Editorial
Manager®

Tutorial for Editors

Version 17.0 | Q2 2021

Copyright © 2021 | Aries Systems Corporation

This document is the confidential and proprietary information of Aries Systems Corporation, and may not be disseminated or copied
without the express written permission of Aries Systems Corporation. The information contained in this document is tentative, and
is provided solely for planning purposes of the recipient. The features described for this software release are likely to change before
the release design and content are finalized. Aries Systems Corporation assumes no liability or responsibility for decisions made by
third parties based upon the contents of this document, and shall in no way be bound to performance therefore. Editorial Manager
is a registered trademark and the property of Aries Systems Corporation.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 1 X 1
Powered by: ‘ﬁspeﬁi



Table of Contents
Registration and Submission with ORCID

LOGIN WIth ORCID......ciiuiiiiieeieetee sttt sttt ettt et e bt st e sat e st e sab e e bt e sae e e bt e sabeesabeenbeesbeesabeesneesabeesnnesnseens
Role Families and Copying Existing Roles during CoNfiguration ...............ccceeevveeeveeesceeeesiesesienesirennn 8
Y 1gTed LIy F=4 B T IRV - 1 2 (| LSS 8
Hide Preferred Method of Contact During REgistration ........cceeeceeeiiieeeeciie e e e e 10
Proxy as User after ProxXy REIStIration ........cocuieiiieiieiiiiiiieenie ettt ettt ae e s 10
SWItChING BETWEEN ROIES ..ottt sttt sttt e st be e st e e sbeesabeesseesateesbnesaneenes 11
Using the ‘Go to’ Drop-Down to Access Other Publications and Search Pages ......c.ccccovvvveeneiriienneennne. 11
MUKR-LANGUAEE TOBEIE ... ueiiieitie ittt sttt sttt ettt ettt e st e sbe e satesbeesabe e beesaae e baesaseeabaesateenseesasas 12
TIME ZONE DISPIAY cuvterutiiiieiiieittesie ettt ettt s te et s bt e s s be e s abe e s bt e s ae e beesabe e beesateenseesaseenseesaseenbaesnseenseean 12
‘Editor Main IMIENU .....ceuieeiiiiccrecrtecs s sreeereesesenesseasesensesensssseasesensssennsssensasensnsnnn 12
Searching People and Managing People Records .......cc.cciuviiieniiinininenciennciinisinncnenn 14
YT Yol o T Yo o] 1RSSR 14
S@AICHING fOI PEOPIC......cc..eveeeeeeeeeeeeee ettt eetee ettt e e et e e s aa e e st eeetasesssaeeattaaeatssesssseanssseanans 14
Rules for Entering Text in the VAU Field................cccueveeueeeeiiieeeiieeeeeeeeeeeestee et e esaae s eee e e vaa e 15
[ oA o= ¢ 0 o 15y o o F PSP P P PP U U USPRPRPRPPPTOE 15
People Based CorrespondenCe HiSTOIY.......cccuiiiciiiiiciee e e et e eetee e steeeestteeeetaeeesbeeeesbbeeeentaeesaseaeesaeeenes 16
PEOPIE FIAES oottt ettt e ettt e e ettt e e e ett e e e e tbe e e e tbeeeeaaaeeatbee e e baeeeaaaaeeaabeaeabbeeaasteeeatbaeeatreaaane 16
Managing People Records — Update My INfOrmation .........cccueeeciieiiiiiececiiec ettt e 17
6 R [0} oY 0 -1 Ao o F PP P TR PPPROPRTRRIOt 17
Assigning Users an Editor, Reviewer, or PUBIISHEr ROIE .......cccuviiiiiiiiciieee et 18
Editorial Board DESIZNAtION ....cciuiiiiiiiiiiee ittt e s e e st e s saae e e sbe e e s b e e e sate e e sabe e e e baeeenee 18
Editor DesCription FI@ld......co.uoiiiiiieeieie ettt sttt ettt et sreeae e 18
Personal INfOrMAtioN ..o...iii e et e e st e e sttt e seate e e sabeeeebteesanteeesnseeeebeeesnee 18
Areas Of INTEreSt OF EXPEITISE ..uuiiiiiiiieie e et ettt e et e st e e st e e e et e e s aaee e sbeeessteesnaeeesnseeessseesnnneas 19
Select Personal ClassifiCations ........c.eireeiiieiieeieee ettt ettt sttt e sbe e st e sanesanee e 19
SelECt PErSONAl KEYWOITS ...ccc.viieiiie ettt ee et s e e st e e st e e et e e e snteeesnteeesnsteeenaeeennteeesnneeesnnaeeans 20
People URLs can be Part Of G PEOPIE RECOIT...........cooeeeeeeeeeeeeeee et e e s seaeseaeesta e 21
REGISTrationN QUUESTIONS .....iiiieeeiiiie ettt ee ettt st et e st s e e s e e s be e e ssneeesareeeeseeesanneeesaneeeenreeesanne 21
Alternate Contact INFOrMAatioN ......oiiiiiiieec ettt sbe e s beesaee s 22
People Notes Field in PEOPIE RECOIT .......oiiiiiiiiiiieieeiee ettt st sttt 23
DEtailed PEOPIE NOLES ..oouveiieetieiie ettt sttt sttt st sae e st e e sa b e s sbeesabe e sbeesaae e baesaseenbaesateenseesasas 23
Ability to Send Username/Password from a USEr’s RECOId ..........c.ocvvvueeeeeveeeeseesesiesesiesieseesisnennns 25
Search SUDBMISSIONS.......ccee it ree e e rea e sen e seneseseasesenssssnnssnenns 26
FAYo LV T Tol=Yo I @ g1 =T o - TSRS 27
Help with SUDMISSION SEAICHING .. ..eiiiiiiieiee e s e 27
Search on SUBMISSION FIAES .....eiuiiiiiiiieeii ettt st st e sae e st e saeesane e e 28
Sharing Saved Search Definitions With Other USErs .........cccviiiiieiiiiiiccee e 28
Search Submissions by ManuUSCIIPE NOTES ....ccc.viiiiiieecie et ere s e rae e et e e sneeeenaeeeas 30
SIMPIE SUDMISSION SEAICH ... et e e et e e st e e saee e enaeeesnteeesnneeeannaeenns 30
(e [ o T gl o 0 Lo X KT RN 31
Additional Links Which May Be Available on the Main MenuU..........c.cceeciiieciiieiciiiieeee et 32
New Submissions ReqUIriNg ASSISNMENTS .....cccociiuiiiieieiiiiee e e ecciitee e e eerrre e e e e scbre e e e e seeabeaeeeseessseeeesensneneeeas 32
SONA BACK £0 AULNOI ...ttt ettt e ettt s bt e et e s st a s st s e s astesssasaassnsaaasastesssses 32
REIMOVE SUDIMUSSION ...ttt ettt et s e e sttt e sttt e sttt e et e s s astassateaesastesssaseaesntaassstesnasses 33
‘Editorial SUDMISSIONS IN PrOGIESS’ ..ccuuviiiiieiiiiiieeie ettt sttt ettt sttt ettt st bt e st e sneeeanee e 33
‘Revised Submissions Requiring ASSIZNMENTS” .......cooiiiiiiiieriiieiieeeeree ettt e e e 33
‘Submissions Needing Approval by EitOr .........ooueiiiiiiinieiiieeeeee ettt 33
Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 2 Powered by Aries

systems



‘Submissions Edited and Sent to Author for APProval’ .........ccuveeecii e e 33
‘SUbMIisSIONS With ACHIVE DiSCUSSIONS .....veieiiiiiiiiieiiieesieesee st site et ese e saeesbeesbeestesbeesatesseesaseessaesaneenes
IINEW INVIEATIONS «.tiiiiiiiieiieeie ettt ettt e et e s e e st e s te et e e e abe e beesabeebeesbeesaseenbeesasesnseesaseensnesnseenes
‘My AsSIZNMENTS WIth DECISION ....oiieiiiieiee ettt ee e et e e et e e eeabe e e ebee e e teeeesbeeesneeeesseaaas
‘My Assignments with Final Disposition’
Preprint DOIS. ..

Managing Editor ASSIZNMENTS .....cceueieeeiireeiereeereenieteecrennerenseerenncssaseseesscsensessnsessnnness 34

THE POWEIGIIT 1.ttt sttt ettt ettt ettt et s ettt e s at e e bt e sabeeabeesabeesbeesabeenaeesaseensaesabeenbeesnseenseeas

oo TR0 Y F=d Y o 1] [ V=SSOSR

Prevention of Duplicate Submissions

Action Link Descriptions
VW SUDIMUSSION ..ottt sttt ettt ettt sttt st e s e st e st a s bt e sts e s be e ata s baasssasateesatesaseesns
D=1 1SRRI
Changing Author ANd REVIEWET DUE DATES ...........ccccueeeeieeeeiiieeeieeesieeeesiaeeesieseessaaesssaesssssesssssassssees 40
Discussion FOrums — ‘INitiate DISCUSSION ........c.ceeviesvesiueeiiiesieesiesissesiesissessiessssessssssssssssssssesssessseesses 41
DiSCUSSION TOPIC TOMPIATES ...t e et e e et e e et e et a e et s e e stsaaesassaeatssaeasssaenanes 47
Automatic DiSCUSSION INTEIATION..........ccceeeueeeeie ettt ettt e et e e e e saaeeeeeeeans 47

View Other AUthor INfOrMatioN ........coiiiiiii et raee e e ba e e s aee e saneas 48
View Author QUEStiONNQITre SUMMQIY ..........c.cooueeeueeiiieieeieeseeet ettt sttt sttt et 50
Transfer CO-AUthOr QUESEIONNQIIES............ccc.eeeueeieisiieiestt ettt sttt st et esiee e 51
Attachments
History’ ...ccceeeeeeeeenen.
Adding External Correspondence to the Correspondence History
Adding an Attachment to External Correspondence.............ccceeevveevcveeeeevveessenenennns
Importing External Correspondence in to the Correspondence History
SUBDMUSSION FIAG HISTOIY.c...vvveeeeeeeeeeeete et e e ettt e e sttt e e ettt e s ae e e st e e s astsesstaaeasseassaseaesansnasasseanans
1= L =T 1 o) o AN
Other Functionality Available from File INVENTOIY .............oeeeueeeeiieeecieeeeee et eeeescte e s eeeesae e s
BNt SUBIMUSSION ..ottt ettt ettt sttt et s e st esate e st e s at e e bt e s ataebeesaseeseasaseensnenate
O o LY ol 1 Lo KSR
A L1 VA e L1 ] TS
Y=ol 2 o T PSPPI
EMQil AULOSill fOI AQ HOC LETLOIS ......veeeeeeeeeeee ettt e et e et e e e st e e et aesasaeatasaesssaaeanes
INSErting SYSteM MEIGe FICIUS.............oeeeueeeeeeeeeseeeeeee e etteeestte ettt e ettt e e st e e e stsaaesssaestesasesaaenases
Additional Data in Review Status Columns

Blinding Editors on Submissions ..........c.ccceeeeuvenne

Submitting to the Journal as an Editor .........ccccoceeeeeiciieee e,

ASSIGN EQItOr DY CRGIN ...ttt ettt ettt et s ettt s et e naeenasen
Automatically Reassigning the Corresponding Editor Designation..............ccceeeevveeevueeeesvnesciearsnennn.

JR=Lo KX (o Tl o 10T gl @ To 1 o B PS
Replace Editor in the Chain

INVIting/ASSIgNING REVIEWETS.....cceeiiiiieieiiiiiiiiieieiieieeeeeeeeeeeeeeeeeeseessessssssssssssssssssssssssnss
SEAICNING FOIr REVIEWES. ....eiiiiiieeiee ettt et e ettt e et e e e e tte e e ebeeeeeabeeeeabeeeeateseesbeeeesseaaenbeeesseeeesaeaans
S€AICH fOr REVIEWEIS MOUTE.......ccceveeeeiiieeiie ettt ettt e ettt e e e sttt e s steasstteessateaessssessnsseasns
Search by Classification Matches Mode............
Search by Personal Classification Mode............
Search for Reviewers Suggested by Author
SUGGESt REVIEWEIS IMOME. ......c...vveeeeeeiieeetee ettt setee st e e ettt e s estae s st essstaesstaasasteassseaessssassssseasnas

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 3 X Js 1
Powered by: ries
systems



Invite, Assign, Alternate, or PropoSed OVEIVIEW .............cccueecueeeciieeeeiiieeeiiaeeesiiesesssseesisseessssessssssesanes 95
Reviewer Selection SUMMAIY OQVEIVIEW .............cccueeecueeeeiieeeiiieeeeiieeeeiisesesisesesisesesssssesissassssssesssssesanes 98
REVIEWEIS SEAICRH SECLION ......eevveseiiesiieeiiestieesieestt et e ste ettt e s te st s e e st e s ata e baasssessassatasstasateesstasseesaes
SEIECLEA REVIEWEI'S SECLION ..c...eeeeeeeeieeeee ettt ettt ettt e sttt e s sta e s tbe e e sateaessaeessaseaeas
Alternate Reviewers Section
Linking Alternate Reviewers
Proposed Reviewers Section
Access to Reviewer Declined REASONS .........c..eeveueeeecieeeeiieeesiieeesiiiesiieessieesniesessns
Other Functions Available on the ‘Reviewer Selection Summary’ Page
Register and INVItE NEW REVIEWET ......coouiiiiiiiiiieeeieet ettt ettt sttt s e st e e e sanesnee e
ReQUESE UNTEQISTEIEU REVIEWEN .....c...vveeeeeeeeeeeeee et e ettt e eetaesta e s ettaeseteaessaaasssasasasseasassnassseeananes
MYy SUGGESt REVIEWEI PIEFEIENCES ......cccueveeeiieeeeiieeeieeesteeeeiteesataesstteesstaassseaasssssasassessssnassssenasanes
My ReVIEWEr DiSPIAY PrEFEIENCES .......ccceeeeeeeeeeeie et esteesta e s tte e s st e e s staasstteasssseasssnaessseaananes
ReQUITed NUMBEE Of REVIEWEIS ....cc...veeeeeeeeeeeeeeeeeteeetteeeseaesataestteeseseaessaaassssasansesesssaeassesananes
REQUITEd REVIEWS RESET EVENL ......ccceveeeeeeeeeeeeeee et e ettt e esea e s ataestteasantaa e saaasasasasastaasasseasassesananes
Reviewer Comments Can Be Sent to Other REVIEWELS .........cccueecueerueeseenieesieeieesiiessieesiescieeseeesieens
Modify Reviewer Deadlines............cccceeevveeecveeeciveesienanns
Visibility of Reviewer Statuses.......
Editor Access to Reviewer PDF ......
Modify Manuscript ClassifiCatioNS ........cccviiiiieieiiie et e e e rtr e e sta e e e tbeeeetae e ssaeeesaraeens
MaKing @ DECISION ...cuuuiiiiieniiiiinniiiiieniiiieneiitiessisiieassissienssistiesssssssensssssresssssssennssss
Early Decision for New Submissions
View Reviews and Comments................
Reviewer QUeStions ........ccvcveeeeiiveennne
Completing TermMinated REVIBWS ......ccc.uiiiiieeecier ettt s etee ettt e s tve e et e s aee s sta e e essseesenseeesnseeeesnseeesnses
Individual Reviewer Comments to Authors
Submit Editor’s Decision and COMMENTS........eiiiiriiiiiieieeree ettt sttt st st sbaesseesbeesbeesaeesares
TRE ECQIEOr FOIM .ttt ettt ettt sttt s e e be e st be e st e satesatessstesaseenbtesnsaeseas
Rating Manuscripts by Reviewers and EQItOrs OVEIVIEW ............ccueeeceeeeecesesiieeeiieeesiiesesisassisesaninns
MQANUSCLIPE RATING COIG ..ottt e e e e ettt e ettt e e et e e et e e e e ta s e s saaesstasasasseaessssaeasesansnes
2T Yol [ o [Ta Y4 I D I=T £ o] VOSSN
‘Notify Author’ — Sending the Decision Letter to the AULROL ..............cccueeeccveeeeiieeeiieeeeiieeesiveeaiiieans 123
DeCiSioN LEtter AtEACHIMENTS ......cocvveeeieeieesiieeieesit ettt ie et site et ste e tae st e s taesseesseesatassseesatassssesseens
DI Gt DECISIONS. ....veeeeeeeeeeeeeeeeeeeee e et e e ettt e e ettt e e ettt aeeatsaaeaasesaaassaasatssaaassaseasssaaastssasasssseasssaeasssanases
Modifying Editor Decisions............
‘Set Final Disposition’ .....................
‘Linked Submissions’.......................
Creating a New Linked Group
Adding a Submission to AN EXIStING GIOUD............ceevueeeesieiereiiesesieeesiieseeeiieessiieeessiesessssesssssesssssesennnes 129
LinKed SUDMISSIONS PAGE........cocueeiuiieiieeiieieeeiteet ettt ettt ettt ettt sseesaee st e saneeneens 130
Letter to the Editor Functionality — Linked SUDMISSIONS...........cccceevuiineeniieiiieieeee e 133
Invited and CommisSioNed PaPers......cccceeeerereenereencreencrennereenerennceenneeeescsensessnsecennes 134
Initiating and Managing COMMENTATIES ....ccccuieeeiiieeeieeeciee e et e eetee e eeeeestreeeete e e ssaeeesareseesseessseeessreaens 134
INItIAtING @ COMMENTAIY ..ottt e e et et e e e e e e e s et e s e sttt s e s aaaaaaaaeaeasesssssssssssssasssess 134
S€AICH fOr AULNOIS MENU. ...t te ettt e e e e sttt e e et e e et e e e s tb e e e atesesssaaeassaaeassseesseas 136
Initiating and Managing ProPOSalS ......ccccuiiiiiiiieiiiecciee et ettt et ete e e e etre e e etre e sbaeeesabeeeebaeesabeeesareaans 138
Custom Invited PropoSal NUMBEIING.............cccccueeeeeeeesiieeeieeesieeeesteeesetaeesiteeeestsaeesssaesssseessssasssses 138
Proposal Menu QS DEfQUIt MENU...............oeeceeeeeieeeeiieeeeeeeeeeeeetteeeseeeeseaesttaaaesasaesssaesssaeassssananes 138
LT ia oL o Lo W I o] o kYo | ST 138
Proceed QNd BUilO PDF............ccccuoeeeeiiieeiiieesiieeeet st e sttt e esee e sita e s stteesssteesaasaassstassssstesssssaessssssennses 141
Proceed With N0 PDF...........ccccueeevvveviiveeasiinennns
AsSign to MySelf aNd INVItE AULROIS ........cc..eoiieeieiiieeeet ettt 141
Inviting or Assigning Authors for a Proposal....
S€AICh fOr AULNOIS MOGE..........oooueeiieieieeee ettt ettt s e e e 143

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 4 X Js 1
Powered by: ries
systems



AULNOE INVITATION STQUISTICS .vvvvveeeeeveieeeeeeiiiee ettt eetetee e ee et e e et e s e eestse e s eessasaseesssessssesssenas 144

Additional AUtROr INVItATION STATISTICS ......eccuvvieeeeeeesieeeeieeeeeieeeeeeeeseeeestaees e e s stsseessaaesssaesssenennns 145
Search by Personal ClasSifiCcations MOGE .............cccuueeeeuieecieeeesieeeeeeeeeceeeestteeeees e taaaesreaeessaessaaeas 147
SeNAING AULNOL INVIEATIONS ...ttt e e e ettt e e e e sttt a s e e e sstaaaaeeesstsssaaaeesnsans 149
AUthor Selection SUMMQAIY DAGE........u.ceeeeeeeeeeieeeeeeeeeeeeetee et teeesieeeestas e e ttsaeesasaessaseesssaesssssaens 149
ASSIGN AULROIS ..ot ettt e e e ettt e e e e ettt a e e e e et a e e e aatsaseaeeeasstaesaeeasstssaaaseesssssnaaeaaas 150
ATEEINAEE AULNOIS ...ttt e ettt e e e ettt e e e e e et a e e e e sttaeaaeesatssaaaesessssssaseeses 150
AULOMALEA AULNOE UN-INVILE.......oieeeiieeiiieeeiit ettt ettt eete ettt e sttt s e e s stteeestaaessssessssseaesssseesnes 151
Register and Invite New Author/Select as AILEINALE..........ccceevecveieeeeieieieieieeeeeese s 151

= t=d (o =Te IV oL TRy (o KPP 152
RY=Zo ol I oo ToX Yo | SRS 153
Setting Final DiSPOSition 0N PrOPOSAIS .........coeecueeeeeriieeeiiseeeieeesieeeteesctee ettt e e estaesstaassvseassseaessnees 154
3= o 0T {3 154
Enterprise Analytics REPOITING (EAR) ... .uiiiiiieeeiieeceee ettt et e e etee e e it e e e e tae e eetaeeesabeeeetaeessseeennreeean 154
(0 o Lo X 3PP 155
Bibliometric Intelligence ANalysis .......ccceveeiieeiireeiiieerereeerteenerennerrnncereanerensessnssesenns 155
CheckCIF INtegratioN.......cciiiieiiiieiiiiiiieiireirreie e seneersasesensssensssssnsessnssssnnssnes 155
3= 40T e =T 3N 158
Y= 0o I8 = -1l o T = 0 o - USSR 158
Exclude Users from Batch E-mail REMINAEIS......c.uiiieiieeiiiieecee et e e e aee e s aae e esneeeeas 158
Y= 0o I =T 0 Y[ To [T I T PSSR 158
Automated REMINAEIS — OVEIVIEW....ccccuiieiieieeesiiieeeite e sttt e e s eeeeeeeeseteeeeseteessseeessaeeessseseessseesnseeessssessanes 159
AUtOMAted AULNOI REMINUEIS...........eeeeeeeeeeeee ettt ee et e e sttt e et e et aestaaesastaasasseaasssesananes 160
Automatic ReViewer REMINAEIS REPOIT ...........cc..ueeeieeeeeieeeeeeieeseeeeseeeeiteeesseaesstasesssaaesssaesssesasanes 161
Quick Facts about AULOMALEA REMINAEIS.............ccceveeeeiieeeieeeeceeeeeeeetee s cee e et eesaa st eeesreaeeenaeas 162
Publication Charges Waiver ProCessing........ccueuueiiiieeeiiiinnniiiinnnsiiienssniensmesn. 163

Registration and Login
Registration and Submission with ORCID

Users may not only retrieve their ORCID record but also their name and contact details from their ORCID
record. Users who select this option will experience the standard ORCID authorization interaction, giving
Editorial Manager (EM) permission to read information from their profile.
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Choose a Registration Method

Retrieve your details from the ORCID registry:

Use My ORCID Record J

Or type in your details and continue to register without using ORCID:

Given/First Name* |

Family/Last Name* |

E-mail Address* | Continue >>

WARNING - If you think you already have an existing registration of any type (Author,
Reviewer, or Editor) in this system, please DO NOT register again. This will cause delays
or prevent the processing of any review or manuscript you submit. If you are unsure if
you are already registered, click the 'Forgot Your Login Details?' button.

If you are registering again because you want to change your current information,
changes must be made to your existing information by clicking the "Update My
Information’ link on the menu bar. If you are unsure how to perform these functions,
please contact the editorial office.

Cancel |  Forgot Your Login Details? |

The Author is taken to ORCID sign-in.

Sign into ORCID or Register now

2 Personal account i Institutional account

Sign in with your ORCID account

Email or iD

ORCID password

Sign inta ORCID

Forgotten your password?

Sign in with a social media account @

f 2

The Author grants permission for ORCID to push their information to EM registration.
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@ ORCID - Mozilla Firefox [E=EE==

[ @ & https://orcid.org/oauth/autharize?client_id=0000-0001-7887-5286 &response. type= codefiscope=/orcid-profile/read-limited&redirect_uri=http://www.editorialmanager.com/der

Melanie Cotterell
http://orcid.org/0000-0001-8555-7964
(Not You?)

o

has asked for the following access to your ORCID Record

Read your ORCID record

Allow this permission until I revoke it.
You may revoke permissions on your account settings page.
Unchecking this box will grant permission this time only.

