% ¥ @view Production Status Grid

¥ @hview All Submissions in Production

¥ @iEnd Production/Return to Production

¥ OAsswgn Froduction Task

W @cancel Fraduction Task Assignment
H ¥ @Override Production Task Due Date

¥ @iReceive Praduction Task

¥ @isend Praduction Reminders

[ @iDownload Reviewsr Attachmants

[ GiEdit Reviewar Attachmants

™ @iew Reference Checking Results

e View Production Details is the most important — anyone who can see the
Production Details page will be able to modify some metadata, such as the
production notes.

e View Schedule groups allows you to see the details of the submissions assigned to
each schedule group, and any associated pagination information.

e View Production Status Grid allows users to view an overview of the progress of
many submissions through key production tasks; you can allow users to check
progress of individual submissions by giving them the View Production Status
History permission.

e Change Corresponding Production Editor allows you to change the person
associated with the submission as Corresponding Production Editor. Note that the
associated permission, Serve as Corresponding Production Editor, has to be set
for at least one role and more than one person associated with that role for this to
be useful

e Edit Submission Target Online Publication date allows you to set a target online
publication date for an individual submission. Note that users with this permission
are likely to need the Manage Schedule Groups permission, as that allows them to
set target Online and regular Publication Dates for the schedule group as a whole.

e Override Production Task Due Dates allows you to change the date an individual
assignment is due. You should consider enabling this for any user who can Assign
a production task, unless you wish to limit their ability to delay your schedule.
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New Action Links

As with Editorial Manager, you process submissions by using Action links associated
with individual submissions within a Production Tasks folder; most of these are
controlled by RoleManager permissions.

Note that you do not need to use the “View Production Notes on Manuscript Details” and
“Edit Production Notes on Manuscript Details” permissions for production staff with the
“View Production Details” permission; the Production Details page assumes these
permissions are present for anyone who can view it.

The existing Editorial Manager “download files” permission has been expanded to
include:

¢ Download Companion Files
e Upload Companion Files

You need to enable these to allow users to access the companion files from the File
Inventory Action link. Note: anyone who is assigned a production task will still be able to
upload companion files when completing a task. You do not need to give people the
Upload Companion Files permission if they will only send you files as part of a task
assignment.

Companion files are Production-Specific files — all files returned as a result of a
Production Task assignment are uploaded as Companion Files. Note that you can allow
authors to upload Companion Files during submission, but these files are intended to be
production-only and will not be built into the PDF seen by authors.

Edit Role Definition

Role Mame \Producﬂan Caontroller
Maximurn Role name s 40 characters.

Check the functions that this role is permitted to perform.

Expand All Collapse Al

% New Submissions

= Editor Assignment

® Reviewer Invitations

 Editor Decisions

® Proposals/Commentaries

® General Searching and Viewing

= Edit Submission
™ Edit Submission Befare Dacision
™ Edit Submission After Dacision and Final Disposition
M Download Source Filas

¥ Dovenload Cornpanion Files

¥ Upload, Hide and Restore Companian files

I Assign Manuscript Classifications

Finally, Production Task-specific permissions directly control the Action Links available
to you in the Production Task menus.
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e [Initiate Production adds a new action link, Assign Production Task, to the main
Manuscript Details page (not the Production Details page). This allows an editor
working on a submission to start tracking production tasks.

NOTE: this is not linked to the transmittal process; that is designed to send a
submission to a separate production system.

¢ End Production/Return to Production allows you to take a submission out of
production.

NOTE: you cannot End Production for a submission with one or more open
Production Task Assignments. You can also end production on a submission by
closing the Schedule Group to which it is assigned.

e Manage Schedule Groups allows you to Close and Re-Open schedule groups.
Closing a Schedule group removes it from production, and closes all associated
submissions. If you re-open a schedule group, the associated submissions are not
automatically re-opened; you will need to reinstate these individually.

e Assign Production Task allows you to assign a production task.

NOTE: you need to make sure that at least one production task has been
configured to allow this role to assign it, and has at least one valid recipient.

e Cancel Production Task Assignment allows you to cancel a task you have
assigned.

e View Production Details displays the Production Details link on Production
Tracking pages.

The results of each action link are described below.

Assign Production Task (Initiate Production)

To move a submission into Production, a user with the Initiate Production permission
assigns the first production task. A user with this permission will see an “Assign
Production Task” link in the main Details page, accessed from the Main Editorial
Manager menu.

¥iew All Submissions in Production
Contents: This page lists all su_bmlsslons where at least one production task has been assigned, or the submission has been assigned to a

Schedule Group. Submissions will mave out of this folder when the End Production action is used, or if they are associated with & Schedule
Group when that group is closed,

Page: 1 of 1 (26 total submissians}

Display [ 100 ;l results per page,

Submission
Initial Date Target
Manuscript Schedule | Section/ Date Production | Online s
S Group Category | Article Type |Submitted | Initiated |Date
B Action A e v AY AY AY AV ¥ |AY

Assign Production Task
Production Status Grid
Broduction Details

Histor Jy257 Maclohn 4(3) - Sep MNews and Production May 22, May 22, Aug 14,

(UNITED 2007 Wiews Test 2006 2006 2007

Transrnittal Formm KINGDOM)

File Inventory
Edit Subrmission
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Use this link to initiate production, taking you through the process of:
e Assigning the submission to a Schedule Group (optional).
e Assigning the first Production Task.

e Assigning any additional production tasks relevant at this stage.

Initiate Production and Assign Production Task
for Manuscript Number: JXYZ57
John MacJohn (UNITED KINGDOM)

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 Group j
Submission Target Online Publication Date: ] {mmiddiyyyy)
Cancel Proceed

Initiate Production and Assign Production Task
for Manuscript Number: JXYZ57
John MacJohn (UNITED KINGDOM)

From the *Assign Submission to Schedule Group' drop-down menu below, either select Do not assign to Schedule Group
ar gelect the name of the Schedule Group the submission will be assigned to. Then click the Procesd’ 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: | 4(3) - Sep 2007 j
Schedule Group Target Online Publication Date: Sep 01, 2007

Schedule Group Target Publication Date: Sep 01, 2007
Submission Target Online Publication Date:  |08/14/2007] T jmmidd yyyy)

Cancel Proceed

If you assign a submission to a schedule group, you can add additional pagination and
running order information if you know it, or a user with the Modify Schedule Group
permission can go in later and add this.
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Initiate Production and Assign Production Task
for Manuscript Number: JXYZ57
John MacJohn (UNITED KINGDOM)

Enter any desired metadata for the submission into the boxes below, then click ‘Proceed'

Cancel Proceed

Target Table of Contents Position:
Target Number of Pages:

Target Start Page:

Target End Page:

Black and White Image Count:

T

Color Image Count:
Table of Contents for Schedule Group “4(3) - Sep 2007"

This Schedule Group does not yet contain any other submissions.

Cancel Procead

After assigning to a schedule group, you can submit without assigning a production task;
this will initiate production without assigning the first Production Task.