This application will not be able to see your ORCID password, or other
private info in your ORCID Record. Privacy Policy.

Deny

Waiting for www.editorialmanager.com... -

If the data are available and not set to private in the ORCID record, the following fields will be populated
in EM:

Given/First Name

Family/Last Name

E-mail Address

Position

Institution

Department

City

State or Province

Country

Keywords (if configured as a Registration Field)

Corresponding Authors can be required to have an authenticated ORCID record before they can submit,
which must be configured in PolicyManager.

Login with ORCID

Click on LOGIN on the navigation banner to reach the Editorial Manager Login screen (see below). Some
publications also have the login box on main page. Enter the assigned username and password into the
appropriate fields.
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Please Enter the Following

Username: |jane

Password: eecccee

Author Login |  Reviewer Login |  Editor Login |  Publisher Login |

o

Or Login via: What is ORCID?

Send Login Details  Register Now  Login Help

Software Copyright © 2020 Aries Systems Corporation.
Aries Privacy Policy | Publisher's Data Use Privacy Policy

Underneath the username and password are four buttons labeled as shown:

Author Login |  Reviewer Login |  Editor Login |  Publisher Login |

Each box represents one of the four role families that EM uses to define the different levels of activity and
permissions available to users associated with the publication. Select Editor Login to be brought to the
Editor Main Menu.

Each role family will provide the end user with a menu that covers permitted activity on the publication. It
is possible for one user to have a role from each of the four families. By default, every user has the role of
Author, which is the only role within the Author family. Each user has only one username and password,
which is required to access different role menus.

Role Families and Copying Existing Roles during Configuration

It is important to note that existing roles may be copied when configuring user roles. It is possible to
modify the permissions for new roles rather than starting from scratch in configuring each role. A ‘Copy’
link appears next to each role in RoleManager. The following configured settings are copied to the new
Editor role: Letters in ActionManager, Editor Form configuration, Bibliographic Searches, Shared Searches,
and Production Tracking assignment capabilities (both Production Tasks and Schedule Group Tasks).

In addition to copying roles, it is also possible to copy Article Types. A ‘Copy’ link appears for each Article
Type and when an existing Article Type is copied, the new Article Type is automatically set to ‘Hidden’ and
the following settings are transferred to the new Article Type:

e All options on the ‘Edit Article Type’ page (including Submission Item parameters and Submission
Iltem Metadata)

e Review Forms
e  Editor Forms and Manuscript Rating Questions

e Additional Manuscript Detail Fields associated with the Article Type

Single Sign-on via ORCID
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Users who have already authenticated an ORCID with the EM user account will be able to login with their
ORCID credentials immediately. First-time Editorial Manager users will have to first authenticate their
ORCID record before successfully logging into EM.

Once Single Sign-on via ORCID is enabled, an ORCID icon will display on the login page. Clicking the icon
will take the user to ORCID to verify their credentials and confirm the ORCID record to use for the login.
Once verified, assuming they have previously authenticated their ORCID record, the user is logged into

EM.

If they have not previously authenticated their ORCID record, EM will ask them to log in (or register)
normally — this will automatically authenticate their ORCID record for that EM login, and they will be able
to log in via ORCID in future.

Note: The user’s ORCID password is never exposed to EM; the user is asked to log into ORCID and
authorize the login then the ORCID site provides EM with the ORCID record to use via a secure channel.

Sample Login page with the ORCID login option

Please Enter the Following

Username:  |jane

Password: l.......

Author Login |  Reviewer Login |  Editor Login |  Publisher Login |

Or Login via: What is ORCID?

Send Login Details  Register Now  Login Help
Software Copyright © 2020 Aries Systems Corporation.

Aries Privacy Policy | Publisher's Data Use Privacy Policy
Example ORCID login
Q

has asked for the following access to your ORCID Record
Get your ORCID iD
This application will not be able to see your ORCID password, or other
private infa in your ORCID Record. F

Sign into ORCID or Register now

2 Personal account i Institutional account

Sign in with your ORCID account

Sign in with a social media account @

FIR
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Powered by: Asys(!e?w%



Example ORCID authentication interaction after login

CONNECTING

WITH YOUR ORCID RECORD

Editorial Manager

Read limited info from your biography

Note: The Editorial Manager information on the ORCID Login page and ORCID Authentication page can
be replaced by your journal's branding. Contact your Account Coordinator for details.

Hide Preferred Method of Contact During Registration

To reduce the burden on journal staff and to reflect the reality that most editorial contact occurs by email,
System Administrators may hide the existing author-specified Preferred Method of Contact throughout
the system. Email becomes the default method of contact. An email address will be required for all new
registrations and must be populated when user account information is updated in EM.

Manage Preferred Method of Contact Settings

Select the chedkbox below to hide Preferred Method of Contact throughout the system. When Preferred Method OF Contact is hidden, users will no lomger be able to select ‘Telephone’, 'Fax” or 'Postal Mail' as
thear preferred contact method on pages where user information is entered or maintained.

Hote: When you Hide Preferred Method of Contact, the saved values on existing wser accounts are not changed, but users will be required to supply an e-mad address when updating their pecaole
information if not already present, and all correspendence thereafter will be sent via e-mail.

:\;ude Preferred Method of Contact
Tha &-mail address entered here will be forwarded all &-mad corvespondence sent 1o pecple that do not have &-mad cet as their “Preferred Method of Contact”,

& |mypub@ariesse.com X
E-mail Address:

Use Correspanding Editor's E-mail address (if available)

Cange Salerint

Proxy as User after Proxy Registration

Editors with proxy permission can access the standard yellow-highlighted proxy links on the confirmation
screen immediately following a successful proxy registration of a new user.

Note: This applies to proxy registrations initiated via the ‘Register New User’ link on the Editor Main
Menu and Search People — Search Results. There are no changes to proxy registrations initiated via the
Invite Reviewer or Invite Author workflows.

Sample Proxy Registration Complete Confirmation page — Editor has ‘Proxy for Authors’ and ‘Proxy for
Reviewers’ permissions and the newly registered user was given a Reviewer Role.
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PI’DXV Registration You have successfully registered Holly Bang [frffd@ariessys.com].
Complete Confirmation

Proxy as: [Author] [Reviewer]
Editor Méfh Menu

Switching Between Roles

Text on the banner will indicate if you are not logged in to EM.

@Editorial Manager” / ‘gggi;gg,a!

HOME ¢ LOGIN s HELP e REGISTER ¢ UPDATE MY INFORMATION ¢ JOURNAL OVERVIEW Not logged in.
MAIN MENU * CONTACT US o SUBMIT AMANUSCRIPT » INSTRUCTIONS FOR AUTHORS » PRIVACY

If you are logged in, the username is displayed on the navigation banner, along with a drop-down menu
containing all roles currently assigned.

'Editorial

Manager™

4

JEditorial Manager”

HOME ¢ LOGOUT e HELP e REGISTER ¢ UPDATE MY INFORMATION e JOURNAL OVERVIEW
MAIN MENU » CONTACT US e SUBMIT AMANUSCRIPT e INSTRUCTIONS FOR AUTHORS e PRIVACY

Clicking on the Role drop-down menu displays all roles that have been assigned to the user’s record.
Selecting any of those roles will display the appropriate EM menu.

Using the ‘Go to’ Drop-Down to Access Other Publications and Search Pages

The ‘Go to:’ drop-down allows Editors to easily switch between other publications operated by a specific
Publisher as well as quickly access search pages available based on an Editor’s permissions. If enabled, a
‘Go to:’ drop-down menu appears in the EM navigation bar containing a list of publications selected by
the user, allowing the user to switch directly to the desired publication. This menu may also provide
access to search functions for users configured with the proper search permissions. Search pages
available via these quick links include:

Submissions — Search Submissions, Editorial

Submissions (Production) — Search Submissions, Production
Proposals — Search Proposals

People — Search People
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@Editorial Manager”

HOME = LOG OUT » HELP » REGISTER » UPDATE MY INFORMATION » JOURNAL OVERVIEW Go to:
MAIN MENU + CONTACT US + SUBMIT A MANUSCRIPT + INSTRUCTIONS FOR AUTHORS.  Search Page
. . . Submissicns
Important Message: Site under development. Do not use for live ma nuscript St
Propossls
People

Editorial Proposal Menu Production Tasks

Search

Ha!‘aglng Editor Search Submissions | Search People
Main Menu

For users on a site configured with the Cross-Publication Login feature and with the necessary search
permissions, the “Go to:” drop-down will display the Search Page section first, followed by the Publication
list.

Site administrators will have access to a third section in this menu, which provides a quick link to the
System Administration Functions.

Multi-Language Toggle

If your publication is configured with secondary languages, you will see a ‘language drop-down’ located on
the navigation bar. Here you may choose to display the site in a language other than the Publication’s
default language by selecting from the list of available languages. Your preferred language is recorded as
the one most recently displayed. If you switch to an alternate language, the system records your
preference, and will display the site in that language at each subsequent login.

< Editorial Manager” )/ ﬁﬁiﬁgg‘ﬁ'

HOME * LOGOUT * HELP » REGISTER * UPDATE MY INFORMATION * JOURNAL OVERVIEW -
MAIN MENU » CONTACT US » SUBMIT AMANUSCRIPT * INSTRUCTIONS FOR AUTHORS * PRIVACY 0 A i itor| Username: Christinel

Time Zone Display

Depending on the configuration of your publication, you may see a ‘Time Zone Footer’ frame when logged
into Editorial Manager. This displays the current site time as well as your local time. Clicking on the link
‘Site time’ brings up a pop-up window providing additional time zone information.

Your Time: 12:37, 13 July »

‘Editor Main Menu’

The ‘Editor Main Menu’ is divided into sections. For the purposes of this tutorial, the Editor role will be
referred to as ‘Editor’.

If any of the features shown in this menu or tutorial are not visible to a particular role, the publication has
not assigned that permission for the ‘Editor role’.

Overview of ‘Editor Main Menu’
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Managing Editor Main
Menu

Search

The Search Menu is split into two main
areas — ‘Search Submissions’ and ‘Search
People’. It will be located on the ‘Editor
Main Menu’ as long as the Editor has the
permission to access these features. There is
a separate section within this Tutorial that
specifically covers ‘Search Submissions’
and ‘Search People’.

View All Assigned

When an editor clicks ‘View All
Assigned Submissions’, they will get a
list of all manuscripts that have been
assigned to all Editors for which the
Editor has not yet made a decision.
‘View All Assigned Submissions being
Edited’ will display a list of all
manuscripts that are currently being
edited.

e

Submissions with Decisions contains folders of
manuscripts that have received an Editor decision
or have been given its final disposition.
‘Submissions out for Revision’ contains all
manuscripts that have been given a ‘Revise’
decision and are back in the hands of the Author.
‘All Submissions with Editor’s Decision’ contains
every manuscript — including those that a user has
not been assigned to — that have been given an
Editor’s decision.

‘All Submissions with Final Disposition” contains
all manuscripts that have a Final Disposition set.
These manuscripts are considered complete.

Submissions With:

0 Reviews 1 Review 2 Reviews 3 Reviews 4+ Reviews
Complete Complete Complete Complete Complete
0 0 0 0 0
Search

Search Submissions | Search People

Editor 'To-Do’' List

My Pending Assignments (5)
New Submissions (4)
Revised Submissions (0)
New Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment

New Assignments (0)

Editor ‘To-Do’ List

Listed within this section are a number of
‘folders’ or ‘links’ to different menus. EM
will automatically move papers between
these folders as the paper moves through
the peer review process.

Submissions with Required Reviews Complete (0)

Submissions Requiring Additional Reviewers (0)

Submissions with One or More Late Reviews (0)

Reviews in Progress (0)
Reviewers Invited - No Response (0)
Submissions Under Review (0)

View All Assigned

View All Assigned Submissions (2)
View All Assigned Submissions beiyg Edited

Subordinate Editor's Pending Assignments (2)

Group by Editors I Assigned
Group by Editor with Current Responsibility
Group by Manuscript Status

Submissions with Decisions

Submissions out for Revision (0)

All Submissions with Editor's Decision (1)

All Submissions with Final Disposition:
Accept (7), Reject (0}, Withdrawn (4)

Completed Conference Submissions (0)

Withdrawn Conference Submissions (1)

My Assignments with Decision (0)

My Assignments with Final Disposition (0)
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Assignments

Folders below this heading contain
submissions that have been assigned
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Editor that was assigned by another
Editor, thus appearing later in the
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The ‘Group by Editor with Current
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Linked Submission Groups

Active Linked Submission G|
Inactive Linked Submission

Administrative Functions

Linked Submission Groups

This feature is designed to provide Editors with a
method of linking submissions together for general
reference (those that are related by Author or topic)
or to group ‘Letters to the Editor’ together.

The Action links displayed will be dependent on
the Editor Role Permissions.

System Administrator Functions

Administrative Functions EegiEtenhlenilsey
Editors with specific Reports

permissions will have access Send Reminder Letters
to various higher-level Send Batch E-mail
administrative functions.

Searching People and Managing People Records

‘Search People’

Search

Search Subrissions | Search People

The ‘Search People’ link will display the following menu:

Search People

Help with Searching Insert Special Character
Criterion Selector Value
Last Name | « |Begins With ‘ -
First Name Begins With -
Instltutlon Begins With ‘ -
City
State
Country Clear Search

E-mail Address

Phone Number
Personal Classifications
Personal Keywords

People Naotes Editor Main Menu
Detailed People Notes Tasks Menu
People Flag Name Production Status Grid

Registration Date
|Proxy Registration

Choose the criterion for selecting People Records.

ALL + [END[

Register New User

User Role

END

-

Searching for People

Choose a Criterion (Last Name, City, Institution, Personal Classifications, People Notes, etc.). Editors may
enter two sets of criteria by changing the drop-down value 'END' to 'AND' to include additional sets of

criteria.
Choose a Selector (Begins With, Contains, etc.)

Enter a Value (Type as much information as possible.)
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OPTIONAL: Choose a User Role - to narrow the search, choose the Role Family (Author, Reviewer, Editor,
Publisher) or a particular User Role from within each Role Family. The default value is ALL User Roles.

Editors with permission to Search People may also download the search results from the search results
page.

Rules for Entering Text in the Value Field

e Selections are not case-sensitive.

e To execute a 'wild card' search, enter text or press the space bar. It is not necessary to enter any
special characters (like an asterisk * or percent sign %) to execute the search. Refer to the Search
Hints below for examples.

e Use the underscore character to represent any single character; for example, JO_ would match
"JOB" and "JOG" and "JON", etc.

To check for NULL (empty) fields, use "IS EQUAL TO" and "IS NOT EQUAL TO".

Note: The People Notes field cannot be used for a “wild card” type search; there must be a value
entered for the search to properly execute.

Proxy Permission

The ability to work in proxy as another user is controlled through RoleManager. The ability to proxy as
another user can be done in two ways: 1) through ‘Search People’ and 2) through the ‘Details’ page of
each Submission record.

1) Editors with permission to proxy in as someone else may execute a search and find the desired person’s
record from ‘Search People’. The Editor may then click an ‘Author’, ‘Reviewer’, ‘Editor’, or ‘Publisher’
proxy link next to the person’s name. Users with proxy permission will see the role of the person
highlighted in yellow.

Download Search Results |
Page: 1 of 1 (1 total People Matches) Display [10 | + results per page.
[ Editor [
Merge | Name City | State or Province Country Author Role Role Role
people | AT AY |AY AY Role AY AV AY
John Doe ™ W UNITED STATES [Author] [Managing Editor]
Page: 1 of 1 (1 total People Matches) Display 10 | + results per page.
Merge People Records | Download Search Results |
Editor Main Menu
Tasks Menu
Production Status Grid

The Editor is automatically logged in as that person and role and brought to that person’s ‘Main Menu’. A
bold yellow line on the navigation bar informs users they are operating in proxy mode.

< Editorial Manager" 4 .M%%iggg‘f‘!

HOME » LOGOUT « HELP « REGISTER « UPDATE MY INFORMATION = JOURNAL OVERVIEW oA i - Search Page - h
MAIN MENU s CONTACT US « SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS Role: Associate Editor v Username: tina

Important Message: Site under development. Do not use for live manuscript submission.
Proxying for Tina Fleischer - Associate Editor

I Editorial Proposal Menu

Search

Associate Editor Main Search Submissions | Search People
Menu

Editor 'To-Do' List

My Pending Assignments (5)
New Submissions (4)
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2) Proxy links are also available on the ‘Details’ page of a Submission. The following menu will be
displayed on the ‘Details’ page, where the Proxy link is visible to the side of all people associated with the
paper (Author, Editor, and Reviewers):

Details for Manuscript Number: Unassigned "This Old House"

Cancel Save Save and Close

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors  Ad

Corresponding Author: Bob Bradley, Consejo Superior de Investigaciones Cientificas 5= v
UNITED STATES [Proxy]
Corresponding Author E-Mail: bbradley@ariestrash.com

Author Comments:

Short Title: old

Article Type: Original Study
Section/Category: Clinical Rotations

Keywords:

Classifications: Endangered and Threatened Species; Avian breeding biclogy
Requested Editor:

Technical Check: Technical Check Information
Initial Date Submitted: 05/19/2017

Editorial Status Date: 05/19/2017

Duplicate Submission Check: Duplicate Submission Check (0%)
Current Editorial Status: Manuscript Submitted

Transfer Offer Expiration Date:

To exit proxy mode, click the LOGOUT button on the top navigation bar.

People Based Correspondence History

Users with proper permissions will see a ‘Correspondence History’ link next to users in Search People
results. The People Based Correspondence History (PCH) aggregates all of the correspondence where a
user was the primary recipient.

The PCH is available to all users with permission to view it on the Update My Information page. It is also
available to authorized Editors on the Search People — Update Information page. Just like the Submission
Correspondence History functionality, Editor RoleManager permissions will determine which types of
correspondence an Editor is allowed to view in the Editor-version of the PCH as well as what additional
capabilities they will have, such as adding external correspondence or editing a letter before resending.

People Flags

Users with proper permissions will see a Set Flag icon [t:-y] displayed next to usernames as well as any
currently assigned flags in the search results and other areas of the interface where users’ names are
displayed.

Page: 1 of 1 (2 total People Matches) Display (25 | « results per page
Reviewer Editor | Publisher
Merge Name City State or Province Country Author Role Role Role
People AV AV | AY AY Role AY AY AY View Correspondence History
] Robert Review £} UNITED STATES [Author] [Reviewer] Correspondence History
UNITED STATES [Author] [Reviewer] Correspondence History
Page: 1 of 1 (2 total People Matches) Display [25 | + results per page

Clicking the Set Flag icon will open a new ‘People Flags’ page displaying all Custom People Flags
configured for the publication. The user may select as many flags as appropriate for the person.
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People Flags - Robert Reviewer

Submission Flag History
Check the box of the flag(s) you want to display for this person. Once a flag Is enabled, the flag is
displayed next to the person's name on many Editor and Publisher pages (if the user has

RoleManager permission to 'View People Flags’)

Uncheck the box of the flag(s) you do not want for this person. Once the box Is unchecked and
you click the 'Submit' button, the flag is no longer attached to this person.

Cancel Ejbmll

SET PEOPLE FLAGS

Y

Preferred Reviewer
Poor Reviewer

€  Board Member

SUBMISSION FLAG HISTORY
There is no Submission Flag History for this document.

Cancel |  Submit |

Once selected, the flag will appear next to the person’s name in the interface. Users with the View People
Flags permission will see the Set Flag icon and any set Flags displayed next to the appropriate names.
Clicking a set Flag opens the ‘Flag Legend’ page. Editors with permission may also search for users by
People Flags via the ‘Search People’ link or view the submission flag history.

Managing People Records — Update My Information

Editors with the correct permissions can modify existing People Records using the ‘Search People’ link.
Open the user’s record by clicking on the name which is hyperlinked.

Page: 1 of 1 (1 total People Matches) Display |10 \ ~ results per page

Publisher

Merge Name City State or Province Country Role

People AV AY AY AY View Correspondence History
Marcus Smith ¥ UNITED STATES [Author] [Reviewer] Correspondence History

Page: 1 of 1 (1 total People Matches) Display [10 [+ results per page

The full people record will be displayed.

The user’s name, people flags, registration date, and the record’s last modified date will display on the
left-hand side of the page along with the option to inactivate the account. Editors can click the white flag
icon to add additional People Flags to a user’s record.

The remaining information on the ‘Update My Information’ page is divided into five main areas:

e User Information

e  Personal Information

e Areas of Interest or Expertise

e Institution Related Information
e People Notes

User Information

Passwords are protected by what is known as a “salted hash.” Editors are unable to see a user’s username
or password in the User Information area of the People Record. (Upon registration, users choose a
username and password. After registration is complete, they are sent a Welcome to Editorial Manager
email that contains their username and a link to change their password. If their requested username was
already taken by a previously registered user, they will receive a new one in the email. All registered EM
users are automatically assigned to the Author family.)
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Sample Welcome to Editorial Manager Email

Thank you for registering for the Editorial Manager online submission and peer review tracking system for Deme TF 14.0.

Here is your username and confidential password, which you need to access the Editorial Manager at http://DEMOTF140.edmgr.com/.

Username: Quinn
Password: http://demctf140.edmgr.com/l.asp?i=723&I=U0Z1ZNMH

Please save this information in a safe place.
You can change your password and other personal information by logging into the Demo TF 14.0 website and clicking on the Update My Information link on the menu.
Best regards

Demo TF 14.0

Assigning Users an Editor, Reviewer, or Publisher Role

Locate the People Record. Using the drop-down next to the Role family, select the appropriate role.
Remember to scroll down to the bottom of the screen and press ‘Submit’ in order for the changes to be
saved.

Note: A user can only be allocated one role from within any Role Family. For example, a user cannot have
an Editor-in-Chief Role and a Managing Editor Role. If the Editor-in-Chief is going to perform both duties,
then either that person’s Role permissions should allow for the diverse responsibilities or that user will
need to have two different People Records in the system (not recommended).

Note: An individual can be kept off of the Reviewer list, even if they have a Reviewer role, by selecting ‘Yes’
for the ‘Forbidden as Reviewer?’ question.

Note: It is possible for a journal to be configured so that anyone who registers on the journal will be
allocated both an Author and Reviewer Role by default.

Editorial Board Designation

Each People Record contains the ‘Board Member?’ designation. If a user is a member of the Editorial
Board, click the ‘Yes’ button next to this question in the People Record.

Editor Description Field

This feature allows a journal to have a finer stratification of Editor Roles. For example, it is possible to
designate one person as Managing Editor, Europe and another as Managing Editor, North America
without having to set up separate roles with the same permissions.

If a description is added to a People Record, it is available for display on the pages where individual Editor
names are displayed.

Personal Information

This is the main section of the People Record that contains contact information. All users registering on
EM must supply a unique email address. It is possible to add multiple email addresses to the E-mail
Address field. Each email address must be separated by a semi-colon. Personal Identifier fields such as
ORCID, ISNI, and others are also available for data entry. Publications may configure as few or as many of
these identifiers to display as they wish.
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Personal Information

Title *
Given/First Name *
Middle Name
Family/Last Name =
Degree
Preferred Name
Primary Phone
Secondary Phone

Secondary Phone is for

Fax Mumber

E-mail Address

Preferred Contact Method *

ISNI *

ORCID *

Mr. (Mr., Mrs., Dr., etc.)

mary

mary
(Ph.D., M.D., etc.)
(nickname)

978-975-7570 (including country code)
(including country code)

Mobile(®) Beeper Home Work Admin. Asst.

(including country code)

trashl@ariessc.com

If entering more than one e-mail address, use a semi-colon
between each address (e.g.,
joe@thejournal.com;joe@yahoo.com) Ent
mail address from a different e-mail prov
chance that SPAM filters will trap e-mails
online systems. Read More.

o

ring a second e-
er decreases the
sent to you from

E-mail Fax Postal Mail(e) Telephone

Fetch/Register
What is ORCID?