Initiate Production for Manuscript Number: JXYZ57
John MacJohn (UNITED KINGDOM)

Pleaze confirm and subrmit the information below. Click the ‘Back’ button to change the information for the current

subrnission
Back | Subm\t% Submit and Assign Production Task
Table of Contents for Schedule Group “4{3) - Sep 2007"
Target Black
Target Manuscript Article Atticle  Number 12rdet Target  and - Color
TOC . Start  End  White Image
s Number Title Type of -
Paosition P Page Page Image Count
ages -
Count
Subrmitting to a Journal; an Production
3 JRYZET assessment of the major on-line Tast 14 1 14 B o
submission systems
Back ‘ Submit ‘ Submit and Assign Production Task |

Use the Submit and Assign Production Task to start production by assigning the first task
in the workflow.

Assign Production Task for Manuscript Number JXYZ57
"Submitting to a Journal; an assessment of the major on-line submission systems.”

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.

Schedule Group: 4(3) - Sep 2007
Production Task: Please Choose a Production Task _%

Cancal

End Production

Allows you to take a submission out of production, when no more production tasks can
be assigned; you will normally do this after the submission has been published (you
would also use the Publish Information link to set the final publication dates). The
submission’s Production Status changes to “Production Completed”.
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Note: End Production only appears when there are no open production task assignments.
If you do not see this option for a specific submission, you may need to cancel any
outstanding production tasks on that submission.

Yiew All Submissions in Production

Contents: This page lists all submissions where at |zast one production task has been assigned, or the submission has been assigned to a
Schedule Group. Submissions will move out of this folder when the End Production action is used, or if they are associated with a Schedule
Group when that group is closed.

Display results per page.

Page: 1 of 1 (26 total submissions)

Submission
Target

Manuscript Schedule | Section/
Category | Article Type
v AY

2 Action &

End Production

Production Status Grid John
Production Details ™ hena Maclohn Bhysics Rapid Feb z0, May 18,
History SIS s Pool cornmunication 2003 2008
Transmittal Form KINGD QM)

File Inventary
Edit Subrmission

http:/ /testweb.editorialmanager.com x|

“p ', Are you sure you want bo End Production on this submission? You will no longer be able to assian
Production Tasks For the submission, Click ‘Cancel' to return ko the page without ending production,
or 'Ok’ to End Production on the submission,

Cancel

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permission “End Production/Return to Production”.

Return to Production

Available only from the “View All Submissions with Production Completed” folder, this
function reinstates the submission. The Production Status changes to “Returned to
Production” and the submissions returns to the “All Submission in Production” folder.

Yiew All Submissions with Production Completed

Contents: This page lists all submissions which have been marked as 'Production Complate’

Page: 1 of 1 (% total ) Display results per page.
Initial Production| Production
Manuscript A Schedule |Section/ & Date Completed | Completed
Number 1 Group Category | Ty Submitted | Date By
2 Action & AY AY AY AY AY AY AY
Eeturn to Production = Anne Author Rapid Aug 17, Mar 01, John
Production Details {UNITED KINGDOM) communication 2004 2006 Maclohn

History
Transmittal Form
File Inventory
Return to Production JXYZ-D-03-00009R 2 Enn Editor 4(1) - Mar Original Article  Mar 26, Apr 20, 2006 John
Production Detsils {ITALT) 2007 2003 Maclohn
Histary.

Transmittal Form

File Inventory

Eeturn to Production JXYZ15 Anne Author Physics Poal Original Article  ul 10, 2003 Apr 06, 2006 John
Production Details [UNITED KINGDOM) Maclohn
History

Transmittal Form
File Inventory

Page: 1 of 1 {3 total ) Display results per page.
Production Status Grid

Broduction Tasks Menu
Editorial Menu

http:/ /testweb.editorialmanager.com x|

€y You are about to return this submission ka Production, The submission will move back inta the
* "Submissions in Production’ Folder and Production Tasks can then be assigned, The Target Publication
Date For this submission is M. Are you sure you want ko return this submission ta Praduction?

) Cancel

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permission “End Production/Return to Production”.
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Add Schedule Group

Creates a new Schedule Group — if you are working with Volumes and Issue, then add
each Issue as a Schedule Group. Schedule Groups can be given volume and issue
numbers, and contain basic page and image budget information.

Manage Schedule Groups

Page: 1 of 1 {& Motal Schedule Groups) Display [10  «| results per page,

Target Target Target
Schedule ? Publication| Publication| Publication| Online
Group 1 i volume Issue Date
B Action i AV v v v AY AY AY
Edit Group Details Physics Pool 2
Production Status Grid
Close Group
Edit Group Details 4i4) - Dec 13 o 112 0 Dec 01, 2007 4 4 Dec0l, 0 o o o
Production Status Grid 2007 2007
Close Group
Edit Group Details 5i1) - 1an 15 z 11z 0 Jan 04, 2008 5 1 Decid, 0 a a o

Production Status Grid 2008 Issue 2007

Close Group

Edit Group Dietails 4{2) - Jun 1z o 11z 0 Jun 01, 2007 4 2 Jun 01, 0 a a o
Production Status Grid 2007 2007

Close Group

Edit Group Dietails 4i1) - Mar 1z & 230 1013 Mar 01, 2006 47 ) Mar 01, 0 a 265 132

Production Status Grid 2007 2006

Close Group

Edit Group Details 43} - Sep 15 1 Az 14 Sep 01, 2007 4 3 Sep 01, 0 [i] 3 i
Production Status Grid 2007 2007

Close Group

Page: 1 of 1 {6 total Schedule Groups) Display [10 +| results per page.

Add Schedule Group

Closed Schedule Groups
Production Status Grid
Production Tasks Reminder Report
Production Tasks Menu
Editorial Menu

You can define a target publication date, and a separate target online publication date for
each group. The group description will appear in production tracking lists.

When you create a Schedule Group, you can assign submissions using the Submit and
Add Submissions to Group button; otherwise, just submit the group and you can add
submissions later.
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Add Schedule Group

Cancel | Submit | Submit and Add Submissians to Group |

Insert Special Character
Schedule Group Description: 5(1) - Jan 2008 Issue

Maximum Schedule Group Description is 100 characters

Schedule Group Notes:
Insert Special Character

Schedule Group Target Online Publication Date: |12/14/200? | CEl tmm/dd 7y yy)
Schedule Group Target Publication Date: |V4f2003 | 5 (mm/ddfyyyy)
Schedule Group Target Publication ¥Yolume: |5 |
Schedule Group Target Publication Issue: |1 |
Target Number of Submissions: [15 |
Page Budget: |‘|'IZ |

Black and White Image Budget: | |

Color Image Budget: | |

Cancel | Subrmit | Subrnit and Add Submissions to Group |

TO CONFIGURE: Use RoleManager to enable the Manage Schedule Group permission.

Edit Group Details

Manage Schedule Groups
Page: 1 of 1 (6 total Schedule Groups) Display results per page.

Trryet Current| Target Target Target Target

Schedule Number of
Submissions| Submissions | Budget| Total
B Action & AY AV v
Edit Group Details
Production Status Grid
Close Group
Edit Group Details 4(4]) - Dec 13 0 11z o Dec 01, 2007 4 4 DecOl, O a o 0
Production Ststus Grid 2007 2007
Close Group
Edit Group Details S(1) - Jan 15 2 112 o Jan 04, 2008 5 1 Ceci14, 0O a o 0
Production Status Grid 2008 Issue 2007
Close Group

Allows you to modify the schedule group information, for example to add submissions to
the group, to remove them, or to change the order in which submissions appear within the

group.
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Edit Schedule Group Details/Add Submissions

Cancel | Submit | add Submissions |

Insert Special Character
Schedule Group Description: |4(1)- har 2007
Maximum Schedie Group Description is 100 characters

Schedule Group Notes:
Insert Special Character

Gubject focuc: Oncology

Schedule Group Target Online Publication Date: 03701 /2006 = (mm/dd/yryy)
Schedule Group Target Publication Date: 03400 /2006 5 (mm/dd/yyyy)
Schedule Group Target Publication ¥olume: 47

Schedule Group Target Publication Issue: 5

Target Number of Submissions: 2

Page Budget: 230

Black and White Image Budget: o

Color Image Budget: 0

Table of Contents

Author
Name SectionfCategory
Production Details P i J=rZ-D-03-00012  Arnolde Qriginal
Transrmittal Form Author-Three Article
Remove from Group (UNITED
KINGDOM)
Production Details |2 J%¥Z-D-03-00007R1 John Maclohn Original 5 11 15 a 0
Transmittal Form (UMITED Article
Remove from Group KINGDOM)
Production Details |3 1%¥Z-D-03-00009R 2 Enn Editar Criginal i n i ] 0
Transmittal Form {ITALY) Article
Remove from Group
Production Details |4 J¥rZ-D-03-00004  John Maclohn Original 993 1} [1} 256 123
Transritts| Form (UMITED Article
Remove from Group KINGDOM)
Production Details |5 J«¥Z-D-03-00021  Arnolde Original a o a a 0
Transmittal Form Author-Three Article
Remove from Group {UMITED
KINGDOM)
Production Details  [§ 1%¥Z-D-03-00018  Joe Bloggs Criginal 9 9 9 a 9
Transritts| Form (UMITED Article
Remove from Group STATES)

Update Target TOC Paosition

Cancel | Submit | Add Submissions

Add Submission

This function allows you to assign submissions to the Schedule Group, building up a
table of contents.

Edit Schedule Group Details/Add Submissions

Cancs i Add Submissions |

Insert Special Character
Schedule Group Description: 5(1)-.Jan 2008 lssue

Maximum Scheduls Group Description is 100 characters

Schedule Group Notes:

You can choose from unassigned submissions, or switch to a list of assigned submissions,
allowing you to move submissions into the current Schedule Group from others.

Insert Special Character
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ToTOT T gE DT T

Table of Contents

Submission Target

End

Page
Production Details 4 Rapid
Transmittal Form comrmunication
Remove from Group)
Production Details
Transmittal Form Test-Author
Rermove from Group (UNITED

KINGDOM)
Update Target TOC Position

Production Test a ] a a a

Cancsl Submit | Add Submissions

| Done ‘ Adblack

L«]

4

Once you have added new submissions, you will return to the Edit Group Details page,

where you should check the order of submissions.

Add Submission to Group 5(1) - Jan 2008 Issue

Select ane or more submissions and click the 'Add to Schedule Group' buttan to add themn to the Schedule Group,

Cancel Add to Schedule Group I

Select from Subrmissions Currently Assigned to Other Schedule Groups

Submissions with no Schedule Group

Date Submission

Check all Manuscript Section/ Article 3 Production |Target
Clear all Number Author Name | Category Type -1 [i Initiated Online Date

Action & AV \ 4 AV AV AV Fyg AY

—E;Dt::‘:?mn Anne Author Rapid -
=2 1%7Z-D-03-00010R1 {UNITED P . Mar 26, 2003 May 10, 2006

Transmittsl KINGDOM) communication

Farm

—E;Dt::‘:?mn Anne Author Rapid
r 1%7Z-D-03-00010R1 (UNITED o - Mar 26, 2003 May 10, 2006

Transmittsl KINGDOM) communication

Form

Production Arnald

Dretails Test-Author
] Dretails
I._: Transrmittal REaral (UNITED Production Test Jun 12, 2003 Jan 31, 2006

Form KINGDOM)

Select from Submissions Currently Assigned to Other Schedule Groups

Cancel Add to Schedule Group I

Remove From Group

This removes an individual submission from the schedule group.

BTacK and WhHite Image Budget; T T

Color Image Budget: ‘U ‘

Table of Contents

Target |Target

Author Start End
Name Section/Category| Article Type Page Page
Production Details w 1xvZ-D-03-00010R1 Anne Author Rapid
Transrnittal Farm & {UMITED communication
Remove from Group KINGDOM)
Production Details JKYZL Arnald Production Test ] a a ] ]

Transmittal Form Test-Author
Remove from Group {UMITED

KINGDOM)
Update Target TOC Position
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Close Group

This takes the entire schedule group “out of production”. All submissions within the
schedule group will be set to “Production Complete”, and the Schedule Group will move
to the Closed Schedule Group folders.

Manage Schedule Groups

Page: 1 of 1 (& total Schedule Groups)

Display [10 <] results per page.

Tararl
Schedule Mamber of

Group
AY

= Action &
Edit Group Details
Production Statll e
Close Group

Note: You cannot close a Schedule Group if any submission assigned to it has any open
production task assignments. You will need to Cancel or submit any outstanding
assignments to close the Group.

Assign Production Task/Assign Another Production Task

Allows you to assign a production task to another person. When assigning a production
task, you can select files to make available to the recipient and customise the notification
email that will be sent. Once you have completed one task assignment, you can assign a
second from the confirmation page.

view All Submissions in Production

Contents: This page lists all submissions where at least one production task has been assigned, ar the subrnission has been assigned to &
Schedule Group, Subrissions will mave out of this folder when the End Production action is used, or if they are associated with a Schedule
Group when that group is closed.

Page: 1 of 1 {26 total submissions) Display [100 | results per page.
Submission
tial Date Ta
Manuscript Schedule | Section/ Date duction e
Numb#: Group Category | Article Type |Submitted | Initiated
B Action & »7 AY AV AY AY AV ¥ AV
Assign Production Task
Production Status Grid
Production Details Il
History IrZST Maclahn 4(3) - Sep Mews and Production May 22, May 22, Aug 14,
Sl (UNITED 2007 Views Test 2006 2006 2007

Transmittal Form
File Inventory
Edit Submission

KINGDOM)

During task assignment, you must select the files to make available to the person
carrying out the task, unless they have permission to access the File Inventory for all
submissions. You can select from original submission files from the author, or any
Companion files that have been uploaded to the system.