Alternate Contact Information J

Areas of Interest or Expertise

Publications can build a list of keywords, called ‘Classifications’, which can be used to identify areas of
expertise. This list is created by the publication and then presented to the user so that the user can select
personal areas of expertise or interest. This same list of Classifications can also be used by the Author to
categorize their Submission. This means the system can help match Editors and Reviewers to new
Submissions. A pre-existing Classification list can be imported into EM at the data import stage.

Select Personal Classifications

Users may add personal classifications to their own record or to another user’s record by clicking on the

button ‘Select Personal Classifications’.

The following menu will be displayed:
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<-Remove |
oo dlnd s |

Expand All Collapse All

Select Personal Classifications

e changes you must click "Submit" before you leave this window
Search: Search |  Clear |
[Matching terms display in red text]
Expand All  Collapse All Selected Classifications:
+ Plastics Plastics
+ Prospective Study
cost-benefit analysis
= Public Policy/Standards
cost-benefit analysis
3 ethics
FDA
legal
Add >_J

Please Identify your areas of interest and specialization by selecting one or more classifications from the list below

The list of available Classifications is displayed on the left hand side. There is an option to ‘Expand All’.
This will display all sublevels of Classifications below each main Classification heading. Check the box by

the side of the classification and click ‘Select’. To remove a Classification from a user record, check the box

on the right hand side and click ‘Remove’.

Select Personal Keywords

To add personal keywords to a record, click on ‘Edit Personal Keywords’.

The following menu will be displayed:

Current Keywords

Edit Personal

Oncology Pharmaceuticals
Keywords

Remove Edit

New Keyword: |Therapy and Counselind

Close

Enter the new Keyword into the available field and click ‘Add’. The new Keyword will be displayed. To
change the Keyword, click on ‘Edit’ next to the Keyword that should be changed. The following menu will

be displayed. Enter the new value and click ‘Change’.

Old Keyword: Nature

Edit Keyword

New Keyword: |Nature 1]

Cancel

Change

Insert Special Character
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People URLs can be Part of a People Record

People URLs can be entered in a user’s People Record. These are available from the ‘People Information’
page and from the ‘Select Reviewer’ pages. There are three fields that can be populated with URLs. These
URLs will display as active links that will open in a new browser window when clicked.

These People URLs can be populated in two ways: 1) by data import during implementation, or 2) by
manual input by the Editorial Office or Editor on the ‘Update Information’ page. These fields CANNOT be

populated from the ‘Registration’ page or from the ‘Update My Information’ page.

When entering a URL, the full URL must be entered (i.e., must start with https://...).

= Institution Related Information

Position
Institution Aries Systems Corporation (max 300 characters)
Department - (max 450 characters)

Street Address

City
State or Province

Zip or Postal Code

Country or Region * UNITED STATES =
Address is for * Work(@ Home() Other()
People URLs

Note: You must enter the complete URL
(i.e. http://www.target_site.com)

Alternate Contact Information |

Unavailable Dates |

Registration Questions

EM allows users to require answers to specific questions at the time of Registration. If journal-specific
guestions have been configured, the question and response will appear. A red asterisk indicates a
response is required to complete registration. There is a forced registration question to acknowledge
privacy policies in compliance with the European Union's General Data Protection Regulation

(https://gdpr-info.eu/).

Publications are able to ask more complex questions at registration using the Additional People Details
functionality. This functionality allows for additional response types rather than only the single checkbox.
This functionality was further expanded in Version 17.0 to allow for more types of list response questions,
including multi-value selection checkboxes, multi-value selection scrolling selector, and single value
selection radio buttons.
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[-] Registration Questions

v indicates affirmative response

[ ] || Do you want to subscribe to our newsletter?

I acknowledge that my personal information will be accessed, used and otherwise
v || processed in accordance with the Publisher's Data User Privacy Policy and the Aries

Privacy Policy.

Please let us know your 2]
birthday.
What is your favorite sport?

Alternate Contact Information
EM allows users to add Alternate Contact Information to their record. A separate menu will be displayed
when ‘Alternate Contact Information’ is clicked.

Alternate Contact Information

Below you may enter alternate contact information. You must enter a time period for which this
contact information is valid. Required fields have an asterisk next to the label.

Alternate Contact Information is Valid

From: [ G|
To: 2’

Insert Special Character

Personal Information

Primary Phone (including country code)

Secondary Phone (including country code)

Secondary Phone For Mobile® Beeper( ) Home( ) Work() Admin. Asst.()

Fax Number (including country code)

E-mail Address *

If entering more than one e-mail address, use a semi-colon
between each address (e.g.,
joe@thejournal.com;joe@yahoo.com) Entering a second e-
mail address from a different e-mail provider decreases the
chance that SPAM filters will trap e-mails sent to you from
online systems. Read More.

The ‘Alternate Contact Information’ page can be accessed in one of the following ways:

1. Clicking the ‘Alternate Contact Information’ link on the ‘Author Main Menu’
2. Clicking the ‘Alternate Contact Information’ link located on the ‘Update My Information’ page

and ‘Search People’ — ‘Update Information’ page
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3. Clicking on a deep link inserted by the %UPDATE_ALT_CONTACT_INFO% merge field within a
system email

The Alternate Contact Information page contains an Alternate Contact Notes section. Instructions for the
Alternate Contact Notes field are customizable by the Administrator. The Author can enter any
information relating to the Alternate Contact details.

Insert Special Character

Alternate Contact Notes

Please enter any notes regarding your Alternate Contact Information in the text box below.

Cancel |  Submit

The ‘Remove this Alternate Contact Information’ button serves a different purpose than the existing ‘Stop
Using Alternate Contact Information’ button.

Clicking the ‘Stop Using Alternate Contact Information’ button sets the end date for the Alternate Contact
Information to “today’s date” but does not clear the date fields or any other data that were previously
entered.

Clicking the ‘Remove Alternate Contact Information’ button clears the date fields and any other data that
were previously entered. When ‘Remove Alternate Contact Information’ is clicked, the user is asked to
confirm intentions.

www.editorialmanager.com says:

Press OK to confirm the deletion of the Alternate Contact Information.
Press Cancel if you do not wish to delete this address.

OK Cancel

People Notes Field in People Record

A People Notes box can be found in each People Record. This People Notes box is a text field and can be

used for any purpose. This People Notes box can also be accessible from the Select Reviewer screens and
from the ‘People Information’ page (accessed when a person’s name link is clicked). The data in this field

will be visible to an Editor.

Detailed People Notes

Notes added to the Detailed People Notes field will be recorded with a timestamp as well as who the user
who added the note is and the publication on which the note is saved. A publication in a Portal-Shared
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group may elect to share these new Detailed People Notes with one or more other publications within the
group. The Detailed People Notes field may be managed on the ‘Update Information’ page, and these
notes may also be added during Proxy Registration.

For reporting, Detailed People Notes are added to all Custom Report views, Enterprise Analytics Reporting
Views, and Cross-Publication Enterprise Analytics Reporting views that currently contain the existing
People Notes field.

| Note: The Detailed People Notes field is completely separate from the existing People Notes field. |

Sample Detailed People Notes section of the ‘Update Information’ page (partial)

Detailed People Notes

Add New Note: ©

Character Count: 0/ 4000

| View/Print All |
Operalnr Date
AV
Thurston Jun 25 2015
Moore, ph.f | knew it looked familiart 05:40:52:4634M
Mary Shelby Hey, the Detailed People MNotes display much like  Jun 25 2015 m
Roman the EM Discussion interface. 05:39:47:620AM

Display this section at the top of this page

People Notes

Editors with View Detailed People Notes permission in RoleManager can view the Detailed People Notes
created by other users on their publication.

Editors with Manage Detailed People Notes permission in RoleManager can view, add, or remove notes
created by other users on their publication.

Note: Detailed People Notes cannot be edited. Users with ‘Manage Detailed People Notes’ will be able
to make corrections by removing and adding notes.

Sample Detailed People Notes section of the ‘Update Information’ page on a Portal-linked publication
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Detailed People Notes

Add New Note: O

Character Count: 0/ 4000

Filter By: | All Publications ¥

Suzie

IDRSDEV1Zic Snowflake

Luke G.
[IRSDEV121b Shepherd,
MD

Mary A.

IIRSDEV1Z21a .
Managing

JEFF IS (more...)

He's just a mediocre guy, living his life.

Jeff kind of knows what he's doing.

Display this section at the top of this page

A

| = HOmiE eRE

View/Print All

Publication [Operator Date
AY v AV

As President of the Jeff Fan Club
(Official), I offer a counterpoint:

Jun 25 2015
05:38AM m
Jun 25 2015
05:33AM m
Jun 25 2015
05:29AM m

Detailed People Notes can be used as a search criterion from the Search People, Search for Authors, and

Search for Reviewers interfaces.

Ability to Send Username/Password from a User’s Record

Editors may be given the ability to send Username/Password information to a user after searching for

them. Editor roles with the Search People and Send Username and Password permission will see a ‘Send
Login Details’ button on the left-side of any ‘Update Information’ page. Clicking this button will email the
username and password of a user using a preconfigured letter template.

Search People -
Update Information

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

John Doe V¥

Self-Registered:
Mar 25, 2020

Last Modified:
May 01, 2020

Viewed Privacy Policies:
Mar 25, 2020

Inactivate this User

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

Exclude this user from receiving
all batch and reminder emails:
Always

When Unavailable Dates are
active

Expand All Collapse All

= User Information

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

Publisher Role ™

Editorial Role *

Editor Description

= Personal Information

Title
Given/First Name *
Middle Name

Family/Last Name

The default lo

Author|

Editorial Menu | «
Yes No @
Yes No @
Yes No @
None | w

None

Managing Editor | w

Activity Details
Additional People Details

John

(Mr., Mrs.,

n role is the user role that will be used if you
y when logging in and you have not made a

Dr., etc.
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Search Submissions

Search Submissions ) Search People

Search

Note: Editors can be given permission to search their own assigned Submission only or all Submissions.

The following ‘Search submission selection criteria’ menu will be displayed:

Search submissions selection criteria

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria
Search Definition: |Choose Saved Search| «

Remove Search Definition | Edit Selected Search Definition | Share Selected Search Definition | Run Selected Search Der’uu(umJ

Help with Searching Insert Special Character Value Options Advanced Criteria

M 1s/1s not_|Selector (Jvaiwe ) | [
- is = [T+

Manuscript Number v ~ |Contains

Add |
i

Clear Search |
S22l

The default Selector and list may change, depending on what Criterion the user selects. The Value
box will be either a box for entering specific text OR it will contain a drop-down of already defined values,
such as a list of all Article Types or Document Status Terms that have been created in PolicyManager.

Two columns accommodate parenthesis functionality. A user sets evaluation priorities by enclosing a set
of search terms in parentheses. Criteria enclosed in parentheses are executed first.

The ‘Is/Is Not’ column is used to create negative statements. Selecting NOT will negate the search term.
For example, to search for all Submissions that are NOT a Letter to the Editor Article Type, use the
expression Criteria =Article Type ‘IS NOT’ Value = Letter to the Editor.

To add a second set of criteria, click the ‘Add’ button and a new row is added to the search definition
table. To delete a set of criteria, click the ‘Remove’ button. Note that removing a search row does not
attempt to re-balance parentheses within the query.

The ‘OR’ and ‘AND’ allows the user to join multiple search statements.

Search results can be sorted and up to 500 records can be displayed at once.

The required format for date entry is mm/dd/yyyy. If the date is not entered in this format, the Editor will
be required to re-enter the date in the specified format.

Note: Additional Manuscript Detail fields can be configured to be available via the Search Submissions
interface. Please see Editorial Manager’s Help System for instructions on how to set up Additional
Manuscript Detail fields.
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When the Search results are displayed, they will contain all of the action links that an Editor would
normally have access to if the record had been accessed via the ‘Editor’s To-Do’ list. This means that an
Editor can interactively work from the search results page.

Other options available on the Search Submissions menu include the ability to remove, edit, share, and
run previously saved searches.

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria

Search Definition: | Choose Saved Search v

Remove Search Definition J Edit Selected Search Definition J Share Selected Search Definition J Run Selected Search Definition J

Editors with permission to Search Submissions may also download the search results from the search
results page.

Advanced Criteria

The Advanced Criteria options allow the user to exclude Submissions and Revisions with the Author,
submissions with a set final disposition, and Conference Submissions. An additional option is to include
Submissions with the Manuscript Notes flag turned on.

To turn off the filters that exclude Submissions and Revisions that are with the Author, click the Advanced
Criteria link on the Search Manuscripts page. If the ‘Save my Advanced Criteria’ checkbox is checked, the
settings specified on this page are stored and used as a filter each time a search is run. If ‘Save my
Advanced Criteria’ checkbox is not checked, the settings are reset to the default settings each time a
search is run. By default, all of the boxes will be unchecked, allowing Editors to choose the way the Search
results work.

Advanced criteria

Save my Advanced Criteria.
Advanced Criteria

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

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

Exclude Submissions where Final Disposition has been set.
Include only Submissions where Manuscript Notes flag is turned on.
Exclude Conference Submissions.
Include only submissions which are currently in production.
Also include submissions where production has ended.

Include only submissions where production has ended.

Cancel | | Continue Building Search Criteria |

Help with Submission Searching

e The required format for date entry is mm/dd/yyyy. If the date is not entered in this format, the
user will be required to re-enter the date in the specified format.
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e When searching with date criteria, use one of the following Selectors: GREATER THAN, GREATER

THAN OR EQUAL TO, LESS THAN, LESS THAN OR EQUAL TO, IS EQUAL TO, or IS NOT EQUAL TO.

The Selectors BEGINS WITH, ENDS WITH, or CONTAINS may not be used when searching by date.

e At least one set of criteria in the Value box must be entered to execute a search. The more
refined the criteria, the quicker the results will be returned.

e When combining AND and OR relations, the AND relationship is evaluated first.

e Selections are case-insensitive. Any mixed case value may be used.

e Users can check for NULL (empty, no value) fields with "IS EQUAL TO" and "IS NOT EQUAL TO".

Search on Submission Flags

Editors may search on Submission Flag names in ‘Search Submissions’. A Submission Flag Name option is
present in Criterion drop-down for users with View Submission Flag permission. When selected, the

‘Selector’ field automatically updates with the value ‘Equal To’ and the ‘Value’ field updates with a drop-
down of all available Submission Flags configured for your publication.

Search submissions selection criteria

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria
Search Definition: [Choose Saved Search| »
Remove Search Definition | Edit Selected Search Duluulvunj Share Selected Search Definition | Run Selected Search Definition |
Help with Searching Insert Special Character Value Options Advanced Criteria

[-_E__-]-

Submission Flag Name - Equal To

Clear Search

Manuscript needs grammatical work. Initiate collaboration on this with Author.
Time-Sensitive Findings Reported--Shorten Review Turnaround
Submitted to another publication

Sharing Saved Search Definitions with Other Users

Any Editor with proper permissions may share any of their search definitions with selected Editor Roles.

All Editors with those roles will see the shared search definition in their Search Submission page and can
run that search.

Search submissions selection criteria

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria

Search Definition: |Choose Saved Search| =
Choose Saved Search
All Manuscript

Remove Search De!mi(im\J Edit Selected Search Dehm[wunJ -- Shared Searches -~ hmlu)U Run Selected Search Duinnlu)n#‘
B [ Priority Submissions B —

Help with Searching Insert Special Character Value Options Advanced Criteria

l-___-]_

v |[Manuscript Numb v |is | » |Contains

Add

Clear | Search

Depending on how a publication is configured, Editors may be allowed to Search All Manuscripts or
Search Only Assigned Manuscripts.
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Editors with whom the Search definition has been shared can then edit the Shared Search definition and
make their own copy of it — they cannot replace the original definition. The defined Shared Search will
always belong to the user who originally created it and that is the only person who can edit the original

search configuration.

If the Shared Search is configured to show on its creator’s Main Menu then it will also appear in the Quick

Searches section for all Editors with whom it is shared.

Editorial Proposal Menu Production Tasks

Search
Managing Editor Main
Menu

Quick Searches:

Original Studies Editor 'To-Do' Li

Priority Submissions My Pending As:
N

Submissions Under Review R

Users granted this permission will see a new ‘Share Selected Search Definition” button on the ‘Search
submissions selection criteria’ page. Select the previously saved Search Definition that is to be shared and

click this button.

Search submissions selection criteria

Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove. You may refine your criteria further on the Advanced Criteria

Search Definition: |Submissions Under Review | »
Remove Search Definition ] _Edit Selected Search Definition | (Share Selected Search Definition ] _Run Selected Search Definition )

Help with Searching Insert Special Character Value Options Advanced Criteria
[ Jcriterion _____________________ |Is/Isnot |Selector _______Jvale | ) |
» |Manuscript Number * |is v |Contains v v
Add}

This displays a new ‘Select Roles’ page. Select each role that may run the Search to be shared and click

‘Proceed’.

Save Search Criteria

Select the Roles that will be able to use this Search Definition. Users with access to 'Search Submissions' or
'Search Proposals' links will be able to select the definitions there; users without access to these links can only use
searches that are configured with the 'Show this Search in Main Menus' option set.

Cancel | Proceed |

) Managing Editor
" Editor
w7 Editorial Assistant

Cancel 'I Proceed j
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Under Search Submissions, the “recipient” Editors will see the Shared Searches appearing in the ‘Search
Definition:’ drop-down, beneath a ‘--Shared Searches--’ separator.

A Shared Search that is configured with ‘Show this Search in Main Menus’ will appear as a Quick Search
link in the sidebar of each Editor’s main menu, but there is no special indicator to tell them that this is a
link for a Shared Search.

Note: When sharing searches that are configured with ‘Show this Search in Main Menus’, Editors should
take extra care to avoid a name that duplicates a user’s own search. Use ‘General Data Export’ under the
‘Reports’ area to view a list of all search definitions. Use the Selection Criteria to select records where the
‘Search Context Type ID’ is equal to 0.

To “un-share” a Search, a user would select the previously saved Search Definition from the Search
Definition drop-down and click the ‘Share Selected Search Definition’ button on the ‘Search submissions
selection criteria’ page. The Editor will be brought to the ‘Select Roles’ page where the user would
uncheck/deselect any previously selected roles that were able to run the Search and then click the
‘Proceed’ button. The Search will be removed from the other users’ Search Definition drop-downs.

Search Submissions by Manuscript Notes

Users may search by Manuscript Notes from ‘Search Submissions’. This criterion will display only if the
Role has the following RoleManager permissions: View Notes on Manuscript Details or Edit Notes on
Manuscript Details.

Simple Submission Search

New in version 17.0, users may now run a simple submission search from any page in EM. The Simple
Submission Search is a persistent part of the EM navigation bar, as shown below.

|

Editorial
Manager~™

[CLRGHE - Search Page -- -
RGIEHE Managing Editor| v [ESEEHEINEY Christinel

This search tool is readily available on all pages that currently display the EM navigation bar, so users no
longer need to navigate away from the active page in order to perform a search.

The Simple Submission Search uses a limited set of criteria: Manuscript Number, Article Title, and Author
Name. The tool performs a single “contains” search on the exact string entered in the search box. The
same query is always used regardless of the page from which the search is run. The search is not case
sensitive.

Search results are listed on a modified version of the Search Submissions — Search Results page. A “Back
to” link is shown below the search terms to allow the user to return to the page that was active when the
search was performed. A “Go to Full Submission Search” button provides quick access to the full search
tool.
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View Submission
Duplicate S
Detalls ¥
Initiate

Go to Full Submission Search |

| Manuscript = DOI1
Number

DEMOCDBeta-
3¢ D-19-00001

Si la Sish

Search R It

¥ Collapse|

Results for ‘author

Back to Main Menu

M Author
Name

Abby Author ¥

Abby Author ¥ Test
Manuscript

Original
Study

1 P W 10 | = a¢ &
M Article Short Title . Classification| Current Initial Date Reviewers
Type Status Submitted
Author Test Review Manuscript  Aug 18, Aug 18, 2020
202¢

Submitted

Math; Science;S Under May 20,

Review 2020

Dec 19, 2019 Amy Analyst

v
Armold -

»

Editor ‘To Do’ List

Editor "To-Do" List

Incomplete Submissions

If the Editor clicks on the
‘Edit Submission’ action
link, the Submission moves
to the Editor’s ‘Incomplete
Submissions’ folder while it
is being worked on. The
PDF must be rebuilt for it
to move out of this folder.

My Pending Assignments (53)
Direct-to-Editor New Submissions (0)
Direct-to-Editor Revised Submissions|(0)

Direct-to-Editor New and Revised Submissions

A Publication can be configured so that Submissions go
‘Direct-to-Editor’. This is useful if there are no Editorial
Office staff.

Incormplete ubmlssmM

Mew Assignments (3)
Subrmissions with Reguired Reviews Complete

iz0)

Subrnissions Reguiring Additional Reviewers (19)

Submissions with One or More Late Reviews (1)

Reviews in Progress (117
Reviewers Invited - No Response (0}

Subrmissions Under Rewview (11}

Reviews in Progress

Reviewers Invited — No Response
Folders below this heading contain
Submissions that are waiting for
Reviewer Action. These Submissions
need to have Reviewers agree/decline
invitations or submit recommendations.
Submissions Under Review

Any Submissions with assigned
Reviewers can be found in the
‘Submissions Under Review’ folder.
From here, Editors can invite additional
Reviewers or submit an editorial
decision without waiting for a late
Reviewer’s response.
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New Assignments

The ‘New Assignments’ folder is
where Editors will find
Submissions that have been
assigned to them. Editors can
assign subordinate Editors, invite
Reviewers, or make a decision on
Submissions from this folder.

Submissions with Required Reviews Complete

This folder contains any Submissions or Revised
Submission that have had all required reviews submitted
or on which a subordinate Editor has made a Decision, or
the Editor began a Decision and saved it to submit later.
Submissions Requiring Additional Reviewers

This folder contains any Submission that has fewer than
the Required Number of Reviewers invited and/or
assigned.

Submissions with One or More Late Reviews

This folder contains Submissions with Reviewers
assigned to them who accepted their invitation, but have
not yet submitted their reviews.
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Additional Links Which May Be Available on the Main Menu

There are a number of links that only appear on the ‘Editor Main Menu’ when they contain a Submission.
When empty, they are suppressed. Also, there are a number of links that will only be displayed if the user

role has the appropriate permission. Below is a list of the links that may or may not be seen on the Editor
Main Menu.

New Submissions Requiring Assignments

When an Author submits and approves a Submission, it is placed in the folder ‘New Submissions Requiring
Assignments’. This folder contains any Submission approved by the Author, including Submissions that
have been sent back to the Author and returned to the publication. It is from this folder that the first
Editor assignment can be made. If the Submission is unacceptable, an Editor may remove the Submission
by clicking ‘Remove Submission’ (although this function is typically used for deleting duplicate
Submissions). Alternatively, it may be sent back to the Author to be edited and resubmitted by clicking the
‘Send Back to Author’ link.

Note: If enabled, Identity Confidence Check can generate an Identity Confidence Score that can
be helpful when making a decision on how to proceed with a new submission. This functionality
looks for signs that the personal information supplied is trustworthy and displays a visual
indication of the confidence level next to the person’s name in key folders early in the editorial
process.

‘Send Back to Author’

‘Send Back to Author’ is used to return a Submission back to an Author before a Submission is given a
manuscript number.

ission

e Submission Check

May 28,  Manuscript

Original Test Title Christine Donovan
it 4 2020 Submitted

Study \ May 28, 2020

Linked Submissions

An action link is available in the folders labeled ‘New Submissions Requiring Assignment’ and ‘Revised
Submissions Requiring Assignment’. The Action link is labeled ‘Send Back to Author’.

Editors can choose from multiple letters when sending the Submission back to the Author. The letters
may be customized before sending.

Send Back to Author - Select Letter

To change the letter sent to the Author, select a different letter from the drop-down menu. To customize the letter,
click the 'Customize' link. Then click 'Send Letter' from this page, or 'Send Mow' from the customize letter page to
send the letter,

mary mary Author Netice - Technical Check failure] ~ Custormize

Cancel |  Send Letter

Note: This feature is not designed to be used for making REVISE decisions. This feature is primarily used for
administrative purposes, such as missing files, incorrect formatting, etc.
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Note: Submissions that are sent back to the Author will get a new Initial Date Submitted date when the
Author resubmits the manuscript.