The assignment process takes several steps.

1) Selecting the production task to assign. Users with the “View Production Status
History” will see this displayed here, to allow you to check the task has not already
been assigned. You will only see the list of tasks for which your role is selected under
“Can be Assigned by”.
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Assign Production Task for Manuscript Number IXYZ57
"Submitting to a Journal; an assessment of the major on-line submission systems.”

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.,

Schedule Group: 4(3) - Sep 2007
Production Task: ¢ Please Choose a Production Task | = |

Flease Choose a Production Task
Format manuscript

PRODUCTION TASK HISTORY Fiegquest Arwork from Author

Copy Edi
Production Date Task Date Task : Typeselting
Task Assigned Due Colour Imposition

Proot checking by Author

Format May 22, 2006 P Test production task
manuscript

Date Task Closed
Closed :12

Cancel

2) After selecting the task, the page refreshes to display the full assignment letter and
companion files. The next step is to select the correct recipient for the task; Preprint
Manager will check the “Can be assigned to” setting, and list only those users with
valid roles. If there is only on possible recipient on the database, they will
automatically be selected. If you select a Corresponding Author task, the
Corresponding Author will automatically be selected.

Assign Production Task for Manuscript Number: JXYZ57
John Maclohn (UNITED KINGDOM):

Cancel | Assign Task and Send Letter |

Schedule Group: 4(3) - Sep 2007

Production Task: Copy Editing
Due Date: 05/06/2006 [ (mm/ddfyyyy)
Task Assigned ta: | Pleass Chooes & Beron (|

Assignment Letter:  Boxas naxt to cor MUTpTS 8-mall addresses can be included, separated by
semicalons(;).

3) Edit the “letter Body” field to add any special instructions to the standard template
that is displayed; this is the email that will be sent to the assigned person. You can
also modify the subject area and add cc: addresses (Note: this is not a Blind Carbon
Copy, or bec: — the recipient will see these email addresses).
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—
.

Additional recipients can be copied by typing their e-mail addresses into the blank =l

Assignment Letter: boxes next to co! Multiple e-mail addresses can be included, separated by
sernicalons(;).

From: trash@ariesyss.com

To: Charlie Copy-Editor

Letter Purpose! PT - General Assignment

Letter Subject: i task has been assigned ta pou

cci

Line Wrap: soft =

Letter Body: Insert Special Character Preview Letter I Cpen in Mew Window

Dear %GREETINGY,
U='d like you to copy edit & new submission, $HS_NUNEER:, for us.

Please log in to PrePrint manager and check your "Production Tasks
issigned to Me™ folder to download the Alssigmment files.

When resdy, use Submit Task to return your files - upload these as
Compsnion Files when submitting the task,

Regards,
The Journal of %, ¥ and Z.

Special instructions:
— The author said that figure |I

4) You should then select the files you want the assignee to work on as part of the task
assignment. For users without access to the File Inventory, this is the only way they
can download files from the system. For example, you can make the original
manuscript text files available to the copy editor. You can upload additional
Companion files at this point, and make these available to the recipient.

.
.
[

Companion Files

color Item uploaded |QC Allow
Code Description Family File Name |Size |ricdified |By Results | Download

Originzal Manuscript (F)

John

Jul 16,
Change Copyedited Text [F] ;I Docurnent Papillary.doc 36 KB 2003 M:Eiho::, NiA Ff% Hide
Color

Check All - Clear All

Upload New Cormpanion File

Cancel | Assign Task and Send Letter I

5) When you have selected the files, Click Assign Task and Send letter to complete the
task assignment. You can assign another task from the confirmation screen.
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Production Task Assignment Confirmation for Manuscript Number: IXYZ57
John Maclohn (UNITED KINGDOM):

An e-mail has besn sent to prod@j s o5k notifying P. Rod Uction of the production task assignment 'Format manuscript’ for
Manuscript Numnber J%YZ57.

Assian Another Production Task for this Submission

Production Status Grid
Production Tasks Menu
Main Meny

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permission “Assign Production Task”. You may also wish to set the associated
permissions “Cancel Production Task Assignment” and “Override Production Task Due
Date”.

The Production Task History section will only appear if you have the “View Production
Status History” permission enabled.

Use PolicyManager to configure a set of production tasks that each role is allowed to
assign, and to ensure that roles are configured to receive each task.

Assign Follow-On Task

If you submit a task that is configured to Allow Follow-On Task Assignments, then you
will see the Assign Follow-On Production Tasks. You can continue to assign follow-on
tasks from this page, and it will list all tasks assigned after completing the initial
assignment.

Note: when assigning follow-on tasks, users without full File Inventory access can only
pass Companion files that were sent to them for the initial assignment on to the next
assignee, plus any Companion Files they have just uploaded.

For example, if you send a Manuscript file to a typesetter, and they upload a First Proof,
and they are allowed to assign a Follow-On task of “Author Proof Correction” to the
author, they will only be able to send the author the manuscript file originally assigned to
them, plus the proof they just uploaded.

Users with full File Inventory access can assign any Companion Files when assigning a
Follow-On Task.

Assign Follow-0On Production Tasks after task: Copy Editing
Manuscript Number JXYZ45
“"DO NOT PUT INTO PRODUCTION - Test of accepted, not yet published submission.”

rou have successfully completed the Production Task: Copy Editing. Please assign any subsequent Tasks
required. ¥ou should assign all tasks arising from the recently completed task, as you may not have the
permissions to assign tasks elsewhere.

Dane
Follow-0On Tasks Assigned
Production Task Assigned To Date Task Due Days Until Due
Typesetting Technical Typesetting May 22, 2006 Due Today
Request Artwork from Author Aanne Author May 22, 2006 Due Today
Assign Follow-0n Task
Done
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Cancel Assignment

Allows you to cancel an assignment; a notification letter will be sent, which you can
customise. Users with “Assign Production Task” permissions will see this option on any
task they have assigned. Users with “View All Submissions in Production” will see this
option for all assignments listed in the “View All Production Tasks with Authors” folder.
Cancelling an assignment generates a letter to the assignee.

Production Tasks I Have Assigned

Contents: This page lists all Production Tasks You have assigned. When a production task is completed, it is removed from this folder,

Page: 1 of 1 (38 total tasks) Display [100 - | results per page.

Date | Until

Manuscript Production | Assigned Schedule | Section/f | Article

Numbe: To Type
B Action A EA AY AY
Cancel Assignment
Assign Production Task Jun
Production Details IXVEET John Maclohn Format e, rod Ustion May 22, 376 4(3) - Sep Mews and  Production May 22,
History (UNITED KINGDOM)  manuscript 2008 20‘07 days 2007 Views Test 2008
Transmittal Form
Eile Inventory
Cancel Preview Letter Submit and Cancel Assignment

Cancel Production

Task Assignment

for Manuscript production Task: Copy Editing

Number: IXYZ57
John MacJohn

Task Currently Assigned to:  Charlis Copy-Editor

Cancellation Letter:

(UNITED Additional recipients can be copied by typing their e-mail addresses into the the blan
KINGDOM) boxes next to ce:. Multiple e-mail addresses can be included, separated by semicalans(;).

From: John Macohn

Ta: Charlie Copy-Editor

Letter Purpose: PT - Generic Cancellation Letter

Letter Subject: |Nnrﬁcatinn of task cancellation

co: |

Line Wrap: soft ;I

Letter Body: Insert Special Character Qpen in Mew Window

Dear Dr Copy-Editor,

ile sssigned a submission Lo you process; this is to notify you
that we have cancelled the original assignment.

[Additional information:

- I forgot to attach the file; I will reassign to you with files.

Cancel | Preview Letter | Submit and Cancel Assignment |

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permission “Cancel Production Task”.

View Assignment Letter

Current Task Assignments for John MacJohn

Page: 1 of 2 (11 total tasks) 12z x| Display | 10 ;I results per page.

Manuscript icle Assigned
Number i By
AV

B Action & AY

Subrnitting to &

Wiew Assignment Letter

! Proaf May Journal; an

Liew Instructions checking by May 22, 22, 1 day IXYZST assessment of the P. Rod
Subrmit Task 2006 averdue Uction
e — Authar 20086 major on-line

submission systemns,

Confidential — Subject to change — Copyright © 2006, Aries Systems Corporation
NOT FOR USE OUTSIDE OF ARIES 55



When viewing a list of your assigned production tasks, you can re-read the email that was
sent to you on assignment of the task.

View Letter

Close
Date: May 22, 2006
To: "lohn Maclohn® - i 1 -
From: P. Rod Uction prod@ .
Subject: Proafs for JXvZ57

Dear Mr Maclohn,
The first proofs for your submission entitied "ARTICLE_TITLE% are ready for checking.

Ta pick these up, please log into PrePrint Manager and click the Production Tasks Assigned to Me link. There,
you will find and Assignment Files link which will allow you to download the PDFs.

When you are ready to return your corrections, return to the same folder and use the Submit Task link.

You can use the "Wiew Instructions” link, before you Submit the Authar Proof Task, for further help with
submitting your carrections.

Close

TO CONFIGURE: No configuration required; anyone who has been assigned a task with
a covering email will see this link.

View instructions (authors only)

When authors review the list of production tasks assigned to you, this allows them to
check any task instructions. Note that this link will only appear if instructions have been
written when the task was configured.

Instructions for Manuscript Number: IXYZ57
John Maclohn (UNITED KINGDOM)

You have been asked to correct initial proofs of your accepted submission, Please return either a PDF with your
annotated comments (you will require a full copy of Acrobat for this) or a Word document detailing your changes.
To return the docurnent, please: - use the Submit Task Action - then use the Upload Companian File button to
attach the file to your task - then use the Submit Production Task buttan to complete the task and notify the
journal.

Close I

TO CONFIGURE: No configuration is required to allow users to view the link; it will
appear on assigned tasks where instructions have been written. To add instructions to a
task, use PolicyManager, Configure Production Tasks and Edit the Production Task to
add instructions to. Type your instructions into the “Production Task Custom
Instructions:” field. You can include HTML in the instructions.

Assignment Files

When viewing a list of production tasks assigned to you, this allows you to download the

files for that assignment. Note that only files specifically selected during assignment will
be made available here.
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Production Tasks Assigned to Editor Charlie Copy-Editor

Page: 1 of 1 (9 total tasks) Display [ 10 ;l results per page.

Switeh to Status Grid Wiew

Date Date|Days
Production| Task Task|Until |Assigned| Schedule| Sectionf | Article
-1 X Task Assigned|Due |Due |By Group | Category|Type
B Action & . AY AV AY |AVY AY AY AY AY
i s 10rZS0

John Copy Editing  Apr 21, Apr 27 days

John Bhysics Original
Assignment Files Maclohn 2006 26, overdue Maclohn Poal Article
Submit Task (UNITED 2006
Assign Production Task KINGDOM)

Production Dretails
History

Switch to Status Grid Wiew

Page: 1 of 1 (9 total tasks) Display [10 -] results per page.

Production Status Grid
Production Tasks Menu
Editorial Menu

Assignment Files for Manuscript Number: JXYZ45
Anne Author (UNITED KINGDOM)

To return a copy-edited file: - Ensure you rename each file to add a 'COPY-ED-' prefix - Click the Submit Task Action - Click the Upload Companion file
button to upload each edited file in turn - Enter any cornments in the "Letter Bady" - Click the "Submit Production Task" buttan,

Close

Download Zip File |
Assignment Files

Manuscript Manuscript Abstract text.doc Feb 19, 2003 Fail [Wiew Download
Download Zip File

Close

TO CONFIGURE: No configuration required, but you should remember to select any
files to be worked on when assigning each task.

Submit Task

This allows you to notify the journal office that you have completed an assignment, and
to upload any new files to the system.

Production Tasks Assigned to Editor Charlie Copy-Editor

Page: 1 of 1 (9 total tasks) Display [ 10 ;l results per page.

#fiitch to Status Grid Wiew

Date Date|Da
Manuscrin®, author Ta Task| Un chedule| Sectionf | Article
% 3 Assigned| Due | Due By roup Category| Type
B Action A v AY A AV |AVY AV AY AY AY
& JIHYZ50
5 N P

John  Copy Editing  Apr 21,  Apr 27 days

John Physics Original
Maclohn 2006 26, overdue Maclohn Paal Article
(UNITED 2006
Assign Production Task KINGD CM)

Production Details

History

Switch to Status Grid Wiew
Page: 1 of 1 (9 total tasks)

Display [10 -] results per page.

Production Status Grid
Production Tasks Meny
Editorial Menu

Edit the Letter Body to return any special comments to the journal office; you should

consider modifying the Production Task instructions and Assignment letters to let the
users who carry out tasks know to do this.
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Submit Production Task for Manuscript Number: JXYZ45
Anne Author (UNITED KINGDOM)

To return a copy-edited file: - Ensure you rename each file to add a 'COPY-ED-' prefix - Click the Submit Task Action - Click the Upload
Companion file button to upload each edited file in turn - Enter any comments in the "Letter Body" - Click the "Subrmit Production Task"

buttan,
Production Task: Copy Editing
Due Date: Mar 22, 2006

Caneel | Upload File | Submit Production Task

Letter Subject: #%CORR_AUTHOR? Copy-editing complet

Letter Body: Insert Special Character Open in Mew Window

Copy editing is complete.

o special comments - good Lo go.

Original Assignment Files

Manuscript Manuscript Abstract text.doc Feb 19, 2003 Fail [Wiew Download

Newly Uploaded Files
Mo files have been uploaded as part of task submission

Cancel Upload File I Subrit Production Task

Use the Upload File button to attach completed files. It’s important not to forget to do
this for most Production Tasks, so make sure the Production Task configuration option
“Show Warning if File not uploaded when Task is Submitted” is checked.