‘Remove Submission’

Editors have the same ability that Authors have to remove Submissions. Removing a Submission can only
happen before an Editor is assigned and/or before it is given a manuscript number.

Any Editor allowed to Receive New Submissions has a ‘Remove Submission” action link. When the Editor
clicks the link, the system will prompt a warning, ‘Are you sure you want to remove this Submission?’.
Upon clicking ‘OK’, the Editor is brought to the ‘Customize Removed Submission Letter’ page where the
Editor may customize the letter sent to the Author upon the removal of the Submission. When the letter
is sent (by clicking ‘Send’) the Editor is shown the ‘Removal Confirmation’ page and the Submission is
completely removed from the system.

Note: This feature is used primarily to remove duplicate or false Submissions before Editors and
manuscript numbers are assigned. Otherwise a Submission is removed by setting a Final Disposition of
Withdraw.

‘Editorial Submissions in Progress’

The ‘Editorial Submissions in Progress’ folder contains any Submission that an Editor has submitted using
the ‘Submit Manuscripts as an Editor’ permission.

‘Revised Submissions Requiring Assignments’

The ‘Revised Submissions Requiring Assignments’ folder contains revised Submissions that have been
approved by the Author but still need to be assigned to an Editor.

‘Submissions Needing Approval by Editor’

This folder contains any Submission that was edited by the Editor, but the PDF was subsequently rebuilt
and has not yet been approved or sent back to the Author. This folder is suppressed if there are no
Submissions in it.

‘Submissions Edited and Sent to Author for Approval’

If Editors edit a Submission and want the Author’s approval, they do so before a Handling Editor is
assigned. Once a Submission has been sent back to the Author for approval, this is the folder in which the
Submission is found. This folder is suppressed if there are no Submissions in it.

‘Submissions with Active Discussions’

If an Editor is participating in an active discussion using the Discussion Forums feature, the Submission on
which the discussion is active will appear in this folder.

‘New Invitations’

This folder contains any Submission or Revised Submission that an Editor has been invited to handle. The
Editor may either Agree or Decline to handle a Submission from this folder. This folder is suppressed if the
Publication assigns, rather than invites, Editors to handle Submissions.

‘My Assignments with Decision’

The ‘My Assignments with Decision’ folder contains all Submissions on which the assigned Editor has
made a decision.
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‘My Assignments with Final Disposition’

The ‘My Assignments with Final Disposition’ folder contains all Submissions of the assigned Editor that
have been assigned a final disposition.

Preprint DOIs

Recently, many organizations have begun to post preprint versions of manuscripts online; these are
working versions of papers that have not been refereed or reviewed yet. A publication can configure PM
to automatically assign a “Preprint DOI” completely independent of the final published DOI for the
Submission. A submission production task triggers the Preprint DOl assignment and can be used to
transmit the Submission to a preprint server. The Preprint DOI is included in Submission transfers to other
EM and non-EM sites. The Preprint DOI can be configured to display on the following pages in EM:

A Custom Details page

The Transmittal Form

Publish Information

Production Status Grid

el N =

Managing Editor Assighments

The action links that display are determined by the set of permissions assigned to a specific role. Links will
only appear where it is appropriate to use them or where the user has permission to use them. Clicking on
the ‘New Assignments’ link displays a list of new assignments in which each Submission will have its own
set of Action links.

Manuscript | Article Article Author Initial Date | Status | Current
Mumber Type Title Mame Submitted |Date Status
B Action & AY AY AY AY AV AY AY

Wiew Subrmission
Details

Histary

Wiew QC Results
File Inventory
Edit Subrission

M
St e B 2 senzuee 5 sl
Classifications recsve
Assign Editor
Set Final Disposition
Initiate Production
Send E-rmail
Linked Subrnissions
B Action &
View Submission
Details
History
View OC Results
File Inventory
Edit Subrnission
Send Bacl to duthor
Feraove Submission
Classifications
Assign Editor
Set Final Disposition
Initiate Production
Send E-mail
Linked Submissions
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The PowerGrid

Users will be able to use an optimized, customizable interactive grid in several folders. On this grid, users
are able to freeze columns for easier horizontal scrolling, hide inapplicable columns, reorder active
columns by dragging and dropping to the desired location, and change the width of columns.

Sample Search Submissions — Search Results page with interactive grid

¥ Collapse]
Search Submissions - Search Results

cortsining

"
™
Date
May 01,  May 0L, 2020
2020

Manuserips Number is

T
Artide | short Title | Keywords | Classificatio

Type

g Under

=)
=

F 2 (16 total submissions)
Action Manuscript | DOI Articde Title
Pumber
z "

JONATHANTEST_ mary mary
D-20-09016R1

10 [ resuis per page. g
vandling | Assigned | 5
Editor elitors. ce

hn Dos

John Cos ol

original
Study

Review

Q 2
Page: 1
revisior
commants
sul

apr 27, 1 Complete

2020

Richard
Reviewer, BS (mora..)

JONATHANTEST_ mary mary ¥ John Doe ¥

k/iThenticate fe D-20-00015

test for
tuterial

original
Study

mary mary ¥ Raviss apr 27, 2020

wier Results (X)
Submissicn Chack (5¢

Navigating the grid offers a modern, streamlined experience. A ‘Quicklinks” menu in the upper left corner
expands when the cursor is placed over it to reveal links to the user’s Main Menu as well as the option to
switch to Production Tracking features if the user has permission. Additionally:

A disk icon (EJ ) allows the user to save the Search Criteria for future use.

&
A download icon ( =J) allows the user to download the Search results.

A magnifying glass icon (gJ) brings the user back to the Search Criteria page to conduct a new Search or
modify the criteria.

£

A gearicon ( ) on the far right of the grid allows the user to hide or fix columns on the grid.

Sample interactive grid after clicking the gear icon — the Grid Options pop-up allows the user to select
which columns to freeze or hide
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S lsults
Grid Options

The columns below are available to be included in this table. Please select the ones you would like

to see by marking the "Show” checkbox. You may also lock columns in place so that regardless of
your position in the grid you will be able to see the contents, These columns appear together on
the left side and are selected by marking the "Fixed” checkbox.

Is)
9

Page: 1 of 2 (16 total submissions)

JONATHANTEST_ mary mary ¥ | revision Richard 2 Invited - No Response
Lo -20-00016R1 comments Column Header EZTRIETTE | Reviewer 8.5 a—
ence Checking Result Action L4
heck/iThenticate Re . Rick Reviewer,
Manuscript Number Ph.D. ¥
er Results (X) Richard

bubmission Check (2t ool Reviewer, B.5
v

Author Name

L4
o
L4
o
Cussion Rick Reviewer,
Article Title = Ph.D. * ¥
y
ssion Article Type *
mentary
fons: Short Title *
ws and Comments
ditor Keywords ol
Jewers
epasition Classifications #
onal Task
pduction Current Status @
cles in MEDLINE Status Date =
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Editor Signposting

A visual cue, using the colors green, orange, and red, to indicate Submissions that are on time, need
attention, or late, respectively. These cues make it easier for Editors to ensure Submissions in the

workflow don’t fall behind schedule. These appear next to the folder name and also in the power grid for
each Submission. You set the thresholds in days for what needs attention or is late. You can include these

in Automated Editor Summary Reminders using merge fields.

Folder view with Editor signposting enabled

Editor 'To-Do’ List

My Pending Assignments (107)
@R New Submissions (20)
@ Revised Submissions (2)
B New Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment (0)
@R Incomplete Submissions (2)
@R New Invitations (10)
W New Assignments (8)
@R Submissions with Rescinded Decision (2)
@I Submissions with Required Reviews Complete (9)
@ Submissions Requiring Additional Reviewers (11)
@R Submissions with One or More Late Reviews (2)
Submissions with Active Discussions (45)
Reviews in Progress (27)
@} Reviewers Invited - No Response (11)
@R Submissions Under Review (26)

Grid view with Editor signposting enabled
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New Submissions - Twink £, Jonesey, PhD

% Contents: These are the new submissions that require a Technical Theck, Use the up/down arrows to chanpe the sort orger

Page: 1 of 1 (3 totsd submizsions) Owsplay 50 v resultsp

Manuscript Articie Section/ | Article
Number Category | Title

AY AY AY

Sngral g Wilsan Gault, $00 P2 = e 2 Recerved by
. The Saragl Mar 3 2016 2:25PM  Nar 3 2016 2:250M
Study e i decrnal

Netulous g =~ - Sk I R TNODM Receved by
Uterature Jay McGes § : Dec 26 2015 3:00P

Jsurnal

Page; 1 of 1 (3 toeal submissions) Disglay 7 ¢ resuits per page

Prevention of Duplicate Submissions

Three features help Editors identify potential duplicate Submissions:

1. The Author’s name in each Editor folder (and on the Details screen) is a link to the Author’s ‘People
Information’ page. Thus, the Editor is able to check all prior Submissions made by that Author and
manually identify if the Submission is a duplicate.

2. The Editor can be warned, through a visual prompt (), if the Author has submitted a manuscript in the
past X number of days. The “D” indicates a potential duplicate. This prompt appears to all Editors with
access to the following folders: ‘New Submissions Requiring Assignment’, ‘Direct-to-Editor New
Submissions’, and ‘New Assignments’. The prompt displays next to the Author name. The Editor may click
the Author’s name to see other ‘Authored Submissions’ by the Author.

3. Publications may choose to configure a more robust Duplicate Submission Checking feature, with the
added option of applying it to only certain Article Types. When this feature is enabled, upon receipt of a
New or Revised Submission (or an Edited Submission) of a configured Article Type, the Article Title of the
triggering Submission is used as a search argument against the Article Title and Abstract of all Submissions
already submitted to the publication, and the Author list of the triggering Submission is used as a search
argument against the Author lists of Submissions previously submitted to the publication.

When enabled (in PolicyManager), the Duplicate Submission Check query is run during the following:

. New Submission Sent to Publication
. New Child Submission Sent to Publication
° Revised Submission Sent to Publication
. Author Returns Submission to Publication
. Editor Approves Edited Submission
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Note: The Duplicate Submission Checking feature is only run when the above events are triggered going
forward; when enabled, Duplicate Submission Check results will not display for already existing
Submissions.

When the Duplicate Submission Checking feature is run on a Submission, three scores are returned for
each similar Submission and an overall EM Duplicate Score is calculated. It is important to note that the
EM Duplicate Score is a relative measure of the similarity between the triggering Submission and the
Submissions returned as the results of the query. These scores are:

e Article Title Similarity — 40% of the total score
e Author Similarity — 30% of the total score
e Abstract Similarity — 30% of the total score

A ‘Duplicate Submission Check Results’ Action link displays for the Submission in most Editor Folders (such
as ‘New Submissions’, ‘New Submissions Requiring Assignment’, ‘Revised Submissions’, ‘Revised
Submissions Requiring Assignment’). Next to this link, the highest “EM Duplicate Score” of all possible
matches displays in parentheses. If the Publication has configured a Duplicate Score Threshold in
PolicyManager, and the highest identified Duplicate Score meets or exceed the threshold, the EM
Duplicate Score will display in red text to visually alert the Editor.

Sample ‘New Submissions’ folder

New Submissions - Mary Franceis Smith, PhD

Contents: These are the new submissions that require a Technical Check. Use the up/down arrows to change the sort order.

Page: 1 of 1 (9 total submissions) Display | 500 |+ | rg

Manuscript| Article Section/ | Article Author
Number Type Category | Title Name
2 Action AY AY AY AY AY

View Submissicn
Cuplicate Submission Check Results (29%)

Details ¥

Initiate Discussion
History

Technical Check
Eile Inventory

Edit Submission X . X Kermit the FrogD Aug
Send Back to Author Perspective Demonstration of Duplicates v 4:21

Remove Submission
Classifications

Set Final Disposition
Initiate Production
AuthorMapper WFIAE
Author Mapper LASTNAME
Send E-mail

Linked Submissicns

Clicking the ‘Duplicate Submission Check Results’ link opens the ‘Duplicate Submission Check Results’
page. This page displays up to 20 potential duplicate Submissions, based on the comparisons between
Article Title, Author List, and Abstract. These are listed in order from the highest “EM Duplicate Score” to
the lowest (though only the highest EM Duplicate Score is displayed above the grid). For each Submission
in the results set, each of the three scores is displayed, with a visual bar graph representing the score. If
the individual result score is over the configured threshold, the bar displays as red, otherwise it displays as
green.

Note: Although the value is calculated and stored for each Submission in the results set, only the
highest score is displayed as the EM Duplicate Score next to the ‘Duplicate Submission Check Results’
link and on the ‘Duplicate Submission Check Results’ page.

A PolicyManager option, Set Number of Days for Duplicate Submission Check, allows the publication to
define how far back the system should check. If the Number of Days is set to zero, no check is performed.
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Note: The duplicate Submission prompt only shows if the past Submission was actually submitted (e.g., it
would ignore Submissions that were created by the Author and then abandoned without being submitted
to the journal).

Note: The check occurs only when a NEW Submission is received. It does not occur when revisions are
received, and any revisions received are not counted as potential duplicate Submissions.

Action Link Descriptions

‘View Submission’

This link opens the PDF that the Author has submitted. EM creates two PDFs; one is for the Author/Editor
and one is for Reviewers. The ‘View Submission’ link will open a new window, from which the user may

select which version of the Submission s/he would like to view if the user has the permissions to view
both.

‘Details’

Clicking on the ‘Details’ link brings up a table of information about the Submission, including the
Corresponding Author’s name and email address, Author comments, a list of Other Authors who
contributed to the Submission, Category, Keywords, Date Submitted, Status Date, Current Status, Final
Disposition (if any has been given), and a list of all Editors and Reviewers who have been assigned. The
‘Details’ page also allows an Editor with the proper permissions to initiate and manage a Discussion
Forum between multiple Editors.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 39 X Js 1
Powered by: ries
systems



Corresponding Asthor:

Corvesponding Asthor E-Maili
Asthor Comments)
Shart Tithe:
Articlo Type:
Section/Category!
Keywards:
Classdications:
Regquested tdtor:
Technical Check)
Instial Date Submitted:
Edtorial Status Dates
Cwrrest Editerial $tatus:
Attachaveats:
Trassmittal Form:
Discussion Forumi
Auther Days Te Revise!
Final Dispasition Term
Cerresponding Cditer:
Select Subanissions Flags:
Manuscript Notes)

Disolay Manuscriot Netes Flag

Prodection States:

Details for Manuscript Number: Unassigned
“Author Resolver Integration 3"

Concel Save and Close |

Maowicrot Motes  Brodutbion Notes Edfocs Raviewers ARemate Reviewsrs Raviewers Preocied by Edtees

Zahi@anessrs.com

Edtceial

This Maruscnpt does not have a0y Classiicatens

lostate Qugoussn

1s

There is no Corrmspanding Edtor for this meaescripgt
A4ATdL Dbmussen ac

Not i Preduction

Target Number of Pages: 0
Black and White Tmage Cownt] 0
Color Image Count: )
Production Netes: Leatrnens -
inzeet Zgeqal Chacgcter
Bhaded Edors: Ringed Sdce
tdnors Isg
No Editers have been assigned te this masescnpt,
Roviewers Ies
No Reviewers have heen assigned 1o this manuscript.
Alternate Reviewers o
There are ae Alternate Reviemers currently selected for this sanescngt,
Reviewers Propoved by Edtors Teg

No Reviewers have been propased by any Editer for this sebaission.
Author{s) Invited to Submit Commentary
No Asthors have been mvited te this masescnet,

Concel _Save and Close

Requested Editor:
Technical Check:
Initial Date Submitted:
Editorial Status Date:
Similarity Check:

Technical Check Informaticn
07/12/2011
07/12/2011

R T T T T Per—
Current Editorial Status: Received by Journal
Attachments:

Transmittal Form:

Link to Transmittal Form

Note: A ‘Similarity Check’ link is available for inclusion on custom ‘Details’ pages allowing Editor or
Publisher Roles to access the similarity results.

Changing Author and Reviewer Due Dates

Editors can change the Reviewer due dates via the ‘Details’ link by clicking on the calendar icons next to
Date Review Due within the Reviewer details section of the ‘Details’ page (see screenshot below).
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Reviewers
Manme: Cliver aAuthorz, Jr (Referee) [Proxy
Review Status: Agreed to Review
Date Reviewer Invited: 25-07-2008
Date Reviewer Agreed: 04-09-=005
Date Review Due: 09042008 | 2] (rmmsddsyveyy)
Elapsed Days: u]
Name: Joe Bloggs {Referee) [Proxy
Review Status: Agreed to Rewview
Date Reviewer Invited: 25-07-20035
Date Reviewer Agreed: O4-09-2008
Date Review Due: 09/04/2008 | 2| (rmm/ddsyyy)
Elapsed Davys: u]

other Authors:

Short Title:

Article Type: Manuscript

sectionfCategory:

Keywords:

Classifications: Another Minor Term under First; Blocked Arteries; Diabetes; Endocrinology;

Requested Editor:

Initial Date Submitted: 08-30-2005
Editorial Status Date: 0g8-158-2008
Current Editorial Status: Incomplete
W- Lirtkte-Transmittal Form
< Author Revision Due Date: oa/13/z005 | CF (mrmddddyryr)
Final Disposition Term: Mone

Note: All due dates are originally calculated based on how the individual Article Types have been
configured.

Discussion Forums — ‘Initiate Discussion’

The Discussion Forums offer a side-bar conversation where Editors can pose questions and post
comments without delaying the editorial or production process in any way. Editors may be allowed to
invite other Editors to participate in an informal discussion (e.g., second opinion, editorial consultation) of
an individual Submission. A discussion can be initiated at any point in the workflow and is tangential to
the editorial workflow of Editor Assignment, peer review, and Editor Decision.

Note: If a publication wants to effectively ‘freeze’ the editorial process while a Submission is out for an
informal discussion, this would be achieved by not assigning Editors or inviting Reviewers until the
discussion thread is closed.

An Editor with Manage Discussions permission can initiate a discussion for a particular Submission.
Discussions may be launched from the Submission’s ‘Details’ page or from the Action link when viewing
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the Submission in most folders by clicking the ‘Initiate Discussion’ link. The Editor can initiate a discussion
on any Submission to which s/he has access.

Partial page display of sample folder

with 0 U C

Contents: Submissions with 0

and Comments

- Edward Editor, MD

review complete. These submissions require one of the following actions:
invite Reviewer(s). Use the up/down arrows to change the sort order.

Page: 1 of 1 (29 total submissions)

Manuscript
Number
v

1) Invite Reviewer(s); 2) Allow current Reviewers to complete their work; 3) Make a Decision; 4) Un-

Display | ALL % | results per page.
Article Article Current Editor
Type Title Status Decision
|aY A AV AV AV

Initial Date
Submitted
A

Status
Date
\ 4

Under Peer

Showing Secondary Mary Frangois Feb 3 2011
2 Review

Keywords Smith, PhD 12:28PM

News Item 1 Late

Requested Editor:

Historical Rating

AlisonsTest

Initial Date Submitted:
Editorial Status Date:
Current Editorial Status:

Transmittal Form:

Partial page display of sample ‘Details’ page

Jul 07, 2003
Aug 31, 2007
Under Review

Link te Transmittal Form

Discussion Forum:

Initiste Discussion I

inal Disposition Term:

Corresponding Editor:
Manuscript Notes:

[ isplay Manuscript Notes Flag

Mone

Gene Hackman, M.D., Editor-in-Chief

Top

Insert Special Character

KED. nlo

If clicking the link from the ‘Details’ page, the Editor will be warned to save any changes they may have
made on the ‘Details’ page before proceeding. After proceeding, the Editor is brought to the ‘Initiate
Discussion’ page. On this page, all users with an Editor role are listed for the initiating Editor to choose.

All users with an Editor role are available for invitation to the Discussion; no additional permission is

required for Editors to participate. After selecting Editors to join the Discussion, the Editor determines if
these Editors may have access to any Reviews and Comments that may be attached to the Submission and

if they may be allowed to download any files related to the Submission (if they are not in the Editor
chain). The inviting Editor must enter the Initial Comments. Then, after selecting at least one person to
participate, the Editor clicks either the ‘Start Discussion without Sending Letters’ button or the ‘Proceed

to Customize Letters’ button. If the site has configured Discussion topic templates for use, the Editor may

choose to use one of the templates prior to starting the Discussion.

Initiate Discussion for Manuscript Number:
Allan Author
"Test Submission"

Topic

Initial Comments
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= Editor Candidates

Page: 1 of 1 (6 total candidates) Display [10 | « results per page.
Current # Classification
Editor Role Editor Name Assignments | View Reviews and | Download Files(source | View Draft Matches Classification | Available during
Select AV v v Comments and companion) Decision Letter 4 Matches next 30 days
Associate Editor Edwin Expert ¥ 0 0
Editor Ann Associate V¥ 1 0
Editor Dwight Deputy ¥ 3 0 Yes
Editor Edward Editor ¥ 1 0
Editorial Assistant Archie Assistant ¥ 0 0
v Managing Editor Christine Donovan ¥ 0 0

If the initiating Editor clicks the ‘Proceed to Customize Letters’ button, they are brought to the ‘Confirm
Selections and Customize Letters’ page where the selection of Editors can be confirmed and the letter
asking them to participate in the discussion will be sent:

Discussion Participants - Confirm Selections and Customize Letters

You have selected the following people to participate in this discussion. To change the letter sent, click the Letter
drop-down box next to that person's name and select a different letter. Note: if you personalize a letter, and then
select a new letter, your personalized text will be lost.

Click 'Customize' if you want to personalize a particular letter. Once you have customized a letter, an asterisk is
displayed next to the person's name. If you do not explicitly customize the letter for a particular person, the
default letter will be sent.

If there is a person in the list whom you do not want to participate in this discussion, check the Do Not Ask Editor
to Participate box next to that person's name. When you click Send All Letters, that person will not be asked to
participate in this discussion.

Editor Candidates

Name ‘ Letter Do Not Ask Editor To Participate
Edwin Expert (Associate Editor) Discussion Forum Invitation | « Customize (]
Ann Associate (Editor) Discussion Forum Invitation = Customize

CanceIJ Confirm Selections and Send Letters |

When the letters are confirmed and sent, the Editors will be invited to participate in the Discussion.

If the Editor clicks the ‘Start Discussion without Sending Letters’ button the Discussion is opened but
letters will not be sent to the selected participants.

In either scenario, if the publication is using existing Submission Flag functionality, users with
RoleManager permission to Turn On Submission Flags can set a flag immediately on the ‘Discussion
Participants Confirmation’ page to indicate there is a discussion associated with the Submission. This flag
is displayed to appropriately authorized users and can be turned off and searched via Search Submissions
per existing functionality.

Discussion Participants
Confirmation An E-mail has been sent to the following Editors asking them to participate in the
discussion:

John Doe {Managing Editor)

Set Flag
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Letters associated with Discussion Forums belong to a Letter Family called Discussion Forum. There are
three merge fields available for use exclusively with Discussion Forum letters:

o  %INITIAL_DISCUSSION_POST% - Inserts the comments posted in the Initial Comments box for
the discussion topic for which the letter is sent.

o  %DISCUSSION_POST% - Inserts the comments posted in the Initial Comments box for a new
discussion, or the most recent Comments posted by a participant in an open discussion.

o  %DISCUSSION_DEEP_LINK% - Inserts a deep link to the discussion in the letter asking an Editor to
participate in a discussion, or a reminder e-mail that is sent via the ‘Send E-mail’ link on the
‘Discussions’ page.

Once a discussion has been initiated and Editors are asked to participate, the Submission is displayed to
all participants and the initiator in a new Submissions with Active Discussions folder. This folder is
displayed on the Editor To-Do List at the end of the Pending Assignments list on the ‘Editor Main Menu’. If
the logged-in Editor is not participating in any active discussions, this folder does not display.

The circumstances under which this folder displays are summarized as follows:

e |f the Editor is a participant in an active discussion for a Submission (that is, the Editor was asked
to participate; the Editor may or may not yet have posted a comment), the folder displays with
all of those Submissions.

e |[f the Editor has Manage Discussions permission, the folder also displays Submissions with an
active discussion where the Editor has initiated the discussion.

Note: If the Editor viewing this folder is also in the Editor Chain for a Submission, the Editor will see a
‘Go To Submission’ link for that Submission. Clicking this link takes the user to a Search Submissions
results page for that Submission where the user can perform other tasks on the Submission the user is
assigned to (i.e., assign another Editor, invite Reviewers, make a decision, etc.).

An indicator is shown next to the folder if there are unread discussion posts if the journal has it
configured.

Submissions with Active Discussions (3) @

Submissions with Active Discussions

Page: 1 of 1 (1 total submissions) Display 10 | » results per page.

Editorial
Corresponding Status

Author iscussi Discussion  Date
AY Date of Last Post | Initiator AY

JONATHANTEST_Beta-D-20-00007 Original Study  Nature: Earth's Greatest Gift mary mary ¥ Should this pass?  May 04, 2020 May 04, 2020 mary mary ¥ Apr 24,2020  Rebuttal

Page: 1 of 1 (1 total submissions) Display [10 | + results per page.

Editor Main Menu

Editors may access the ‘Discussion’ page for a Submission on which they are a participant by clicking the
‘Discussion’ link for a Submission from the ‘Submissions with Active Discussions’ folder, by clicking the
deep link in the letter asking them to join the discussion, or by clicking the ‘Discussion’ link on the ‘Details’
page of the Submission. In cases where multiple discussions exist for a Submission, the Editor with be
directed to a page listing all available discussions.
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Multiple Discussion Threads

Discussions for Manuscript Number: JONATHANTEST_Beta-D-20-00007
mary mary
"Nature: Earth's Greatest Gift"”

Topic A ¥ Type A ¥ Last Post Date A ¥ | Posted By A ¥ | Discussion Status A ¥ | Date Initiated A V | Initiated By A ¥ | Initial Participant

View Accept or not  Editor May 04, 2020 John Doe Open May 04, 2020 John Doe
Accept? Consultation

View Should this Editor May 04, 2020 mary mary Open May 04, 2020 mary mary
pass? Consultation

Close J Start New Top\cJ

On the ‘Discussions’ page, participants can:

a) Posta Comment — Notification of the comment will be sent automatically to the discussion
initiator if a notification letter is selected on the Configure Discussion Forum Settings page in
PolicyManager.

b) View all other participants’ comments.

Discussion for Manuscript Number: DEMOCD-D-19-00016R2
Ellie Sattler
"Training Demo Manuscript"”
Close
View Submission View Reviews and Comments File Inventory Add/Edit Submission Flags Details
Topic: New Manuscript Assignment
Comments: View/print Al
Participant Date
AV Comments AV
Ann Associate @ 1 do. You already assigned it to me. Nov 22,
2019
mary mary ® Who has the bandwidth for this new assignment? Oct 16,
Post 2019
Close

On the ‘Discussions’ page, the initiator of the discussion or an Editor with Manage Discussions permission
can:

a) Postacomment

b) View all participant comments

c¢) Modify participant access to ‘View Reviews and Comments’ and ‘Download Files’

d) Remind a participant to post a comment (Send E-mail link)

e) Add more participants to the discussion

f)  Conclude (close) the discussion for the Submission. Once a discussion has been concluded, it
no longer appears in the ‘Submissions with Active Discussions’ folder. However, all
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participants and the initiator have continued visibility to the entire discussion thread on the
‘Discussions’ page via ‘Details’, even after the discussion is closed.

g) Re-open (initiate) a concluded discussion to continue the previous discussion or start
another discussion for a new topic

h) Editors with proper permission can also manage flags directly from the ‘Discussions’ page

Note: The ‘View/Print All’ button is located on the ‘Discussions’ page to allow users to view all
expanded posts. This also allows users to print the entire discussion, if desired.

Discussion for Manuscript Number: DEMOCD-D-19-00015
Naomi Pierce
"Training Demo Manuscript”

Topic:

est Discussion

Editor Participants

Letters can be configured to be sent for the following activities:

a) An Editor is asked to join a discussion: Upon inviting Editors, the initiator has the opportunity

to send out letters. A default letter may be selected in PolicyManager.

b) A commentis posted: Each time a comment is posted by a participant, e-mail letters may be
configured to be sent either to the discussion initiator only or to every active participant
depending on the configuration of a journal by its administrators.

After the initial discussion has been concluded, the discussion can be re-opened with a different
comment, and additional participants (or the same participants) can be invited to participate in the
discussion. All of the comments and posts are stored in a single ‘stream’ for that Submission, providing
complete visibility to all comments in a single location.

Concluded discussion

Discussion for Manuscript Number: DEMOCD-D-19-00015
Naomi Pierce
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Discussion for Manuscript Number:
"The Rain in Spain: Does it Fall Mainly on the Plain?”

Participant Summary Wiew Submission File Inventory Add/Edit Submission Flags Details
Wiew/Print all I

Participant Date
AY Comments AV
Mike Di Does this Test seem sound? Moy 07,
Thomas 2011
Mike Di can you provide any information I may not have considered on Mov 07,
Thomas this subject (maore...} 2011

new discussigns.

All discussion posts;
prior discussipns and

Participants of prior discussions are
in grey italics. Participants of current
discussion are available for change.

PDStI
Add Participants I
Conclude Discussion I
Participant ' atest Post Yiew Reviews and Comments Do: 'nload Files _
Mike Di Thomas z Mow 07, 2011 v Send E-mail
Edward Editor 0 O Send E-mail
Billy Shakes 0 [F Send E-mail

Cancel | Save and Close |

Discussion Topic Templates

Publications may configure Discussion Topic Templates to be used by Editors as a starting point for
creating a new Discussion Topic. Discussion Topic Templates can be used for simplifying the discussion
initiation process, providing a set of topics to “standardize” discussions and reduce the need to re-type
information that is used for frequent discussions.

Publications can make Discussion Topic-specific configurations, such as selecting letters that are sent, or
pre-configured participant access options. These settings are particularly useful when used in conjunction
with the Automatic Discussion Initiation feature.

Automatic Discussion Initiation

Publications may configure discussions to be automatically initiated when an Invited Editor (of a
configured Role) accepts an invitation to handle the Submission. Publications may configure specific
Article Types to have discussions automatically initiated when Editors with selected Roles accept
invitations to handle Submissions. When the discussion is automatically initiated, it is set up as follows:

e The Editor who accepted the invitation becomes the discussion participant.
e The Editor who invited the Editor becomes the discussion Initiator
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Note: This Editor Role must have Initiate and Manage Discussions permission.

e The discussion is based on the Topic Template selected for the Article Type/Editor Agree to
Assignment combination in PolicyManager.

e Aletter (configured on the Discussion Topic Template) is sent to the Editor participant
alerting them that s/he has been asked to participate in the discussion.

Note: No letter is sent to the Initiator.

The discussion Initiator does not need to take any action. Once the Topic is started, the discussion
Initiator may manage the Discussion Topic as usual (add/remove participants as desired, conclude the
Discussion Topic, initiate another discussion, etc.), and participants may read and post comments.

When multiple Discussion Topics are initiated automatically, a Submission may have multiple discussion
threads with the same Topic name, discussion Initiator, or date initiated.

To assist in distinguishing between these Discussion Topics when users access the ‘Discussions’ page, an
Initial Participant column is displayed. This column will display the Invited Editor, as this is the initial
participant in an automatically initiated discussion. This column is empty for discussions started manually.

View Other Author Information

If Other Authors have been required to register and verify that they are Co-Authors, the ‘Author Status’
link displays on the ‘Technical Check’ page and in the Other Authors section of the ‘Details’ page layout.
This link is visible to all Editors, though its appearance will depend on how the Manage Other Authors
permission has been configured.

Sample ‘Details’ page layout

Details for Manuscript Number: Unassigned "New Manuscript"

Cancel Save Save and Close

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors  Additional Information

Corresponding Author: MAIIan Author ¥
UNITED STATES [Proxy]
Corresponding Author E-Mail: trash17@ariessc.com

Author Comments:
Other Authors: M Abby Author, PhD, Aries Systems Corporation| Aries Systems Corporation

Author Status

Author Questionnaire View Author Questionnaire Summary
Summary:

Short Title:

Article Type: Original Study

Section/Category:

Clicking the ‘Author Status’ link opens a pop-up window that displays any Authors listed for the
Submission and their current confirmation status.
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Sample ‘Author Details’ page; Editors without Manage Other Authors permission

Author Details for M ript Number: U igned
New Manuscript

Close

Corresponding Author Status

Author Name Email Address | ORCID 1dentifier Academic Affiliation

| Degree(s)
1 Allan Author trash17@arlessc.com PhD Arles Systems Corporation

Other Author Status

Order Author Name Added in Revision Email Address ORCID Identifier| Academic Affiliation Confirmed?
v
AY

| Degree(s)
AY |law AV AV

PhD Aries Systems Aries Systems No Response

2 Abby Author RO trash1938@arlessc.com
Corporation Corporation

Removed Authors

Close

The display is slightly different for Editors with Manage Other Authors permission and provides Action
links enabling the Editor to take action on the listed Other Authors and their status.

Sample ‘Author Details’ page

Author Details for Manuscript Number: Unassigned
Multiple Authors

Close |

Corresponding Author Status

Order Author Name Email Address Academic
Degree(s)

1 mary mary trash1@ariessc.com View Author Details

Other Author Status

John Doe RO jdoe@trash.com Confirmation Not Request Confirmation
it Requested View Author Details

Change

3 Rick Reviewer RO Edit Confirmation Not Regquest Confirmation
Requested View Author Details
Change

4 Richard Reviewer RO Edit Confirmation Not Request Confirmation
Requested View Author Details
Change

[To update the Co-Auther's e-mail address that is associated with the submission, please click on the 'Edit’ link. To save your changes please click on the 'Save' link.

To allow a Co-Author to change their responses to the questions they may have already answered (if any), use the ‘Resend Letter' link. To request verification from all Co-Authors who have not confirmed their
authorship and present the most recent questionnaire (if any) to them, use the 'Send Letters' button.

Send Letters

Removed Authors

Close |

Order Author Name Added in Revision Email Address Academic Confirmed? Options
Degree(s)

AY AY AY AY

F

These Action links are placed in the Options column. From here the Editor can access the ‘View Author
Details’ page, view the Author responses to Submission questions, and reset the confirmation status of an
Author, discarding all previous responses to the questionnaire in the process after which the Editor can
resend the request for authorship confirmation.

With Manage Other Authors permission, the Options column will hold the following links (as applicable):

o ‘View Author Details’: This link displays for all Authors and links to the ‘View Author
Detail’ page for that Author.

o ‘View Questionnaire Responses’: This link displays the responses submitted by an
Author for any Author questions they’ve been asked during Submission or during
verification.
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o ‘Reset Confirmation Status’: This link displays if the Author has already responded to the
verification request. Editors may use this link to reset the confirmation to ‘No
Response’, allowing the Author to change their response.

o ‘Resend Letter’: This link displays if an e-mail letter has been sent to this Other Author,
but they have not yet responded, or if the Editor has reset the response status. Clicking
the link sends a new letter to this recipient only.

o ‘Request Confirmation’: This link displays if for any reason a notification has not yet
been sent to this Other Author. Clicking the link sends the e-mail letter configured for
the Author role at the ‘Notify Other Authors’ event to this recipient, and any letters
configured to be sent at this event to Editor or Publisher roles.

If there are multiple Authors from whom confirmations have not been received, the Editor may use the
‘Send Letters’ button at the bottom of the page to re-trigger the ‘Notify Other Authors’ event. Letters
configured for the event will be sent to any Other Authors who have not responded, as well as any Editor
or Publisher roles configured to receive letters at this event.

Additionally, Editors with the correct permissions may also choose to edit a Co-Author’s e-mail address via
the edit link on the ‘Author Details’ page.

View Author Questionnaire Summary

For Editors with the permission to Manage Other Authors, an Author Questionnaire Summary section may
appear on the ‘Details’ page when a Submission has an Author Questionnaire configured for either the
Corresponding Author or Co-Authors. This section contains a ‘View Author Questionnaire Summary’ link.

Details for Manuscript Number: Unassigned
"Demonstration of Co-Author Questionnaires”

Cancel Save and Close

Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Additional Information

Additional Manuscript

Details: Add/Edit Additional Manuscript Details

Andrew Author |, Massachusetts Eye and Ear Inf\rmaryv

C ding Author:
R T e Boston, MA UNITED STATES [Prosev]

Corresponding Author &= o guviecc: com

Author Comments:

Joannie Cunningham

Other Authors: Andy Travie
s s
o View Auther Guestionnaire Summary I
Summary:
T —
Article Type: Special Comments

Section/Category:
Keywords:

- — s - L

Clicking this link opens the ‘Author Questionnaire Summary’ page, where the user can see the responses
from all Authors (Corresponding and Co-Authors) who have answered an Author Questionnaire. The
questions are displayed in a grid containing all Author Questions and the associated Responses for each
Author.

If a Question is not presented to a particular Author (if an Author is added on Revision, for example, and
the Author Questionnaire is different), the Response area is shaded with dark grey.
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Author Questionnaire Summary
Manuscript Number: SALLYTEST90-D-11-00039
"More Co-Author Testing"

Close
Expand All / Collapse All

New Author
Ann Author Stephen Author Sandy Author Arthur Author (replaced George Jetson)
(Corresponding Author) (Co-Author) (Co-Author) (Co-Author) (Co-Author)

Please indicate the source of funding for your research.
(NOTE: This question does not appear on the Author e for .)

NIH NIH My Institution This Author could have a lengthy
response. The "Expand All' and
‘Collapse All' links are used to display
responses of more than 500
characters. Lengthy responses have
(more...) and (less...) links to maks
them more readable. This Author
could have a lengthy response. The
'Expand All' and 'Collapse All' links are
used to display responses of more
than 500 characters. Lengthy
responses have (more...) and (less...)
links to make them more readable.
This Author could have a lengthy
response. The ‘Expand All' and
'Collapse All' links are used to display
responses of more than 500

characters (more...)
Please select a presentation date.

6/18/2010 6/18/2010 6/19/2010 (Ne Response) 7/14/2011

What is the date of your anniversary?

6/01/2004 6/25/1984 1/31/1991 /12011 1/1/2012

Is this a tricky question?

Lorem ipsum dolor sit amet, Yes: This is an example of a No No Yes: This is hard to understand
consectetuer adipiscing elit, sed diam | 'Yes/No/Text' response type. The

nonummy nibh euismod tincidunt ut additional response text is triggered

laoreet dolore magna aliquam erat by the 'Yes' response. The ‘Yes' is

volutpat. Ut wisi enim ad minim displayed in bold text

veniam, quis nastrud exerci tation
ullamcarper suscipit lobortis nisl ut
aliquip ex ea commedo consequat.
Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse
molestie consequat, vel illum dolore
eu feugiat nulla facilisis at vero eros et
accumsan et iusto odio dignissim qui
blandit praesent luptatum zzril delenit
augue duis dolore te feugait nulla
facilisi. Nam liber tempor cum soluta
nobis eleifend (more...)

This question is part of the f d for

This is the Corresponding Auther’s This is the response from a Co-Author

response. who was added when the
Carresponding Author submitted the
R1. A different questionnaire is
configured for the 'Designate Author
Questionnaire’ item on Revision

This is an ofa il choice i that was only presented for the R1.

« Option 1 « Option 3

Option 2 e Option 4
« Option 3

Close

If any Responses are more than 500 characters, then ‘(more...)/(less...)’ links display in that cell, allowing
the answer to be expanded. Additionally, ‘Expand All/Collapse All’ links are available above the grid to
expand or collapse all answers greater than 500 characters.

Transfer Co-Author Questionnaires

When one EM publication transfers Submissions to another, responses previously provided by verified Co-
Authors to the Author Questionnaire are transferred to the receiving EM site. This way the Co-Author
does not have to re-enter responses on the receiving site. The Co-Author is presented with the Author
Questionnaire from the receiving site, prepopulated with the transferred responses.

Attachments

Editors with the Upload Attachments permission now have the option of uploading an attachment at any
time by following the ‘Attachments’ link on the ‘Details’ page. Access to these attachments can be
granted to both Authors and Reviewers. Reviewers will receive access when invited to review a
Submission, while Authors will have access once a decision is submitted. When viewing all attachments on
a Submission, the Editor will see files uploaded by Editors as well as Reviewers.
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Details for Manuscript Number: Unassigned "New Manuscript”

Cancel | Save Save and Close
Abstract Manuscript Notes  Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors  Additional Information
Corresponding Author: 8 Allan Author ¥
UNITED STATES [Proxy]
Corresponding Author E-Mail: trash17@ariessc.cor
Author Comments:
Other Authors: 8 Abby Author, PhD, Aries Systems Corporation| Aries Systems Corporation
Author Status
Author Questionnaire Summary: View Author Questionnaire Summary
Short Title:
Article Type: Original Study
Section/Category:
Keywords:
Classifications: This manuscript does not have any Classifications.

Requested Editor:

Technical Check: Technical Check Information
Initial Date Submitted: May 28, 2020

Editorial Status Date: May 28, 2020

Duplicate Submission Check: Duplicate Submission Check (55%)
Current Editorial Status: Manuscript Submitted

Transfer Offer Expiration Date:

Attachments: I Attachments I

Target ication Date: L®(mm/dd/yyyy)

Clicking the ‘Attachments’ link opens the ‘Attachments’ pop-up page for the Editor. Any existing
attachments are displayed in the bottom ‘Attachments:’ section. If there are no attachments yet, the
message “There are currently no Attachments” displays. To attach a file, the Editor clicks the ‘Upload
Attachments’ button.

Attachments for Manuscript Number
"Multiple Authors"

WARNING: Attachments may contain information revealing the originator's identity, including information that appears in a file's 'Properties' (on Windows)
and 'Get Info' (on Macintosh).

Any attachments submitted relating to this manuscript are shown below. Click Download to download the files to your computer. To upload a revised version
of the file, download the file first, edit it and then click Upload Revised file. If a sanitized copy of the attachment is available, it can be downloaded using the
link 'Download Sanitized Copy".

Reviewers always have access to attachments which they have uploaded. The Reviewer does not automatically have access to an attachment revised or
uploaded by an Editor. To make any attachment visible to all Reviewers check the box 'Allow Reviewer Access'. Reviewers must also have the RoleManager
permission 'View Qther Reviewer's Comments to Author' or "Wiew Other Reviewer's Comments to Editor' in order to see another Reviewer's attachment, or the
edited version of their own attachment.

To make the file visible to the Author when the Author revises the submission or views the Editor decision, check the box 'Allow Author Access'.

Save and Close

Attachments:

There are currently no Attachments.

Upload Attachments

Save and Close

In the Upload Attachments window, Editors may enter a description of the file, use the ‘Choose File’
button to locate the file, and decide whether or not to allow Author and Reviewer access to the file. If
neither access option is selected, the attachment will only be available for other Editors with Download
Attachments or Upload Attachments permission. Clicking the ‘Attach this File’ button completes the file
upload process.
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Upload Attachment For
"Multiple Authors"

Insert Special Character

Enter a Description, set Viewing permissions, Browse and Attach to upload a revised version of the Reviewer's attachment.

Description: |Test Manuscripy
File Name: Choose File  test manuscript.png
Viewing Permissions: Allow Author Access

¥ Allow Reviewer Access

Attach This File

No files are attached

Proceed

After uploading the file, it displays at the bottom of the page. If the Editor has uploaded the wrong file,
the ‘Remove’ link can be used to remove the file on this page. Clicking the ‘Proceed’ button returns the
Editor to the ‘Attachments’ page.

The ‘Attachments’ page now displays the attachment(s) available for this Submission. The Editor may
change viewing properties here, upload a revised version of the file, or remove it.

Note: Publications may choose to “sanitize” attachments, a process which removes personal
information appearing in the document properties of a Microsoft Office or PDF file. This is available
through administrative configuration. If configured, a ‘Download Sanitized Copy’ option will be
available for uploaded attachments.

Note: When an archive file is uploaded, the system checks the Do Not Unpack Archive files of this Type
setting in PolicyManager. If this option is selected for a selected File Type, the archive file will not be
unpacked and is stored as a packed file.

‘History’

Clicking ‘History’ displays the Status History and Correspondence History of a Submission (see below).

History for Manuscript Number: DEMOCD-D-19-00022
Christine Donovan (UNITED STATES): "A Study About Birds"

ssion Flag History

STATUS HISTORY

Status Date E | Status Days Operator
Nov 20 2019 2:09PM Rex Re s Completed - EDITOR (4] Amy Analyst

[Proxied by mary mary]
Nov 20 2019 2:07PM Inder Review REVIEWER 0 Dwight Deputy

[Proxied by mary mary]
Nov 7 2019 2:16PM With Editor 12 EDITOR 0 Dwight Deputy

[Proxied by mary mary]
Oct 9 2019 12:09PM Manuscript Submitted 29 EDITOR o Christine Donovan
Oct 9 2019 12:05PM AUTHOR 0
Oct 9 2019 12 J AUTHOR 0
Oct 9 2019 11:45AM AUTHOR 0
CORRESPONDENCE HISTORY

Add Editorial Correspondence

Nov 20, 2019 Author Notice All Reviews Complete Christine Donovar Required Reviews Completed 0 Amy Analyst

t
[Proxied by mary mary]

Nov 20, 2019 Reviewer Thank You 0 Amy Analyst
[Proxied by mary mary]
Nov 20, 2019 ions 3nd Due Date & 0 Amy Analyst

[Proxied by mary mary]

Nov 20, 2019 wer Thank You Amold Appraiser inder Review 0 Arnold App

ppraiser
[Proxied by mary mary]
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The Status History displays the date the Submission entered into each status event while the
Correspondence History details the letters that were sent out by the system as a Submission moves
through peer review. Clicking on the name of the letter displays the text of the letter as it was sent to the
user.

View Letter

Close J Edit and Resend ) Resend |

Date: May 22, 2020

To: "Ann Associate"” trash13@ariessc.com
From: "The Journal” trashjo@ariessys.com
Subject: You have a new Editor Assignment

Ref.: Ms. No. DEMOCD-D-20-00018
TEST

mary mary

DEMO CD (CS Site)

Dear Associate,

1 am passing the above article to you for handling. Please log onto Editorial Manager as an
editor to view the details and PDF.

Please click on this link to access the submission:

KK KKK X

Regards,

mary mary
Managing Editor
DEMO CD (CS Site)

In compliance with data protection regulations, you may request that we remove your
personal registration details at any time. (Use the following URL:
https://www.editorialmanager.com/democd/login.asp?a=r). Please contact the publication
office if you have any questions.

CIoseJ Edit and Resend | ' Resend |

In addition to viewing the letter, users with proper permission will have the option of resending the letter
with edits by clicking the ‘Edit and Resend’ button, which appears in the new window.

Adding External Correspondence to the Correspondence History

Editors may be given permission to manually add External Correspondence entries (an item of
correspondence, such as an e-mail, received outside of Editorial Manager) to the correspondence history
of a Submission, where they can be viewed alongside internally generated correspondence.

Editors with Add/Edit External Correspondence permission will see an ‘Add Editorial Correspondence’
button at the top of the ‘Correspondence History’ section of the ‘History’ page.
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History for Manuscript Number: DEMOCD-D-19-00022
Christine Donovan (UNITED STATES): "A Study About Birds"

Status History Correspondence History Submission Flag History
Switch to Status Type View

Close

STATUS HISTORY

Status Date Document Status Status Days Role Family Operator
Nov 20 2019 2:09PM Required Reviews Completed EDITOR 0 Amy Analyst
[Proxied by mary mary]
Nov 20 2019 2:07PM Under Review REVIEWER 0 Dwight Deputy
[Proxied by mary mary]
Nov 7 2019 2:16PM With Editor 12 EDITOR 0 Dwight Deputy
[Proxied by mary mary]
Oct 9 2019 12:09PM Manuscript Submitted 29 EDITOR 0 Christine Donovan
Oct 9 2019 12:05PM Needs Approval AUTHOR 0 Christine Donovan
Oct 9 2019 12:05PM Building POF AUTHOR 0 Christine Donovan
Oct 9 2019 11:45AM Incomplete AUTHOR 0 Christine Donovan

CORRESPONDENCE HISTORY

Add Edvopal Coresponvienca))

Correspondence Date - Operator
Nov 20, 2019 Author Notice All Reviews Complete Christine Donovan Required Reviews Completed 0 Amy Analyst

[Proxied by mary mary]
Nov 20, 2019 Reviewer Thank You Amy Analyst Under Review 0 Amy Analyst

[Proxied by mary mary]
Nov 20, 2019 Amy Analyst Under Review 0 Amy Analyst

Reviewer Instr e
sviewer Instructions and Due Date & [Proxied by mary mary]

Nov 20, 2019 Reviewer Thenk You Amold Appraiser Under Review 0 Arnold Appraiser
[Proxied by mary mary]

Clicking this button will bring the Editor to the ‘Add/Edit External Correspondence’ page.