Upload Companion Files
for Manuscript Number: JXYZ45
Anne Author (UNITED KINGDOM)

Insert Special Character

Important Note: This page allows vou to upload a new file to attach to this submission as part of the task assignment you are
about ta submit,

Chaoaose an Item, enter & Description, select 5 file, and click Upload This File to include & new file in the list of Companion
Files.

Itern: | Coppedited Tent (P) =]

Copy Edited by JNJ.

Desoription:

File Mame: [EDITED - Papillary.dod  Browse...

Cancel | Upload This FiIe'J\l}_,j

TO CONFIGURE: All task assignments will make the Submit Task link available to the
recipient, but you can change the behaviour of the task on assignment. Use Policy
Manager, Configure Production Tasks, and Edit the Production Task to change the
settings.

Set the option Allow follow-on Task Assignments to display the Follow-On Task
Assignment page when this type of task is completed.

Set the option Show Warning if File not uploaded when Task is submitted to warn users
if they forget to upload a file.
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Set the option Limit the Submission Item Types that can be uploaded when Task is
Submitted: to allow only certain types of file to be uploaded. If you do not select a valid
item type, then users cannot upload files when completing this task.

Production Details

This displays the Production Details page.

¥iew All Submissions in Production

Contents: This page lists all submissions where at least one production task has been assigned, or the submission has been assigned to a
Schedule Group. Submissions will mave out of this folder when the End Production action is used, or if they are associated with & Schedule
Group when that group is closed,

Page: 1 of 1 (26 total submissions)

Display results per page,

Submission
Initial Date

Manuscript ~uthor Schedule | Section/ Date Production

Number Name Category | Article Type |Submitted | Initiated
B Action A AY AY v v AY AV v

Assign Production Task
Production Status Grig
Broduction Details

John

Maclohn 4(3) - Sep MNews and Production May 22, May 22, Aug 14,
%mal — IRNZ57 {UNITED Z007 Yiews Test 2008 Z006 2007
e KINGDOM)

File Inventory
Edit Subrmission

Production Details for Manuscript Number: JXYZ57, DOI: 10.123/JXYZ-nv-57

Cancel I Save and Close | Additional Manuscript Details |

Production Motes  Production Tasks

DOl: 101230040 Z-nv-57

Full Title: Subrritting to a Journal, an assessment of the major or-line submission systems

tlr John Macdohn
Aries Anytown UNITED KINGDOM  [Proxy

Corresponding Author E-Mail: trashi@ariesyss.com

Author Comments:

Corresponding Author:

Other Authors: Jack MacJackson, BSc, Auldreekie University
Article Type: Production Test

Section/Category: Mewes and Yiews

Keywords:

Classifications: This manuscript does not have any Classifications.
Status Date: ay 22, 2006

Current Status: With Editor

Production Status: In Production

Corresponding Production Editor: I MNone j
Schedule Group: 4(3) - Sep 2007

Schedule Group Target Online Publication Date: | Sep 01, 2007

Schedule Group Target Publication Date: Sep 01, 2007 | [mmdddfyy yy)
Submission Target Online Publication Date: Aug 14, 2007 ] (mrmdddfyyyy)
4

Target Volume:

Target Issue:

Position:

Target Number of Pages:

Target End Page:

Black and White Image Count:

Color Image Count:

3
IS—
IM—
Target Start Page: l'\—
IM—
IE—
ID—

Actual Publish Information: Publish Information
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Files: File Inventory

Production Notes:

5

Insert Special Character
JMJ - 2/21/06: on hold pending updated figures.

Contacted by author 3/3/06; said he would be re-sending CD with updated figure files in high-res.
TIFF format.

Transmittal Form: Link to Transmittal Form
Submission Flags: Link to Subrission Flags

Final Disposition: Accept >

Manuscript Notes: Top
™ Display Manuscript Notes Flag  Insen Special Character
PRODUCTION TASKS: Top
Description: Format manuscript
Production Task Status: Cpen
Assigned To: P. Rod Uction
Production Controller [Proxy
Date Assigned: Ilay 22, 2006

Date Task Due: 06/03/2007 Jc| (mmfddfyyyy)

Elapsed Days {since assignment): 0

Description: Copy Editing

Production Task Status: Open

Assigned To: Charlie Copy-Editor
Copy Editor (E) [Proxy

Date Assigned: Wlay 22, 2006

Date Task Due: 05/22/2006 | (mmsddiyyyy)

Elapsed Days {since assignment): 0

Description: Proof checking by Authar
Production Task Status: Open
Assigned To: John Macdohn
Author [Proxy]
Date Assigned: lay 22, 2006
Date Task Due: 05/22/2006 gl (rmmfddfyyyy)

Elapsed Days {since assignment): 0

Cancel | Save and Close | Additional Manuscript Details |

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permission “View Production Details”.

History

This displays the normal History page, with the addition of the new Production Status
History material, as described in the section “Editorial Manager pages modified by
Production Tasks”, above.

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
the permissions “View Production Status History” and “View Production
Correspondence History”.
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Transmittal Form

This displays the normal Transmittal form viewable as a link from the main Details
screen; this link is available on all main production tracking pages. You may need to do
this to review information entered by the journal when setting the Final Disposition
before releasing to Production.

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
either of the permissions “View Transmittal Form” or “Edit Transmittal Form Fields”.

File Inventory

This displays the submission files and companion files associated with the submission.
Submission files can only be downloaded, but Companion files can be uploaded by users
with the correct permissions. You can allow an editor working on peer-review who does
not otherwise have access to the Production Tasks to review and download companion
files.

Use the Hide and Color Code options to manage the file inventory; Hide allows you to
retire older versions of files, ensuring that only the current set of working files is visible;

Color Code allows you to tag files, for example to track status or to organise and group
files.
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File Inventory
John Maclohn (UNITED KINGDOM): "Test 4.0-04-2b part 3"

Listed below are the files included in the current version of the latest Revision of the submission. Click the
Download link to dawnload the individual source file. To download a zip file containing multiple items, select the
iterns using the check boxes, and then click the 'Download Zip File' button, The 'Check All' and 'Clear all* links
may be used to select or unselect all the files. Additional saftware {such as WinZip) must be installed on your
computer in order to unzip {uncormpress) the zip file.