Add External Editorial Correspondence

Ttems marked with an asterisk are required. The 'Correspondence Date' and "Description’ fields will be listed on the History page.Paste or type any desired text into the 'Letter Body' area, but note that any
formatting will be lost. Click ‘Open in Mew Vindow' if you need extra space to edit the correspondence.

Note: Please check the text for any sensitive information that should be removed or obscured (such as passwords or names of reviewers), as the system cannot automatically anonymize correspondence you add
manually. Correspondence where you enable the 'Display In Author's Correspondence History' checkbox can be viewed by the author if your publication allows this.

Cancel |  Submit
Display In Author's Correspondence History
- - \ Hour Minute AM/PM
= Correspondence Date 05/04/2020 [=) (mmy/dd/yyyy) Time I

02 07 PM | U.S. Eastern Time
= Description:

From:

To:

Letter Subject:

& artachments: Add/Change Attachments |
Letter Contents: Open in New Window |
el @ @ | Y] B BEEEEY)

Styles -l Format -l Font l Size -IA‘ ﬂ'lcﬂlg

Editors may set the date and time (US Eastern Time) of the correspondence, enter a Description for the
correspondence (a required field), the sender (‘From’) and recipient (‘To’) of the letter, the subject line,
and the contents of the letter. If the publication is using the Attachments feature, Editors may also add
Attachments to the External Correspondence record.

Editors may also use the External Correspondence feature to note that a phone call was received, such as
an Author calling to check on the status of a Submission. In this example, the Editor could use the ‘Add
Editorial Correspondence’ button, and enter a description of ‘Phone: Status Query from Author’ and the
date/time of the call to record it.

If a publication allows Authors to view the Author-related correspondence history, Editors will be able to
grant Authors access to External Correspondence as it is added. When an Editor adds correspondence,
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they will see the Display in Author’s Correspondence History checkbox on the ‘Add/Edit External Editorial
Correspondence’ page. By marking off this option, the letter will be visible to the Author.

| Note: The default behavior is to make External Correspondence invisible to the Author.

Adding an Attachment to External Correspondence

To add an attachment, click the ‘Add/Change Attachments’ button. This will open a new window in which
you can browse your computer for the file or drag and drop the file on to the page. Once the file is
selected, click the ‘Add This File’ button to complete the process. An Editor may return to the letter at any
time via the Correspondence History and add or remove any attachments.

Cancel Proceed

Select Files

To add a file from your computer, use the Choose Files button to browse your computer, or drag and drop the files onto the folder image below.

Caution: Please be aware that many e-mail services limit the number or size of attachments that can be received and may not deliver the
message if attachments exceed the limit.

Browse your computer: Or drag and drop files here:
Choose Files n
—

Cancel Proceed

There is also the option to add files from the Submission’s file inventory to external correspondence in the
‘Add Files from Submission Inventory’ section of this page. A list of the Submission’s system PDFs,
submission files, companion files, and Editor/Reviewer attachments will be presented. To attach any of
these files to the external correspondence, Editors will check the box next to the file and then click
‘Proceed.’

Once files have been added, click ‘Proceed’ to return to the ‘Add/Edit External Correspondence’ page.
There the Editor can return to tweaking the text of the External Correspondence or click the ‘Submit’
button to save the letter and add it to the history of the Submission. The new piece of correspondence is
inserted into the list chronologically. The text ‘(External)’ is displayed next to the letter link identifying this
letter as External Correspondence.

CORRESPONDENCE HISTORY

torlal Correspondence |

Correspondence Date

May 28, 2020 Checking In on the submissiol

Recipient Status Revision Operator

Remove Edit mary mary

May 28, 2020 Author Abby Author Manuscript Submitted 0 Allan Author

[Proxied by mary mary]
May 28, 2020 Journal Office Notice New Submission mary mary Manuscript Submitted 0 Allan Author
[Proxied by mary mary]

May 28, 2020 Author Submit

Allan Author

Manuscript Confirr 0 Allan Author

[Proxied by mary mary]
May 28, 2020 PDF Built and Requires Approval Allan Author Needs Approval ) Allan Author
[Proxied by mary mary]

This correspondence is then visible to all users with View Editorial Correspondence History permission.
Editors with Add/Edit External Correspondence permission may also remove or edit these external
correspondence items, if desired.
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Importing External Correspondence in to the Correspondence History

Journals can be configured with a unique ‘drop-box’ email address. The Editor can forward selected
external emails sent to them to this drop-box. EM will import emails received at this drop-box, adding
them to the appropriate Correspondence History as items of External Correspondence as if they had been
added manually as described above.

Depending on the Journal’s configurations, imported email will either display as ‘Imported Email
(External)’ or with the imported email’s subject line, as shown below.

CORRESPONDENCE HISTORY

Add Editorial Correspondence |

——— Rocoient ——[State ——lmavieon [Operstor |
May 13, 2020 Imported E-mail (External Remove Edit

May 13, 2020 Author Notice - Technical Check failure Christine Donovan Sent Back to Author 0 mary mary

Mar 26, 2020 Editor Notice Author Approve Changes mary mary Manuscript Submitted 0 Christine Donovan

[Proxied by mary mary]

Mar 12, 2020 Author Notice - Technical Check failure Christine Donovan Sent Back to Author 0 mary mary

Submission Flag History

Submission Flag History is recorded for each Submission (depending on the individual flag configuration).
The Flag History will record and show when each flag was turned on and off for the Submission. A
RoleManager permission View Submission Flag History is required to view historical flag information in
the interface.

Once enabled, a Submission Flag History section is added to the following pages:
¥» Correspondence History
#* Submission Flags pop-up
¥* Flag Legend pop-up

The Submission Flag History shows each flag icon (and flag description) that has ever been turned on for
the Submission. The following additional information is also shown:
The revision number of the Submission when flag was turned on.
The date the flag was turned on and the operator who turned it on.
The date the flag was turned off (if it has been turned off) and the operator who turned it off.
The number of days the flag was turned on. If the flag is still being used, the number is displayed
in parentheses and in red text to indicate the elapsed number of days.
Additionally:

o Only flags configured to Display in History are shown in the interface. However, the flag

history is captured in the database.

oottt

o Ifthe flagis turned on/off multiple times, each occurrence is captured and displayed in a

separate row.

o Flags that have never been associated with the Submission are not shown to avoid
cluttering the page.

o The flag description is written into the Flag History as text in case the flag description is
ever changed in the future.

o Ifauser was proxying for another user when turning the flag on or off, it is designated
as such in the grid.
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Sample ‘Correspondence History’ page; Submission Flag History has been enabled in PolicyManager and

the user has permission to view the flag history

STATUS HISTORY

Jan 15 2015 2:18PM
Jan 15 2015 2:18PM
Jan 14 2015 6:26AM
Jan 14 2015 6:26AM
Jan 14 2015 2:52AM
Jan 14 2015 2:35AM
Jan 5 2015 5:19PM

Dec 29 2014 7:35PM
Dec 29 2014 7:38AM
Dec 22 2014 1:57AM
Dec 22 2014 1:48AM
Dec 22 2014 1:47AM
Dec 22 2014 1:24AM

Jan 21 2015 12:05AM
Jan 15 2015 2:18PM
Jan 14 2015 6:26AM
Jan 14 2015 6:26AM

History for Manuscript Number: ARIES-D-14-57316
"Super Cool Article”

Status History Correspondence Histon

Submission Flag History

Switch to Status Tvpe View

Under Review
Decision Rescinded
Completed Reject
Reject
under Review
Decision in Process
under Review
Editor Assigned
Incomplete with Editor
Manuscript Submitted
Needs Approval
Building PDF
Incomplete

CORRESPONDENCE HISTORY

Reviewer Reminder - (2) Before Due Date
Author Notice Decision Rescinded

Reviewer Notification of Reject Decision

Close

Status Date Document Status Edit Submission Status Production Status Status Days Role Family m

REVIEWER Q Stacey Lavelle
—- EDITOR [} Stacey Lavelle
1 EDITOR Q Rebecca Klahm
---- REVIEWER ] Rebecca Klahm
REVIEWER Q Joe Carrino
REVIEWER a Joe Carrino
8 REVIEWER Q Joe Carrino
& EDITOR Q Joe Carrino
- EDITOR i} Ed Office
7 EDITOR a Macy Jackson
———- AUTHOR ] Macy Jackson
—- AUTHOR Q Macy Jackson
———- AUTHOR ] Macy Jackson

Viggo Dunst, Ph.D.
Macy Jackson
Brian K Hammer, PhD

Under Review
Under Review
Completed Reject

Tara Barcello
Stacey Lavelle
Rebecca Klahm

Editor Decision - Reject

Macy Jackson

Reject

oo oo

Klahm

SUBMISSION FLAG HISTORY

Subscan Complete

| Potential Subscan Issue
2 Ed Office, Rebecca Bye
Open subscan discussion

! Potential Subscan Issue

7 Sent Back to Authors 0

Jan 28, 2015 3:35 PM James Miller, PhD (8]
Jan 25, 2015 2:00 PM James Miller, PhD Jan 28, 2015 11:12 AM fé‘:gﬁg 3
Jan 25, 2015 11:40 AM Rebecca Bye (9)
. . . Xianchun
Jan 16, 2015 8:29 AM Xianchun Wang, PhD Feb 3, 2015 12:00 PM Wang PhD 18
Dec 17, 2014 2:00 PM lames Miller, PhD Dec 23, 2015 11:12 AM James 6
L : . . : Miller, PhD
Nov 13, 2014 10:13 AM  Rebecca Bye Nov 18, 2014 11:00 AM ;;Ee“a 5

Status History Correspondence History

Close

Submission Flag History

Switch to Status Type View
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Sample Submission Flags pop-up; user has permission to view Submission Flag History

Submission Flags - Manuscript Number AmyTest-81-10-151R1 "Spec
10.0-38 Round 1 use case 2 test 1"
Submission Flag History

Check the box of the flag(s) you want to display for this submission. (more...}
Submit |

SET SUBMISSION FLAGS

| Display [Flag__lFlagname ______________________________|

2 Purple z

2 Purple Clubs
Forest Green Smiley
Red Check

Black Biohazard
Blue Scissors

Blue Diamond

Red Snowflake
Black AirPlane

Magic 8 Ball

OoooOooooor® O
IR AR RN S IRNIERE I

My fun flag

SUBMISSION FLAG HISTORY

Date Date
Turned Turned
Flag Name On Operator Off Operator
& (4)

2015-06- | Mary Mary
2 Purple Clubs 1 11 Editor, PhD,
19:34:31 | MDd

2015-06- | Mary Mary 2015-06-  Mary Mary

6 Magic & Ball 1 11 Editor, PhD, 11 Editor, PhD, 1
19:34:23 MDd 19:34:38 MDd
2015-06- | Mary Mary

@) Forest Green Smiley 1 11 Editor, FhD, (4)

19:34:16 MDd

Cancel | Submit

The Submission Flags pop-up is accessed by a user with appropriate permission clicking the Set Flag icon (
t‘?), any flag currently associated with a Submission on the ‘Details’ page, or the ‘Add/Edit Submission
Flags’ link on the ‘Details’ page.

The ‘Flag Legend’ page is available for users who are able to view flags but do not have permission to turn
Submission Flags on or off. If the user also has the View Submission Flag History permission, they will be
able to see historical flag data on the ‘Flag Legend’ page.
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Sample ‘Flag Legend’ page for user with permission to View Submission Flags and Submission Flag History

Flag Legend

Submission Flag History

Close |
SEELCTED SUBMISSION FLAGS
m Flag Name
L] 2 Purple Clubs

(D] Forest Green Smiley

SUBMISSION FLAG HISTORY

Date
Date Tu rned
Flag Name Turned On | Operator Operator

Mary Mary
2 Purple Clubs 1 Eg"ggi?ls Editor,
PhD, MDd
Mary Mary 2015-06- Mary Mary
6 Magic 8 Ball 1 Eg'féi’%gls Editor, 11 Editor, PhD, |1
T PhD, MDd | 19:34:38 MDd
Mary Mary
(@ | Forest Green Smiley 1 Eg’{;i’?gls Editor, (4)
T PhD, MDd

Close |

‘File Inventory’

‘File Inventory’ provides access to the individual source files of the Submission and Companion Files, as
well as providing additional basic information about the files.

Submission ltems can be downloaded separately by clicking the ‘Download’ link or together in a .zip file.
Use the Select checkboxes to mark off the files to be included in a .zip file and then click the ‘Download
Selections as Zip File’ button. Similar access is available for Companion Files.

Companion Files can also be uploaded and downloaded on the ‘File Inventory’ page by clicking the
‘Upload Companion File’ button.

New in version 16.1, a File Reference field is added to the File Inventory page to provide an easier way for
publication staff to rename files for organization, download, and transmittal. The File Reference field
allows a new name to be applied to the downloaded or transmitted file while leaving the file’s original
name (at upload) unchanged in the system. The File Reference feature will be available for use in both EM
and PM, and the File Reference field will be available for all files visible in the File Inventory (submission
and companion files).

This feature has two intended purposes: 1) To give related files the same, or similar references; for
example, multiple files relating to the same image (such as, for online and print use). 2) To allow users to
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rename files to a specific format; for example, including the manuscript number in the file name. The file
reference provides the main body of the new file name, which is applied when the file is downloaded or
transmitted to another system.

File Inventory for Manuscript Number: DEMOCDBeta-D-20-00018
mary mary (UNITED STATES): "TEST" (view submission pDFs)

Listed below are the files included in the current version of the latest Revision of the submission. (more...)

Download Selections as Zip File | Close | Save and Close

Duplicate Submission Check (65%)

S Submission Files

-
* | Action Item Description (Limit 256 characters) Item Family File Name File Reference Size Modified Display On TF
Download Manuscript Manuscript Document Manuscript 11.6 KBMar 27,
Title.docx 2020

LR DD ST Upload Companion Files

VIR Item Description  (Limit 256 characters) Ttem Family  File Name File Reference  Size Modified | Operator
Action AY AY Expand Al Collapse All| A W F 4 AY AY AY | AV Display On TF
Download [Final PDF Proof| = ||Final PDF Proof Default DEMOCDBeta-D- 390.5 KBMay 11, mary mary
Replace 20-00018.pdf 2020

Hide

Hide Selected Companion FllesJ Upload Companion FlIesJ

Download Selections as Zip File J Define File Reference: Selected FilesJ | Files with no RelerenceJ | In Family: Close ] Save and Close

Choose... | =

Other Functionality Available from File Inventory

Similarity Check. CrossRef members who have agreed to participate in the Similarity Check plagiarism
detection service may access Similarity Check through the ‘File Inventory’ page. This feature must be
enabled by an Aries Account Coordinator.

If automatic transfer is not configured, this feature allows Editors and Publishers (as configured in
RoleManager) to save Submission files locally, launch a new Similarity Check window, upload those files to
the Similarity Check/iThenticate system, and run similarity checks.

After selecting files on the ‘File Inventory’ page, an Editor or Publisher with Initiate Similarity Check
permission may click the ‘Similarity Check’ button to download the selected files to their computer and
launch a new window to the Similarity Check login page.

When automatic transfer is enabled, files are deposited into iThenticate directly. Editors can select files
from the File Inventory and ask the system to Similarity Check those files. The files will be transferred and
the system will periodically check for the completed Similarity Report. In addition to selected Submission
files, the Editor can choose to send the Reviewer PDF. This may be useful for depositing file types not yet
supported by Similarity Check.

Note: When creating Groups and Folders in iThenticate, you must use at least one alpha character in the
Name, though numeric characters may also be used.

Submissions where files have been sent to Similarity Check using automatic transfer will display a
‘SimilarityCheck/iThenticate Results’ link. The maximum Similarity Score value associated with the
Submission will display if that score exceeds a configured threshold value.
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View Submission
Similarity Check/iThenticate Results
(29%)

Additionally, the ‘Technical Check’ page displays a link where it is possible to view Similarity Check results
and a button which can trigger a Similarity Check deposit of the Reviewer PDF.

Technical Check
Amyloid--induced desynchronization of fast-spiking interneurons as the earliest functional impairment
Original Submission
View Submission

o Technical Check History
P> Similarity Check/IThenticate Results (24%) Duplicate Submission Check StatReviewer Results (X)

® Technical Check Incomplete
Technical Check Complete

Cancel Send Back to Author [ Similarity Check: Reviewer PDF ]a\bho’r‘clni Intelligence: Author/Editor PDF StatReviewer: Reviewer PDF Save and Close

Companion Files. Also available within the File Inventory Menu is the option to Upload or Download
Companion files. Companion files are not built into the PDF and are a useful way to upload files that need
to be associated with the Submission, but do not need to be seen by the Author or Reviewers.

ERCTEE LT LRSI P Upload Companion Files

Description  (Lumit 256 characters) | Ttem Family Size | Modified  Operator
AY Expand All  Collapse All | & W AY AY AV AY Display On TF

Do I [companion Test | w | Title Page Document Ma ot Through the 11.7 KB Oct 28, Christine
Reple Age 3 2019 Donovan
Hide

Download  [Fea Waiver Test | = ||Fee Walver Supplemental SampleAttachment.docx 11.5 KB Jun 04, mary mary
Replace 2020

Hide

Hide Selected Companion Files |  Upload Companion l'xlesJ

‘Edit Submission’

When an Editor clicks the ‘Edit Submission’ Action link, they are brought to the ‘Edit submission’ page.
Options are:

1) Edit the submission (and rebuild PDF).
2) Edit the submission data only, allowing the editing of metadata items and attachment of
files without having to rebuild the PDF.

Edit Submission You are about to edit Amyloid-B-induced desynchronization of fast-spiking
interneurons as the earliest functional impairment. Would you like to:

Edit the submission (and rebuild PDF)

Edit the submission data only

Cancel

If Edit the submission data only is selected, there are three steps:

1) Enter Metadata
2) Add/Edit/Remove Authors
3) Attach Files
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Insert Special Character

. . . Edit Metadata
Edit Submission

Enter Metadata Enter submission metadata below. Required fields are marked with =.

Add /Edit/Remove Authors

* Article Type: —
Attach Files YP |0r|gma| Study ar

* Title:
You are currently editing "Amyloid-3-
induced desynchronization of fast-
spiking interneurons as the earliest
functional impairment”. You must
complete your edits by clicking one of X, I, - g
the following buttons located at the S S
bottom of the page:

Q b

Cancel to return to the previous page Amyloid-B-induced desynchronization of fast-spiking interneurons as the earliest
Submit to submit changes and functional impairment
proceed P

MOTE: You must click one of these
buttons to end the edit session even if
you have not made any edits.

Short Title:

Section: [Basic Science Se] «

Keywords (separated by semicolons):

First;second;third

Note: Attached files will not be included in the Author/Editor or Reviewer PDFs. They will only be available
on the ‘File Inventory’ page. If files need to be available in the PDF, use the Edit the submission (and
rebuild PDF) option.

‘Classifications’

The Author of the Submission can be asked to select document classifications when submitting a paper. A
summary of the classifications that have been selected will be displayed on the right hand side of the
screen. If there are additional classifications, check the box on the left hand side and click ‘Select’. To
remove any of the Author’s selections, check the box on the right hand side and click ‘Remove’. A ‘Search’
box is available for displaying the list of available classifications. Type in the term to be used in the search.
If EM finds a classification that contains that term, it will highlight the classification(s). Users can ‘Clear’
the existing Search and choose a new Search. Click ‘Submit’ at the bottom of the form when finished.
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Select Submission Classifications

Cancel Submit

Please identify your manuscript's areas of Interest and specialization by selecting one or more classifications from the list below. Click
'Submit' at the bottom of the page when you are done.

To save changes you must click "Submit" before you leave this window. (less...)

Search: Search Clear |
[Matching terms display in red text]
Expand All Collapse All Selected Classifications: Select up to 2 Classification(s)
+ - |_|Plastics
+ | Prospective Study

= j Public Policy/Standards

| cost-benefit analysis

| ethics
_|FDA
 legal Add->
| medical care delivery
<-Remove
| medicare

Expand All Collapse All

Portions of the Classification list may be expanded or collapsed by using the [+] or [-] icons. The entire list
may be expanded or collapsed by using the ‘Expand all’ or ‘Collapse All’ links at the top and bottom of the
menu.

‘Notify Editor’

‘Notify Editor’ allows Editors to send a letter to the lower level Editor in the assignment chain. Users can
send a default or custom letter by clicking the appropriate button.

‘Send E-mail’

This is also referred to as an ‘Ad Hoc’ email and allows for communication between people associated
with the Submission.

Send Ad Hoc Email

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

Please Choose a Letter

-

Cancel J Customize Letter J

Click on the down arrow to view the letters that have been configured for the Editor role.
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Send Ad Hoc Email

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

|Please Choose a Letter | g
Please Choose a Letter

Author Notice - MS Outside of Publication Scope
Editor Query to Journal Office

|Editor Query to Other Assigned Editors

Select the letter that best matches the inquiry and click on ‘Customize Letter’. The text can be modified as

Customize Letter - Author Notice - MS Outside of Publication Scope
Type any desired text into the 'Letter Body' area. Click ‘Open in New Window' if you need extra space to enter your letter. To send the e-mail, click the 'Preview and Send' button, proofread the letter and click the
‘Send' button on that page. Note: Any text bounded by % signs is a 'merge field' which will be populated with the appropriate information when the letter is sent.
Cance l‘ Pren
From “mary mary" <trash1@ariessc.com>

To! Correspor

ect Editorial office has returmed your submission entitled: %ARTICLE_TITLE%

Insert Special Character | Open in New Window |

We have returned your submission entitied 3%ARTICLE_TITLE%

Additionally, Editors and Publishers may send letters via an envelope icon (E) next to people names on
the ‘Details’ page, if letters have been configured for this method. It provides users a more convenient
way to send Ad Hoc letters to people associated with a Submission.

After clicking the envelope icon, the user is presented with all letters in the appropriate Ad Hoc family
that have been configured in PolicyManager > Edit Letters. If there is only one letter configured for use
with this option, the user will be brought directly to the ‘Customize Letter’ interface.

Note: Letters configured with the User Selects Recipient using B icon may also show in the Ad Hoc
letter drop-down when the ‘Send E- mail’ Action link is clicked in folders. This only applies when there

are one or more Recipients options selected in addition to ‘User Selects Recipient using B icon’.

Note: If User Selects Recipient using b icon is the only Recipient option selected for a letter, the letter
is available via the icon, but is not available via the ‘Send E- mail’ link.

‘Details’ page — a letter in the Ad Hoc From Editor family has been configured to use the recipient option

Details for Manuscript Number: DEMOCDBeta-D-20-00021 "Editor Test"

Cancel | SaveJ Save and Close |
— J =5 (EOESRSEE

Abstract Manuscript Notes Production Notes Editors Reviewers Alternate Reviewers Reviewers Proposed by Editors  Additional Information

Corresponding Author: Mm:ﬂy mary, Aries Systems Corporation ¥V
North Andover, Ma UNITED STATES [Proxy]

Corresponding Author E-Mail: trashl@ariessc.com
Author Comments:

Author Questionnaire View Author Questionnaire Summary
Summary:

PSR
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Email Autofill for Ad Hoc Letters

In letters configured for Editors to manually enter addresses for “To:”, CC:”, and BCC:”, these are
enhanced to include an autofill option for email addresses. EM keeps a record of a user’s frequent
contacts and as the user begins typing a recipient’s email address when drafting the letter, EM autofills
the address field based on that user’s previous emails.

Inserting System Merge Fields

An ‘Insert System Merge field’ link is available to users editing letters. Clicking the link will open a pop-up
overlay from which a user may search all available system merge fields with descriptions displayed. To
insert a merge field, click the desired location within the letter body and then click the desired merge
field(s) or drag and drop the merge field into the letter.

Sample Insert Custom Merge Field overlay available during letter customization and with search function

From: "mary mary" <trash133939393@ariessc.com>

To: Corresponding Author;

Letter Subject: [Editorlal office has returned your submission entitled: %ARTICLE_TITLE%

&’Allachments: Add/Change Attachments

Letter Body: Insert Special Character | Insert Merg@ Field: Custom Open in New Window

Yo TODAYS_DATE% Insert Custom Merge Field

Dear %TITLE% %REALNAME%:

You can drag and drop merge fields from here to the letter "
‘our submission has been receivi Subject or Body. (more...) utside the scope of the Publication.
This submission will be removed

Q Expand All | Collaps€ All
Kind regards, + %CUSTOM_EDITOR_SIGNATURE%
%EDITOR_NAME% # %CUSTOM_MANAGINGEDITOR_SIGNATURE%

%EDITOR_ROLE%
%JOURNALFULLTITLE%

Attach Files to Ad Hoc Letters

Editors may attach files to Ad Hoc letters when an Ad Hoc letter is configured to allow attachments, then
the sender of the letter will see an ‘Add/Change Attachments’ button on the ‘Customize Letter’ page.
Clicking this button will open a window where the user may upload an attachment from their local
computer by clicking the ‘Browse’ button and choosing the file to be added. The user must then click the

‘Add This File’ button to complete the process. When the upload is complete, the attached file will display

in a grid on the page.
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Cancel Proceed
Select Files

To add a file from your computer, use the Choose Files button to browse your computer, or drag and drop the files onto the folder Image below.

Caution: P » aware that many e-mail services limit the number or size of attachments that can be received and may not deliver the
message If attachments exceed the limit

Browse your computer Or drag and drop files here
Choose Files n
L

Cancel Proceed

Clicking ‘Proceed’ will return the user to the ‘Customize Letters’ page to complete the process of sending
the letter.

Additional Data in Review Status Columns

The Review Status column is enhanced to include an expandable cell containing detailed information
related to the Reviewers and review status for a Submission. Users can hover their cursor over the
collapsed information to see an overlay with the detailed information such as:

4 Each section of the detailed cell (Complete, Partial Review Saved, Agreed, Invited — No Response,
Declined) displays a count of Reviewers who fall under each respective category

Reviewer Names are listed with a hyperlink to the ‘People Information’ page.

If the Reviewer was suggested by the Author, it is noted.

For completed Reviews, the Reviewer Recommendation Term is displayed with a hyperlink to
view the individual reviews and comments. The minimum number of required reviews is
displayed.

For Partial Review Saved and Agreed, the due date is displayed if it is in the future, and the
number of days late is displayed if the review due date has passed.

For Reviewers who have been invited but have not yet responded, the number of days that have
passed since the invitation was sent is displayed.

Declined Reviewers are also displayed. If entered by the Reviewer, the decline reason is shown. If
the reason for the decline is longer than 200 characters, a ‘Decline Reason’ link is available that
will launch a scrollable overlay containing the full decline reason.

bl

=

Note: The link to the Decline Reason overlay is implemented on the Reviewer Selection Summary page
for decline reasons longer than 200 characters.
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Sample ‘View All Assigned Submissions’ folder with hover overlay displayed

View Submission

Details

History

Classifications

File Inventory

Edit Submission

Invite Reviewers

Solicit Commentary

Hotify Editor

similar Articles in MEDLINE

1 Agreed
13 Invited - No Response
Late

Heebie
Jeebies
Ph.D

Jun 19 2009 Mar 25 2013 Under
12:17:22:407PM 12:05:43:247PM Review

Mary Shelby

7056-4 Roman

Editorial's Brand New Jam

(more...)

View Submission

Details

History

Classifications

File Inventory Reminder Test
Edit Submission 7056-3 Editorial's Three - Just in
Invite Reviewers Case

Solicit Commentary

Motify Editor

View Reviews and Comments

Similar Articles in MEDLINE

;"::l:':s Jun 4 2009 Jun 292009  Under
oY 4iS2STISIIPM  5i41:36:410PM  Review

Mary Shelby
Roman

View Submission
Details 5 Invited - No Response
History asdfasdf asdiasdf

Classifications P

! Reminder Test  Heebie Candy Cana, PR
File Inventory g . Jun 4 2009 Jun 4 2009 Under - :
Edit Submission 70561 Editorial's Two - Thurston  Jeebies  :s2:50:707PM  5:51:25:223M | Review | TUTSON Moore ]

Invite Reviewers

Solicit Commentary

Hotify Editor

similar Articles in MEDLINE

View Submission
Details

History

P!

In the hover overlay, clicking the small pushpin icon in the upper right corner or the ‘(more...)’ link will
“pin” the cell in its expanded state to the grid. To collapse the cell back to its basic display, either click the
pushpin icon again or click the 1...less)’ link.

Sample ‘Search Submissions (PowerGrid)’ page with pinned Reviewer Status cell and ‘View Reasons’ link
clicked for a Declined Reviewer

1+,

=)

(ke
£
E

View Submission

Details

Initiate Discussion

History

File Inventory
Classifications

Send Back to Author
Similar Articles in MEDLINE

View Submission Kristin124 thisg

Details

Discussions

History

File Inventory

Edit Submission

Solicit Commentary
Classifications

Notify Editor

Invite Reviewers

Similar Articles in MEDLINE
Submit Editor's Decision and Ct

View Submission Kristin126
Details

Initiate Discussion

History

Fila Tnuantary

Search Submi - Search R
Article Type Name is equal to ‘Editorial's’

Reviewer Decline Reasons

Jordan B. Catalano, Ph.D -

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cras rhoncus ut risus vitae lacinia.
Maecenas molestie risus id risus pretium iaculis. Nullam interdum porttitor tristique. Nunc
consequat, nibh eu dignissim volutpat, mi lacus lacinia lectus, ac tristique quam velit in turpis.

v | results per page. Q

82014
Suspendisse potenti. Etiam vehicula, libero ac semper porttitor, lacus purus consequat ex, non ;3..2:230.;“ o
elementum mauris purus sed velit. Vivamus mattis aliquam turpis, et molestie magna volutpat
eget, Proin lacinia eros felis, ut finibus nisi posuere vel. Phasellus accumsan turpis sed magna
feugiat rhoncus. Donec ut enim felis. Aenean vehicula molestie ipsum, quis pretium velit
fermentum non. Integer imperdiet erat dolor, nec rhoncus nunc pellentesque eget. Integer
lacus ipsum, venenatis sit amet placerat id, fringilla eu magna. Cras aliquet metus et neque
aliquet, sit amet auctor nibh tincidunt. Vivamus et velit id tellus faucibus laoreet. Donec suscipit
I_eo ultri_cies eleifend comm_odq. Se_d euisrr]od, sapien eu rr}olestie porta, diam maqna_sollicituﬂin 12013 2 DEcined= Var Rissers Th
justo, sit amet tempus odio nis! vitae sapien.Cras a mauris vel erat elementum fringilla. 145:267PM Jordan B. Cataiano, PA.D - Lorem
Curabitur consectetur ut ipsum nec feugiat. Donec cursus, ligula eget cursus fermentum, enim ipsum dolor sit amet, consectetur
sem luctus odio, quis porttitor elit nulla vel arcu. Cras mollis diam id commodo finibus. Phasellus S ron s Lo
rutrum bibendum leo, at congue eros porta aliquam. Proin at faucibus turpis, vel hendrerit id risus pratium iaculis, Nullam
lorem. Vestibulum nibh elit, ultricies sed pulvinar non, dapibus non magna. Integer tincidunt tristique. Nunc
ordi in bibendum congue. Ut facilisis, neque vel laoreet ullamcorper, ligula ante molestie risus, Lester Bangs, PA.D. - I've got better
non porttitor purus neque id lorem. Phasellus vel aliquam metus. Proin lorem orci, vehiculaeu things to do.
cadnlas au lnarask ik maninn Ummie undnibaba falie s nartibar hlandit unlit nanin unlobnab lleas.i)
Close
17 2013 3 Complete Le
Tor Mig Review 201 v59:08:223PM 1 Adreed
2:46:36:157 1 Late
(more...)

The Reviewer Status column is available in the following folders:
1. ‘Submissions with Rescinded Decision’

NO U A WN

‘Submissions with Required Reviews Complete’
‘Submissions Requiring Additional Reviewers’
‘Submissions with One or More Late Reviews’
‘Submissions Under Review’

‘Submissions with X Reviews Complete’

‘View All Assigned Submissions’
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8. ‘Group by Editors | Assigned’

9. ‘Group by Editor with Current Responsibility’
10. ‘Group by Manuscript Status’

11. ‘Reviewers Invited — No Response’

Blinding Editors on Submissions

Publications can hide (“Blind”) Submissions from an Editor that are Authored or Co-Authored by that
Editor.

The link to blind Editors is found on the “Assign Editor’ page and the ‘Details’ page. Clicking the ‘Blind
Editor’ link delivers the Editor to a list of all Editors in the system. A checkbox next to each name can be
checked to blind Editors.

Blinding an Editor does the following:

e Suppresses the Submission from all Editor folders displayed for that Editor

e Suppresses the Submission from being listed on the People Information page when that page is
called up by a blinded Editor

e Suppresses the Submission from being listed on any Reports that have ‘Send Reminders’
functionality such as: Author Reports (Author Revision Status, Author Revision Reminder);
Reviewer Reports (Reviewers Invited — No Response, Reviewer Reminder); Editor Reports (New
Assignments, Required Reviews Complete Report)

e Suppresses the Submission from appearing in ‘Search All Manuscripts’ results.

Submitting to the Journal as an Editor

An Editor may be given permission to “Submit Manuscripts as an Editor”, without having to log in as an
Author. Once submitted, the manuscript will be a normal Submission with the Editor recorded as the
Corresponding Author.

The ability to submit may be guided by an additional Restrict to Editor/Publisher Use Only Article Types
permission.

Note: Editor Use Only Submissions can be sent through the peer-review process; however, before
approval, the Editor will not see the ‘I agree’ checkbox (if configured for the publication).

When an Editor begins a Submission by clicking the ‘Submit a Manuscript’ link in the navigation bar, and if
it is left incomplete with the Submission or build the PDF to be approved later, those Submissions display
on the ‘Editor Main Menu’ in a new folder called ‘Editorial Submissions in Progress’.
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Editorial Proposal Menu Production Tasks

Submissions With:

EdltOI"Iﬂ'ChlEf 0 Reviews 1 Review 2 Reviews 3 Reviews 4+ Reviews
Main Menu Complete Complete Complete Complete Complete
22 9 0 1 0

Quick Searches:

) . ) Search
Article Title with eve
Search Submissions | Search Feople

Editor 'To-Do" List

My Pending Assignments (32)
Editorial Submissicns in Progress (1)

Incomplete Submissions (1)

New Invitations (2)

New Assignments (3)
Submissions with Rescinded Decision (1)

Submissions with Reguired Reviews Complete (7)

Submissions Reguiring Additicnal Reviewers (13)

Submissions with One or More Late Reviews (5)

Submissions with Active Discussions (1)

Sample version of ‘Editorial Submissions in Progress’ folder

Editorial Submissions in Progress by Editor/Author John MacJohn

This folder contains Submissions created under your Editor login {(or by another Editor who then made you the Corresponding Author), but which are not yet
completed. Depending on the status, you may need to Edit the submission to complete the submission process and build the PDF, or simply View and Approve the
PDF. If no Action Links appear, then the PDF is still being built.

When you Approve the PDF, depending on your permissions, you can submit the manuscript into the regular submission pool or may be able to immediately set the
final disposition to "Accept on Submission' to immediately release the submission into production.

Mote that if your publication requires authors to click on an 'I Agree' checkbox before submission, you may be required to do the same for some types of

submission,
Page: 1 of 1 (4 total submissions) Display |10 | results per page.
Title Article Type Date Submission Began |Current Status ‘ I accept Author Agreement
B Action A AY AY FN4 AV | Yiew Agreement
Testing submission process.  Special Editorial Jul 22 2011 11:124M Building PDF
Edit Submission
Remove Submission Testing Special Editorial Jul 22 2011 10:46AM Incomplete with Author
il
View Submission
Edit Submission
Approve Submission Mot more testing? Rapid Communication Jul 22 2011 10:124M Needs Approval by Author [ | accept
Remove Submission
Send E-mail
Edit Submission
Remove Submission The real thing. Letter to Editor Jul 22 2011 9:46AM Incomplete with Author
Send E-mail
Page: 1 of 1 (4 total submissions) Display | 10 | results per page.

Editor Use Only Article Type and Editorial Submission

For Submissions submitted by Editors, the ‘Editor Use Only’ Article Types have the following additional
functionality. Editors can be permitted to set the Final Disposition to Accept on Submission. This triggers
all functionality related to an Accept final disposition.
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Confirm Final Disposition

H = You may choose simply to submit this manuscript to your publication as a regular
EdltDI:lal- subrmission,
Submission - PDF
Approval

Alternatively, you ray choose to submit the manuscript and then also set the Final
Disposition to "Accept on Subrmission', triggering the transmittal form process,

Both options will immediately submit the manuscript to the journal, but autoratic
notifications are not sent if yvou choose to set the Final Disposition, The submission will
initially appear in the normal folders in which new subrnissions appear.

when completed, the Final Disposition process will bypass peer review and moave the
subrmission directly into the 'all Submissions with Final Disposition' folder, releasing the
submission to your production systern if yvour publication is configured to do sa.

Cancel Submit to Publication Subrnit and Set Final Disposition to Accept

If the Editor selects ‘Submit to Publication’, the manuscript is submitted to the Editorial Office, and is
moved to the appropriate ‘New Submissions...” folder. The Submission may then be put through the peer
review process (or Accepted on Submission by the editorial staff).

If the Editor selects ‘Submit and Set Final Disposition to Accept’, the system will take them through the
standard transmittal process. As part of this, the system:

e Generates or requests a manuscript number, depending on the publication’s configuration.

e Generates a DOI if the publication is configured to trigger DOI generation on Notifying the
Author.

The Submission will end up in the ‘All Submission with Final Disposition: Accept’ folder.
If the Editor does NOT have this permission, or if they are submitting an Article Type that is not configured

as ‘Editor Use Only’, then the Submission proceeds exactly as if the Editor were submitting from an
Author role.

Assigning and Unassigning Editors

Editor Assigns Self
Editors may assign themselves to papers, so they are able to execute all tasks in the workflow.

Assigning or Inviting an Editor

There are two ways in which Editors acquire Submissions: by assignment or by invitation.

Assignment: Editors can be assigned to papers without being given the opportunity to Decline. The new
Submission will appear in the ‘New Assignments’ folder.

Invitation: Editors are sent an email invitation asking them to take on an assignment. The Editor must
Agree or Decline to take the assignment. The new Submission will appear in the ‘New Invitations’ folder.
When the Editor agrees to the assighment, a confirmation appears and the Submission is moved to the
‘New Assignments’ folder. If the Editor declines, the Editor is asked to provide a reason and is asked to
suggest a qualified colleague within the publication organization.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 71 X Js 1
Powered by: ries
systems



When the ‘Assign Editor’ link is clicked, the ‘Assign Editor’ page is displayed. Only those Editors who have
permission to receive ‘New Assignments’ will display as options. The Assign Editor page displays both the
Manuscript’s Classifications and the number of matches with the Editor’s Personal Classifications.

Click the Blind Editors link to block access to this submission for one or more Editors.
8lind Editors

Manuscript Classifications

(3) Pediatrics; (2) Geriatrics

A

Assign Editor

Title: The New LiXuid Interface: EM
Version 14.1

Cancel|  Send Custom Letters| | Send Default Letters |

Search Again |

Page: 1 of 2 (12 total People Matches) 123> 3| Display |10 | v results per page.

\ Ed.tor Role Etﬁtw Name \Cumnl Assignments | # dass-ﬁnhon Matches
Available during next 30 d

As c:rate Editor Arﬂ Associate ¥
Associate Editor
Associate Editor
Associate Editor

customize those letters as
.:p opriate. Choosing 'Send Default
will send the default letters as

bypassing the selection
omization process.

Associate Editor

Associate Editor
Editor-in-Chief
Editor-in-Chief
Editor-in-Chief
Editor-in-Chief

o3 oF 2 (13 total People Matches) 125> 3| Display |10 |+ results per page.

Search Again |

Cance! Send Custom Letters | Send Default Letters |

The Manuscript Classifications are listed at the top of the page. Each Classification is numbered starting
with ‘1’. Below the list of Manuscript Classifications is a list of Editors. The column labeled ‘Classification
Matches’ references the numbers from the list of Manuscript Classifications at the top of the page.

Alternatively, the column labeled ‘# Classification Matches’ shows the number of Classification Matches
between an Editor’s Personal Classifications and the list of Manuscript Classifications. This number is a
hyperlink, which will take the user to a list of the Editor’s Personal Classifications, with an indication of
which Personal Classifications match the Manuscript Classifications.

If the Editor has any unavailable dates in his/her People Record, they will display in the grid with a link.
(See blue circle above.)

Each Editor’s number of current assignments is also displayed. If the Editor’s name is clicked, an activity
report will be displayed, which identifies which papers have been assigned to the Editor.

Current Editor Assignments
Date Editor

MS Number Assigned Elapsed Days Status

DEMOCD-D-19-00026R1 Jan 06, 2020 151 With Editor View Submission
Details ¥
History

DEMOCD-D-19-00032R1 Feb 18, 2020 108 With Editor View Submission
Details ¥
History

DEMOCD-D-20-00001 Jan 08, 2020 149 Under Review View Submission
Details V¥
History

DEMOCD-D-20-00003 Jan 08, 2020 149 Decision in Process i mission
Details ¥
History

DEMOCD-D-20-00006 Feb 07, 2020 119 Under Review View Submission
Details ¥ !

History

In addition, the columns may be sorted dynamically, which means the Editor list can be viewed and
ordered according to Editor Role, Editor Name, Number of Current Assignments, or Number of

Classification Matches.
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To Invite or Assign the Editor, click the button next to the name of the Editor and click ‘Proceed’.

Once an Editor has been selected, a new page is displayed entitled ‘Assign Editor — Confirm Selection and
Customize Letters’ as follows:

Assign Editor - Confirm Selection and Customize Letters

The fallowing people are configured to receive a letter when an Editor is assigned to a submission.

Click Customize if you vant to personalize a particular latter. Once you have customized a letter,an asterisk is
displayed next to the parson's name. If you do not explicitly customize the latter for a particular parsan, the
default letter will be sent.

To change the letter sent to an individual, click the Letter drop-down box next to that person's name and select a
different letter. Note: if you personalize 2 letter, and then select a new letter, your personalized text will be lost.

If there is a person in the list to whom you do not want to send a letter, check the Do Not Send Letter box next to
that person's name. When you dick Confirm Selections and Send Letters, that person will not be sent a letter,

Editor Being Assigned

Do o sond erer
John Doe (Managing Editar) [Editor Assignment T~ Customize
Others Notified of Editer Assignment (Switched To)
mary mary (Authar) [Editor Assignment = Customize
Cancel Confirm Selections and Send Letters

EM will display a list of people that have been configured to receive a letter when an Editor is assigned to
a Submission.

It is possible to choose from one or more different assignment letters, which may then be customized.

It is also possible to send a notification letter to other roles that have been configured to receive a
notification of the Editor being assigned.

Assign Editor - Confirm Selection and Customize Letters

The fallowing people are configured to receive a letter wihen an Editor is assigned to a submission.

Click Customize if you want to persanalize a particular letter. Once you have customized 3 letteran asterisk is
displayed next to the person's name. If you do not explicitly customize the letter for a particular person, the
default letter will be sent

To change the letter sent to an individual, click the Letter drop-down box next to that person's name and select a
different letter; Note: if you personalize a letter, and then select a new letter, your personalized text will be lost.

1f there Is a person In the list to whom you do not want to send a letter, check the Do Not Send Letter box next to
that person's name. When you click Confirm Selections and Send Letters, that person will not be sent a letter,

Editor Being Assigned

Name Letter Do Not Send Letter
John Doe (Managing Editar) (Editor Assignment = Customize

ons

Editor Assignment

Editor Assignment - Proposal
Others Notified of Editor Assignment (Switched To) Jidor e gumant {in ona

Editor Invitation
Editor Notice an Assignment was Undone
Name [

mary mary (uthor)

Do Not Send Latter
[Editor Assignment T~ Customize

Cancel |  Confirm Selections and Send Letters

If a publication Invites Editors (rather than assigning them automatically), users will see a slightly different
‘Invite Editor — Confirm Selection and Customize Letter’ page. All letters associated with the ‘Editor Invited
for Assignment’ and ‘Editor Assigned Notification’ events are shown.
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Invite Editor - Confirm Selection and Customize Letters

The fallowing people are configured to receive a letter when an Editor is invited to be assigned to a submission.
Click Customize if you want to personalize a particular letter, Once you have customized a letteran asterisk is
displayed next to the person's name. If you da not explicitly customize the letter for a particular person, the
default letter will be sent

To change the latter sent to an individual, click the Letter drop-down box next to that person’s name and select a
differant letter. Note: if you personalize a letter, and then salect a new lstter, your parsonalized text will ba lost.

IF there is a person in the list to whom you do not want to send a letter, check the Do Not Send Letter box next to
that person's name. When you diick Confirm Salections and Send Lettars, that person will not be sent a latrer.

Editor To Invite
I Do Hot Send Leter

Others Notified of Editor Invitation

[rame — e Do Mot Send Leter

Cancel |  Confirm Selections and Send Letters

Assign Editor by Chain

Publication staff may assign an entire Editor chain in one action. Administrators can create Editor chain
templates that define the default number of assignments in the chain, the default Editor Roles that are
eligible for each place in the chain, and the default Assignment Letter for each Editor in the chain. Article
Types can then be configured to use specific Assignment Chain Templates.

When it comes to the point where an Editor assigns the first Editor on a newly received Submission (or
Revision), the user is presented with the proposed chain for the Submission’s Article Type. From there,
the Editor may select individual Editors to receive the Assignment, add steps to the chain, remove steps
from the chain, change the Editor Role and Assignment letter for each step in the chain, and customize or
preview the Assignment Letter.

Note: The Assign Editor Chain feature will only generate an Invitation for the last Editor in the Chain,
where that Editor’s Role is configured to receive assignments as invitations; all mid-chain Editors are
Assigned without an Invitation step. Additionally, publications using the Suggest Editor feature (i.e.,
invited Editor Queues) will not be presented with the ‘Assign Editor Chain’ page.

Note: Assign Editor Chain is only available for New Submissions or New Revisions. An Editor Chain may
not be assigned if the Submission has already been assigned to a single Editor.

Note: Assign Editor Chain does not affect Direct-to-Editor workflows.

Sample initial ‘Assign Editor Chain’ page

Assign Editor Chain Define Initial Editor Assignment Chain
Title: editor chain _E___ Assignment Letter

) Editor 1 Editorial Assistant] - Editor Assignment [+~ customize
Select the correct Editor to be used at
each step in the assignment chain. . Editor 2 Editor 1= ~  [Editor Assignment [~ Customize
You may add and remove steps,
change Roles and select Editors to Editor 3 s - : -
customize the chain. On confirming o Editor [~ Editor Assignment [+ Customize
the chain by clicking ‘Create Chain and » ;
Send Letters’, the system will create ] Editor 4 Editor |+ None [+ customize

assignments for each Editor in the

chain, sending the selected letter to

each; the final Editor will be the Editer v s g chaln,
Handling Editor.