Wiew Submission

Close Save and Close
Download Zip File

Check all Clear all

Submission Files {accessed via PDF)

_ Item Family E Last Modified | QC Results | Display on Transmittal Form m Include in le File

Qriginal Manuscript (P)  Original Manuscript (P}  Document text.pdf 4.6 KB Apr 27, 2008 Download

Companion Files {not built into the PDF)

Display on Include
Color Item Last Uploaded | QC Transmittal in Zip
Code |Item Description Family |File Name Modified | By Results | Form Action |[File

updated John
Conected Proof (F) 2 Documnent Documnent.rtf 177 Bytes MEY 1 M:c]ohTJ v D?jw—nload

Chanae 20 Editaria Hide

Color Office

. Edited by Art Team Tohn
ey | CoMECtE Aotk (F) 2] Figure figure.eps  391.8 KB EUEUYGZS‘ E'I;?Jn_th v 73%‘“”'“‘1 r
iChanoge off‘ aria ide:

Color ice

Upload Companian File

Hidden Companion Files

Thiz is & corrected proof for

x¥z . . . Downlosd
Restore

Download Zip File

Check all Clear all

Close Save and Close

TO CONFIGURE: Use RoleManager, and edit the desired Editor or Publisher role. Set
either of the permissions “Download Companion Files” or “Upload and Remove
Companion files”.

Zip file download

A feature of File Inventory and Assignment files, ZIP file download allows you to select
the files you want to download, and Preprint Manager will package them as a ZIP file on
demand.

Simply tick the selection box in the “Include in ZIP File” column and click the Download
ZIP file button — or click the “Check All” link underneath the Download ZIP file button
to select all files for inclusion in the ZIP file.

Production Status Grid

This returns you to the production status grid. Depending on the current folder, you will
see either the standard production status grid for multiple submissions or a status grid for
the current submission only.
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Corresponding Production Editor

For any individual submission, you can designate a specific person to be the
Corresponding Production Editor for that submission. This allows you to route selected
items of correspondence to that person, and also adds a series of mail-merge fields to
allow you to include their details in correspondence.

The Corresponding Production Editor is changed on the Production Details page.

Production Details for Manuscript Number: JXYZ57, DOI: 10.123/JXYZ-nv-57
Cancel I Save and Close | Additional Manuscript Details |
\ Production Motes  Production Tasks
Dol \ 10123407 Z-nw-567
Full Title: \ Submitting to a Journal; an assessment of the major on-line submission systems
Corresponding Aufor: Mr John Mac.ahn
P 9 : Aries Anylown UNITED KINGDOM — [Proxy
Corresponding AuthonE-Mail: trash@ariesyss.com
Author Comments: \
Other Authors: \ Jack MacJackson, BSc, Auldreekie University
Article Type: \ Production Test
Section/Category: \ Mews and Views
Keywords: \
Classifications: \ This manuscript does not have any Classifications
Status Date: \ tlay 22, 2006
Current Status: \ With Editor
Production Status: Mln Praduction
Corresponding Production Editor: | MNane j
Schedule Group: 43 - Sep 2007
Schedule Group Target Online Publication Date: | Sep 01, 2007

TO CONFIGURE:

Identify the types of users who can be designated as Corresponding Production Editors
by using RoleManager, Publisher or Editor Role, select the desired Role and set/check
the “Serve as Corresponding Production Editor” permission.

Identify the types of users who can choose and change the Corresponding Production
Editor for a specific submission by using RoleManager, Publisher or Editor Role, select
the desired Role and set/check the “Change Corresponding Production Editor”
permission.

Configure any General Letters where responses should be directed or cc’d to the
Corresponding Production Editor, and not the general journal address. Use
PolicyManager, Edit Letters to Add or Edit such a letter. Select the “Use Corresponding
Production Editor’s Address” option for the “Sender’s E-mail address” setting. This will
route any responses to the Corresponding Production Editor when a person hits “Reply-
To” in their email program. Optionally, you can select the “Corresponding Production
Editor” option for the “Automatic cc:” option.

Configure any Ad-Hoc letters that should be sent directly or cc’d to the Corresponding
Production Editor. Use PolicyManager, Edit Letters, and Add or Edit an Ad-Hoc from
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Author or Ad-Hoc from Editor Letter. Select the “Corresponding Production Editor”
option under the “Recipient” or “Automatic cc:” options.

Use the following mail-merge fields to insert details of the corresponding production
editor:

%CORR_PROD ED REALNAMEY% - Inserts the Corresponding Production Editor’s
full name; it does not use the nickname. Format is Title, first name, middle name, last
name.

%CORR_PROD_ED TITLE% - Inserts the Corresponding Production Editor’s Title.

%CORR_PROD_ED FIRST NAMEY% - Inserts the Corresponding Production Editor’s
First Name.

%CORR_PROD ED MIDDLE NAMEY% - Inserts the Corresponding Production
Editor’s Middle Name.

%CORR_PROD _ED LAST NAME% - Inserts the Corresponding Production Editor’s
Last Name.

%CORR_PROD ED DEGREE% - Inserts the Corresponding Production Editor’s
Degree.

%CORR_PROD _ED GREETINGY - Inserts the greeting (nickname) field if it is not
blank. If blank, it inserts the concatenation of title and last name. (example: Bob or Dr.
Smith)

%CORR_PROD_ED POSITIONY% - Inserts the Corresponding Production Editor’s
Position

%CORR_PROD ED ADDRESS% - Inserts a block address field consisting of the
institution, address lines 1-4, city, state, postal code, country.

%CORR_PROD ED DEPARTMENTY% - Inserts the Corresponding Production Editor’s
Department.

%CORR_PROD_ED INSTITUTIONY% - Inserts the Corresponding Production Editor’s
Institution.

%CORR_PROD_ED ADDRESSI1% - Inserts the Corresponding Production Editor’s
Address].

%CORR_PROD _ED ADDRESS2% - Inserts the Corresponding Production Editor’s
Address2.

%CORR_PROD _ED ADDRESS3% - Inserts the Corresponding Production Editor’s
Address3.

%CORR_PROD _ED ADDRESS4% - Inserts the Corresponding Production Editor’s
Address4.
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%CORR _PROD _ED CITY% - Inserts the Corresponding Production Editor’s City.
%CORR_PROD ED STATE% - Inserts the Corresponding Production Editor’s State.

%CORR_PROD_ED ZIP CODE% - Inserts the Corresponding Production Editor’s
Postal Code.

%CORR_PROD _ED COUNTRY% - Inserts the Corresponding Production Editor’s
Country.

%CORR_PROD _ED EMAIL% - Inserts the Corresponding Production Editor’s E-Mail
address.

%CORR_PROD _ED PHONEY% - Inserts the Corresponding Production Editor’s
telephone number.

%CORR_PROD _ED FAX% - Inserts the Corresponding Production Editor’s FAX
number.

%CORR_PROD _ED ROLE% - Inserts the Role name of the Corresponding Production
Editor

%CORR_PROD ED DESCRIPTION% - Inserts the Editor or Publisher Description (if
any) of the Corresponding Production Editor.

Mail-merge Fields for Production Tracking
Providing that Production Tracking is enabled, additional new merge fields are available:

%PROD _STATUS% - pulls the latest production status term related to the manuscript
(i.e. ‘Not in Production’, ‘In Production’, ‘Production Completed’, ‘Returned to
Production’).

The following merge fields may be used in letters assigned to the ‘Author Reminder’,
‘Editor Reminder’, ‘Publisher Reminder’, ‘Production’ families, or assignment letters
(these letters do not have a specific family):

%PRODTASK% - Pulls in the name of the Production Task assigned to the recipient
relevant to the specific submission.

%PRODTASK INSTRUCTIONS%- Pulls in any custom instructions associated with the
production task (configured on the ‘Add/Edit Production Task’ page.

%PRODTASK DUE DATE%- Pulls in the due date of the Production Task assigned to
the recipient for the submission.

%PRODTASK ASSIGN DATE% - Pulls in date the task was assigned to the recipient.

%PRODTASK ASSIGNEDBY% - pulls in the name of the person who assigned the
Production Task.
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%PRODTASK ASSIGNEDTO% - pulls in the name of the person to whom the
Production Task is assigned.

%PRODTASK COMPLETED DATEY% - Pulls in the stop date for the task. This date
may be the date the task was submitted or the cancellation date.

%PRODTASK LASTREMIND DATE% - Inserts the date on which the recipient was
last reminded for the specific task.

%PRODTASK DAYS LATEY% - Inserts the number of days that a specific Production
Task, assigned to the recipient, is beyond the due date.

%PRODTASK REMIND COUNT% will insert the number of reminder letters that have
been sent to the specific recipient for the specific task.

%PRODTASK STATUS% - pulls in the status term associated with the Production Task
(i.e. Canceled, Open or Completed).

The following merge fields have been added which are not dependent on Production
Tracking:

%DOI1% - Inserts the contents of the submission’s DOI field.
%PROD NOTES% - pulls in the production notes.

Useful 5.0 Features

These new features are available to both peer-review and production tracking workflows,
and you may find them useful. They are described in the general Editorial Manager 5.0
release notes.
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Customized Flags

Yiew All Submissions in Production

Contents: This page lists all submissions where at |least one production task has been assigned, or the submission has been assigned to a
Schedule Group, Subrissions will move out of this folder when the End Production action is used, or if they are associated with a Schedule
Group when that group is closed,

Page: 1 of 1 (26 total submissions) Display [100 - | results per page.

Assign Production Task
Production Status Grid
Production Details B ® &=
History

Transmittal Form

File Inventory

Edit Subrmission

Assign Production Task
Production Status Grid

Production Details B ®
History

Transmittal Form

File Inventory

Edit Submission

Manuscript

Maclohn Praduction Apr 27,
=) (UNITED Test 2006

KINGDOM)

John

Maclohn Production apr 27,
JAVESS (UNITED Test 2006

KINGDOM)

Submission
Initial Date Target
I Schedule | Section f Date Production | Online e
Number Group Category | Article Type |Submitted | Initiated Date
AY AY AY AY AY AV ¥ |AY

Apr 7,

Apr 27,

This feature allows you to display small icons by each Submission’s Details and
Production Details links, alerting you to special submissions. Examples of their use in
Production Tracking include:

¢ Indicating “fast-track” submissions

¢ Indicating submissions which are “on hold”

e Indicating submissions with images suitable for the printed issue cover

¢ Indicating submissions with companion papers

Additional Manuscript Details

Publish with
Schedule type

MS Editor

ate

Additional Manuscript Details for Manuscript Number JXYZ54
"Test 4.0-04-2b part 3"

Cancel | Save and Clase

|DOHD 123465432
Fast-Track =

V|

:;lews and ¥iews ready 07/20/2006 T (rornddddyyyy)

Cancel | Save and Close I

Help

This feature allows you to create new metadata fields to store any information not
covered by the standard Editorial Manager or Preprint Manager fields. These fields are
accessed from the main Details and Production Details pages.

You can combine them with customized flags to store important data and alert users to its

presence. For example:

e Create an Additional Manuscript Detail field called “Publish With”.

e Create a Customized Flag called “Publish With”.
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If you use the Additional Detail field to type in the number of a companion paper, you
also set the customized flag so you’re aware that the submission is dependent on other
submissions.

Example: Configuring a Copy-Editing stage before Transmittal

This assumes that you are running a journal that wants to use Production Tasks to assign
each accepted submission to a Copy Editor before sending it to the publisher via the
normal Transmittal process.

This is currently difficult to track within Editorial Manager as you cannot assign a
submission to an Editor after the author has been notified of the decision. As Production
Tasks are independent of peer-review, this can be handled easily.

The key characteristics of this configuration are:

e There is a single task to track, and scheduling is unnecessary.

There will be only a single copy-editor role required in addition to the normal
journal editors.

e The copy-editor requires minimal information; just the ability to download the
file, and upload the results to the journal.

e The administrator will assign the submission to the copy-editor

Configuration

Assuming that Production Tasks have been enabled for the journal, configuration is as
follows:

In RoleManager, give the journal administrator the permissions:
e Initiate Production
e End Production
e View all submissions in Production
e View Production Details
e Assign Production Task
e Cancel Production Task Assignment
e Override Production Task Due Date

In RoleManager, create a new Publisher Role “Copy Editor”. Give this role the single
permission:

e Receive Production Task
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Proxy-register the copy-editor and assign the new publisher Role to the record.

In PolicyManager, use Edit Submission Items to create a “Copy-Edited Text” item type.
Set this to have the PDF handling “Companion File (not built into the PDF)”. There is no
need to change any article type settings.

In PolicyManager, use Edit letters to create three new production task templates for:
e Assigning a submission to the Copy Editor
e Cancelling a Copy-Editing Assignment
¢ Notifying the journal office of a completed copy-editing assignment

In PolicyManager, use Configure Production Tasks to add a new production task, “Copy
Editing”. Configure this as follows:

e (Can be Assigned by: Journal Administrator
e (Can be Assigned to: Selected Editor/Publisher Roles only: Copy-Editor
e Check the Show Warning if File not uploaded when Task is Submitted setting

e Due date: Check the Number of Days after Assignment Date: option, and set a
default duration, e.g. 3 days.

o Set the Letter options, selecting the three letters just configured.

Use
In practice, the new copy-editing process is:
e The author is notified of the decision.

e The journal administrator locates the submission in All Submissions with Editor’s
Decision.

e The administrator opens Details, and clicks Assign Production Task to assign the
production task to the copy-editor, selecting the files that need to be copy-edited.

e The Copy-Editor receives an email notification.
e The Copy-Editor logs into the system and downloads the files assigned to them.

e When editing is complete, the Copy-Editor logs into the system and clicks
“Submit Task”; using the “Upload Companion Files” to attach the new files to the
submission.

e The administrator receives notification via email.

e The administrator locates the submission and sets the Final Disposition and goes
through transmittal as before, selecting the copy-edited files to go to the publisher.
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e The administrator locates the submission in “All submissions in Production” and
uses “End production” to move the submission out of the “All submissions in
Production” folder.

This is a very simple process. To manage the copy-editing, the administrator can use the
“Production Tasks I have Assigned” folder to review submissions and have overdue tasks
highlighted in red.
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