Assign Individual Editor

Cancel

After Editor Chain templates are created and linked to the desired Article Types, the user will be
presented with the Assign Editor Chain when the ‘Assign Editor’ action link is clicked from either the ‘New
Submissions Requiring Assignment’ or ‘Revised Submissions Requiring Assignment’ folders. At this point,
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the user will need to select specific Editors within the Editor Roles suggested for each step of the chain.
Selecting the individual Editors for each step of the chain may be done by selecting the intended Editor
from a drop-down. Users may also start typing an Editor’s name into the Editor field and the drop-down
will narrow the results to matching names within the Editor Role.

Note: If there is only one appropriate Editor for a specific step — for example, if there is only one Editor-
in-Chief — then that person will be selected automatically.

At this stage, Editors may also add steps to the Editor Chain using the ‘Add to Chain’ button with the

selected Editor Role, remove a step from the chain using the trash can icon, switch the Assignment Letter,

customize the Assignment Letter, change the Editor Role for any step in the chain, or forgo the Editor
Chain assignment to Assign or Invite a single Editor via the ‘Assign Individual Editor’ button.

Sample ‘Assign Editor Chain’ page displaying matches to text entered into the Editor field

Assign Editor Chain

Assign Individual Editor

Define Initial Editor Assignment Chain

Cancel

Title: editor chain | [step _lRole ________|&ditor Assignment Lettor
Select th + Editor to be used at o Editor 1 Managing Editor John Doe [Search] [Editor Assignment [« Customize

slect the correct Editor to be used a
izahnf:ip;;ut:iaaf:irigr:eegeg?ln' I Editor 2 Editor Editor Adam +  |[Editor Assignment |« Customize
change Roles and select Editors to Editor 3 - — P—
customize the chain. On confirming m Editor Editor Jen Editor Assignment |~ customize
the chain by dlicking 'Create Chain and

Editor 4 i - .

Send Letters', the system will create o g Editor ed Mone |+ Customize
assignments for each Editor in the Editor Adam
chain, sending the selected letter to ; or Jer
each; the final Editor will be the Editor = Editor Jen
Handling Editor. Editor Kate

Publications can choose to select an Editor for a particular Role using a standard EM Search Editor Ul
instead of using a drop-down. This is done by enabling Use Search-based selection for Editor Chain
Assignment for the Role that appears in the ‘Assign Editor Chain’ page.

Note: Users for publications with a large number of users assigned to a specific Editor Role may see the
‘Editor Search’ link in lieu of the text entry box and drop-down even without the RoleManager Always
Use Search based selection for Editor Chain Assignment (i.e., if not Applied Automatically by System)
setting enabled for that Role.

Note: This setting is therefore not a ‘permission’ allowing that Role to do something; it is a setting that
controls how that Role is searched for in this part of the system.

Sample ‘Assign Editor Chain’ page with ‘Editor Search’ link

Assign Editor
Chain

Title: APC 123

Select the correct Editor to be
used at each step in the
assignment chain. You may
add and remove steps, change
Raoles and select Editars to
customize the chain. On
confirming the chain by clicking
'Create Chain and Send
Letters', the system will create
assignments for each Editor in
the chain, sending the selected
letter to each; the final Editor
will be the Handling Editar.

Assign Individual Editor

=

Define Initial Editor Assignment Chain

I S S S [Ty

m Editor 1

m Editor 2 Editor v

Managing Editor ¥

mw Editor 3 Editor v

mw Editor 4 Editor v

Editor v Add to Chain

o280 Al |

Editor Search

- Editor Assignment

- Editor Assignment

+ ||| None

Cancel

Editor Assignment

¥ | Customize

¥ | Customize

¥ | Customize

¥ | Customize
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Sample ‘Assign Editor Chain: Search’ page

Assign Editor Chain: Click the Blind Editors link to block access to this submission for one or more Editors.
Search 8lind Editors

Title: aditor chain

Use the search tool to identify the

most appropriate persan for this step Insert Special Character Cancel Value Options
in the chain.
Editor 1: Managing Editor
T —— | —
| ~ Editor Role is | w  |Equal To| Managing Editor | - AND| Remove
| = |Last Name w |is | w [Begins With w ‘ - Remove
Add_

Clear Search |

Publications that allow reassignment of previous Editors for Revisions will still display the existing
Reassign Editor Chain interface for incoming Revisions as a default. Editors will now also have the option
to edit the previously assigned chain using the Assign Editor Chain interface (‘Edit Chain’ button) or create
an entirely new one (‘Create a New Chain’ button) from the applicable Template. Additionally, Editors
may still elect to use the traditional single Assign Editor functionality for Revisions with the existing
‘Assign Individual Editor’ button.

Sample ‘Reassign Editor’ page with Editor Chain options

Reassign Editors

Manuscript Number:
Kristin59R1 Available
Current # Classification Classification during next
Title: Pub Med Merge Only 1a Assignment Order Editor Name Editor Role Asslgnmult_s Matches Matches 30 days
o Yes

The Editors listed were Editor 1 Thurston Moare, Ph.F Editor

assigned to the previous
version of this submission in
the order indicated. To
reassign the previous Editors
in the same ::rder use one of
the 'Rea:
submission
automatically a
each editor in succession, and
the \a..t as! \unsd Eiltnr of the
e

Cancel Reassign with Custom Letter | Reassign with Default Letter

submission.

Use 'Edit this/selected Chain’
to first change these
assignments; use "Create a
New Chain' for a new Chain
as configured for this Article
Type; use "Assign Individual
Editor” to set up just the first
assignment.

Edit this Chain

Create a New Chain

Assign Individual Editor

Note: Publications configured to directly assign Revisions to the first assigned Editor will not see the
Assign Editor Chain interface for incoming Revisions.

After the Editor Chain has been finalized, clicking the ‘Create Chain and Send Letters’ button assigns the
Submission to all Editors in the chain along with the selected Assignment Letters.

Publications must first create Editor Chain templates to use the Assign Editor Chain functionality with new
or revised Submissions. In PolicyManager, clicking the ‘Define Editor Assignment Chain Templates’ link will
bring the user to the ‘Define Editor Assignment Chain Templates’ page.
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Automatically Reassigning the Corresponding Editor Designation

Publications may configure the workflow such that the Corresponding Editor designation will
automatically change when responsibility for the paper changes hands. When this feature is enabled, the
person currently responsible for the paper will also be the Corresponding Editor.

When an Editor makes a decision, responsibility for the Submission gets passed back up the assignment
chain, in reverse order, skipping certain Editors if configured to do so. The Corresponding Editor

designation is also transferred back up the chain (with the Submission).

Unassign Editor

When an Editor is unassigned, the Submission may be immediately switched to a new Editor, or may be
rolled back to the previous Editor in the chain. Editors can also be unassigned after Reviewers have been
either Invited or Assigned. An Editor assighment may be switched to another Editor or rolled back for any
Submission where the Notify Author letter has not been saved (to send later) and/or sent to the Author.

When a Submission is rolled back, the Submission moves back ‘up the chain’ to the assigning Editor (i.e.,
back to the ‘New Submissions Requiring Assignment’ or ‘New Assignments’ folder). Only a Handling Editor
can be unassigned (i.e., an Editor cannot be unassigned from the middle of an Editor Chain). The
Submission then remains ‘unassigned’ until the Editor clicks the Assign Editor link and assigns a new
Editor.

Unassign Editor
Are you sure you want to unassign the Editor? If you unassign the Editor from this
submission, Joe Editor, M.D. will no longer be responsible for the submission, and the
submission must be assigned to another Editor.

Click 'Switch to New Editor' to immediately assign a new Editor to the submission.

Click 'Roll Back to Previous Editor' to move the submission back up the chain to the
Assigning Editor.

Cancel | Switch to New Editor | Roll Back to Previous Editor

If the user chooses ‘Switch to New Editor’, s/he is taken to the ‘Switch to New Editor’ page, which is very
similar to the regular ‘Assign Editor’ page.
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S‘N_ItCh to New Click the Blind Editors link to block access to this submission for one or more Editors.
Editor Blind Editors

Manuscript Number:
AmyTest-60-06-21

Title: Test Workflow 3

Editor Role Editor Name
Pl lect the Edit t e —
ease sele e itor to - G
whor you would:lie ko assigh ¢~ |Managing Editor's "Role ~ Régbert Mary, Phd
this submission. You can send Guest Editor Dale Arnold, MD
this Editor either the default (This Editor is being

editor assignment letter or a

5 : unassigned
customized letter. You will also gned)

have the opportunity to ¢ Guest Editor Jerry Callahan, PhD 1 o] Yes
customize the letter being sent - ;
5 _the Editor who is being ¢ Guest Editor Ed J. Edward 9 0 Yes
assigned. ¢ Guest Editor Istvan Winkler, PhD 5 o Yes
¢ Editor In Chief Luke G. Shepherd, PhD, 156 0 Yes
MD
" Associate's "Editor" Dietz D. Agar, Jr. 9 0 Yes
Associate's "Editor" Annie The Deg, PhD 24 0 Yes
(This editor has declined
the assignment)
"~ Associate's "Editor" Five T. Editor, PhD 1 0 Yes
Associate's "Editor" Four T. Editor 1 0 Yes
(This Editor is blocked
(blinded) from access to
this manuscript)
" Associate's "Editor" Three T. Editor, PhD 0 0 Yes
¢ Associate's "Editor" Lyndon Holmes 2 0 Yes
"~ Associate's "Editor" Jenna Lavelle 6 0 Yes
Cancel | Proceed |

Once the user has selected a new (switch to) Editor and clicks ‘Proceed’, s/he is taken to the ‘Switch to
New Editor — Confirm Selections and Customize Letters’ page, where there is the option to choose and
customize letters to the following people:

1. The Editor being unassigned

2. Other users who are notified that an Editor has been unassigned (e.g., Office Staff, Author, and/or
Reviewers associated with the Submission)

3. The new (switched to) Editor being assigned

4. Other users who need to be notified that a new Editor has been assigned (e.g., Office Staff,
Corresponding Author, and/or other Editors). Letter(s) is associated with the Assign Editor Notification
event in ActionManager
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Switch to New Editor - Confirm Selection and Customize Letters

The following people are configured to receive a letter when an Editor is unassigned for a submission, and when the submission is
switched to a new Editor. Note: All new (switched to) Editors must be automatically assigned to the submission, even if the Editor
Role is traditionally invited for Editor assignments.

Click Customize if you want to personalize a particular letter. Once you have customized a letter, an asterisk is displayed next to
the person's name. If you do not explicitly customize the letter for a particular person, the default letter will be sent.

To change the letter =ent to an individual, click the Letter drop-down box next to that person's name and =elect a different letter.
Mote: if you personalize a letter, and then select a new letter, your personalized text will be lost.

If there is a person in the list to whom you do not want to send a letter, check the Do Not Send Letter box next to that person's
name. When you click Confirm Selections and Send Letters, that person will not be =ent a letter.

Editor Being Unassigned

Ed Editer, M.D. (Editor-in-Chief] IUnaSS|gn Editor 'l Customize

Others Notified of Editor Unassignment

Douaglas J. Kilgore (Editorial Assistant IEdrtor Unassigned VI Customize
Sam Shepard (Reviewer IEditor Unassigned 'l Customize -
H. Kitacka, M.D. (Author |Edit0r Has Been Unassigned = | Customize -

Mew Editor Being Assigned (Switched To)

C Edit: MO (A iate Edit .
ora Editora (Associate Editor] Im Customize O

Unavailable

Others Notified of Editor Assignment (Switched To)

Henry Sampson (Managing Editor) IEdrtorA53|gned 'l Customize

Cancel I Confirm Selections and Send Letters |

If to the Editor chooses to ‘Roll Back to Previous Editor’ on the ‘Unassign Editor’ page, s/he will be taken

to the Roll Back to Previous Editor — Confirm Selections and Customize Letters screen.
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Roll Back to Previous Editor - Confirm Selection and Customize Letters

The following people are configured to receive a letter when an Editor is unassigned for a
submission, and the submission is reassigned (rolled back) to the previous Editor.

Click Customize if you want to personalize a particular letter. Once you have customized a
letter, an asterisk is displayed next to the person's name. If you do not explicitly customize the
letter for a particular person, the default letter will be sent.

To change the letter sent to an individual, click the Letter drop-down box next to that person's
name and =select a different letter. Note: if you personalize a letter, and then select a new
letter, your personalized text will be lost.

If there is a person in the list to whom you do not want to send a letter, check the Do Not Send

Letter box next to that person's name. When you click Confirm Selections and Send
Letters, that perzon will not be sent a letter.

Editor Being Unassigned

Ed Editor, M.D. (Editer-in-Chief) IUnasmgn Editar vI Customize

Others Notified of Editor Unassignment

Douglas 1. Kilgere (Editorial Assistant) || Editor Unassigned = Customize

Sam Shepard (Reviewer] IEditor Unassigned vI Custemize -

H. Kitacka, M.D. (Author) |Editor Has Been Unassigned =] Customize Il
Cancel | Confirm Selections and Send Letters |

The Submission moves back up into the ‘New/Revised Submissions Requiring Assignment’ or ‘New
Assignments’ folder, depending on which Editor Role initially assigned the Submission. Otherwise, there is
no other record of the original assigned Editor (e.g., the Editor who was assigned in error).

Batch Reassignment of Active Submissions to New Editors

Editors will sometimes leave a publication with open assignments associated with their people record.
Starting in 16.1, publications will be able to transfer multiple open assignments in a single batch from one
in-chain editor to another or in multiple batches distributed among the new editors.

The batch assignment process will be initiated from the departing Editor’s Search People — Update
Information page. To transfer a departing Editor’s assignments, and Editor with ** permission should
search for the user’s record in Search People and click the link for their name in order to bring the user’s
Search People — Update Information page.

Within the ‘User Information’ section, click the button ‘Transfer Editor Assignments’.
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=l User Information

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

Default Login Role: Editor | +
Default Login Menu Ed»roha{ Menu J ~
Available as a Reviewer? *  Yes No @
Board Member? Yes No @

Forbidden as a Reviewer? Yes No @

Reviewer Role * None |+
Publisher Role * None [~
Editorial Role *  [Editor [~

Editor Description

Correspondence History

Additional People Details

This will open the Select Assignments for Transfer page where the Editor will be presented with all the
departing Editor’s assignments that are eligible for transfer to a new editor. The Editor may check off each
assignment to be reassigned to a new Editor. To select all assignments or deselect all assignments at once,

there are Check All and Clear All icons (Er 1 ) at the top and bottom of the assignment PowerGrid.

Select Assignments for Transfer from Emilia Editor to New Editor

21
i Select the submissions that you wish to transfer from Emilia Editor to a new Editor. Only active assignments eligible for transfer are listed on this page

Cancel )

M~ Page: 1 of 1 (4 total submission: 25 |+ resi

1
-
" D — “-

View Submission

ﬁf‘,""*‘ ¥ DEMOCD-D-19-00026R1  Christine Donovan Training Demo Manuscript With Editor
Istory

View Submission

i S_E:ﬂ”f" v DEMOCD-D-19-00032R1  mary mary Review Question Basic Science Section With Editor
listory

View Submission

m Details ¥ DEMOCD-D-20-00001 mary mary TF Test Basic Science Section Under Review
History
‘ »
Cancel €

Once assignments have been selected, clicking ‘Proceed’ will bring the Editor to the Replace Editor for
Selected Submissions page where the replacement Editor can be selected from a dropdown. Configured
‘Unassign Submission Batch from Editor’ and ‘Assign Submission Batch to New Editor’ can also be selected
and customized on this page. Click ‘Proceed’ to transfer the selected assignments.

Replace Editor for Selected Select New Editor
Submissions
Current Editor Unassignment Letter Do Not Send

Designate a new editor to replace the current editor and handle Emilia Editor Editor
the selected submissions listed

The editor unassignment and assignment letters shown are New Editor Assignment Letter Do Not Send

those configured as the default letters. These may be
customized, or different letters may be selected instead, if
additional letters have been configured in PolicyManager.

[No tetter configured] +

[ n ¢ configured| v

Previously selected submissions listed in the Selected
Submissions grid may be excluded from the batch assignment
by selecting Do Not Assign. Submissions for which there Is a
workflow conflict with the editor selected are automatically
excluded from the assignment.
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Reassign Editor Chain

For some publications, a Revision is often handled by the same set of Editors as previous versions of the
Submission but does not require any action by the upper-level Editors until it is time to make a decision.
In these cases, Publications have the ability to re-assign an entire Editor Chain from a previous version of a
Submission with the assignment (and optional notification) going to the last assigned Editor of the
previous version.

If this feature is enabled, the users will be directed to the ‘Reassign Editor’ page when clicking the ‘Assign
Editor’ link from the ‘Revised Submissions Requiring Assignment’ folder. This page displays the Editor
Chain(s) from the previous version of the Submission. The user may then choose to Reassign the Editor
Chain and customize the letter that will go to the lowest Editor in the chain, or Reassign the Editor Chain
and send the default letter to the lowest Editor in the chain.

Reassign Editors
Manuscript Classifications
Manuscript Number: INFORM- (1) Visual Information Design
2009-20R1
Title: Cultgral SEnsit_ivity to anc! Available
ISF"_T:;DE;Etat'Dn of Basic Geometric Assignment Current # Classification | Classification | during next|
Order Editor Name Editor Role Asslgnments Matches Mat: ches 30 days
The Editors listed were assigned to Editor 1 Boulder Moapa Managing Editor 1 Yes
the previous version of this Editer 2 Laurel Quinn Category Editor o Yes
submissicn in the order indicated. To Editer 3 Slate Stoneschild, Ph.D.  Associate Editor 3 o No
reassign the previous Editors in the
same order, use one of the .
';ﬁatis:lgzi.o.mbaiﬁoaﬂj ;;?gii%n:‘ossmﬂ Cancel Reassign with Customn Letter Reassign with Default Letter
each editor in succession, and the
last assigned Editor of the previous
wersion will then be responsible for
the submission.
If you would prefer to proceed with
the usual individual Editor
assignment process, use the 'Assign
Individual Editer' butten.
Assign Individual Editor
In the event that the prior version of the Submission had multiple Editor Chains assigned, the user is
presented with all chains and asked to select one to use for the revision.
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Reassign Editors

Manuscript Classifications

Manuscript Number: INFORM- (1) visual Information Design

2009-20R1

Title: Cultural Sensitivity to and More than one set of Editors was assigned to the last revision of this submission. Please choose the set to which the revised
Interpretation of Basic Geometric submission should be reassigned.

Shapes

The Editors listed were assigned to O Editor Chain 1

the previous version of this

submission in the order indicated. To Available
reassign the previous Editors in the during
same order, use one of the Assignment Curr # Classification | Classification | next 30
'Reassign..." buttons. The submission Order itor Name r Role ments Hatches Matchas days

will be automatically assigned to
each editor in succession, and the Editor 1 Boulder Moapa Ui Editor Yes
Yes

last assigned Editor of the previcus Editor 2 Laurel Quinn CEtEQUW Euitar
version will then be responsible for Editor 3 Slate Stoneschild, Ph.D.  Associate Fiic 3 No
the submission.

12 1o -

If you would prefer to proceed with
the usual individual Editor
assignment process, use the 'Assign
Individual Editor' butten.

Assign Individual Editor

O Editor Chain 2

Available
during
Assignment Cu # Classification | Classification | next 30
Order Editor Name tor Role Asslgnments Matches Matches days
1 Yes

Editor 1 Boulder Moapa Managing Editor
Editor 2 Galena Wimsey, Ph.D. Category Editor g

Cancel Reassign with Custom Letter Reassign with Default Letter

Alternately, if the user does not want to assign an entire chain, the user can click the ‘Assign Individual
Editor’ button to be brought to the standard ‘Assign Editor’ page to select an Editor for assignment.

If any Editor from the previous version is no longer available (e.g., their Editor role was removed or
changed), the page is displayed as follows:

e [fthereis at least one Editor Chain for which all the Editors are still available, these intact Editor
Chains are displayed.

e If there are no intact Editor Chains for the previous versions, a warning is displayed, and the user
must click ‘Assign Individual Editor’ to continue.

Replace Editor in the Chain

Editors and Administrators with appropriate permissions may replace or remove an Editor located in any
position in the current Editor Assignment Chain for the current version of a Submission, subject to
conditions related to the state of the Submission.

Depending on the logged-in user’s RoleManager permissions, an Editor assignment can be removed from
the chain or replaced by an Editor with a different Editor Role where:

The Editor being modified has NOT made or saved a decision AND one of the following applies:
4% Thereare no unprocessed reviews (invitations, open reviews, or reviews that were submitted
after the last complete decision was made), and
o One “Good Decision” (a complete decision that has not been skipped or terminated) has
already been submitted
o Another Editor in the chain has Make a Decision permission
4 OR all Reviewer assignments have been processed
4 OR there are unprocessed Reviewer Assignments AND there is at least one open Editor
Assignment with Make a Decision permission.
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Note: Replacing an Editor in the chain is not dependent on the method by which the Editor was
assigned. Publications using Suggest Editor, Assign Editor Chain, individual assignment, individual
invitation, and Direct-to-Editor assignments may use this feature.

To achieve this functionality, two sub-permissions are located in the Unassign Myself permission in Editor
RoleManager: Unassign Subordinate Editors and Replace Editor.

#» Unassign Subordinate Editors allows an Editor to remove his/her Editor Assignment or the
Assignment(s) of lower level Editor(s).

¥» Replace Editor allows an Editor to switch his/her own assighment (or that of a lower level Editor
if the user also has Unassign Subordinate Editors permission) to another Editor.

The existing permissions of Unassign Other Editors in conjunction with the Assign Editor permission will
allow users to remove or replace Editors anywhere in the chain (provided the Submission is in a state that
allows this).

The ‘Unassign Editor’ Action link is widely available for Editors with Unassign Other Editors and/or
Unassign Myself permission. The link displays consistently for a Submission when the Final Disposition has
not been set so long as the logged-in Editor has Unassign Other Editors permission or has Unassign Myself
permission and is in the Editor Chain.

Note: If the logged-in user meets the above requirements but the Submission is being edited, the
‘Unassign Editor’ Action link will not be available.

To replace or remove an Editor from the Editor Chain, the Editor clicks the ‘Unassign Editor’ Action Link.
The Editor is presented with the current Editor Chain and the actions available depend on the logged in
user’s permissions and the condition of the Submission. The instructions on the left sidebar of this page
may be customized in PolicyManager.

Sample Modify Editor Chain interface

Current Editor Assignment Chain

Modify Editor Chain I T I — T —
View Reviews and Comments Editor 1 Sally Editor Managing Editor Managing Editor _[ None Selected
Manuscript Number: m Editor 2 David Editor Section Editor Section Editor J None Selected L]

SALLYDEV120-D-15-00015
m Editor 3 Michael Editor Associate Editor Associate Editor [v] |Editor Search
Title: Testing Editor

Assignment Chain

The current Editor Assignment

Chain is displayed. You may Cancel
remove an Editor by clicking
the delete icon or may replace
an Editor for a particular step
in the Chain. To confirm
changes, click 'Confirm
Selections and Send Default
Letters' or 'Confirm Selections
and Send Custom Letters’. The
system will update Editor
assignments as needed and
send the selected letters.

From this page, Editors may click the trashcan icon to remove an Editor or use the Role and New Editor
drop-down to select a replacement for one or more Editors. Once a valid change to the Editor Chain has
been made, the Editor may proceed to send the notification letters. The ‘Details’ page will show the Editor
replacement information.

Partial ‘Details’ page, showing Editor replacement information — highlighted in pink text for reference only
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Editors

Name: John David Smith U [Prosy] (Replaced Sally Editor)
Role: Managing Editor

Date Assigned: Sep 29 2014 12:25PM

Date Completed:

Elapsed Days: 1]

Recommendation:

Name: Jackson Browne N [Proxy] (Replace o replaced Don Henley)
Role: Section Editor

Date Assigned: Sep 29 2014 12:25PM

Date Completed:

Elapsed Days: 0

Recommendation:

Top

Inviting/Assigning Reviewers

The Invite Reviewers action link becomes available once the paper has been assigned to an Editor. This
link can be used throughout the peer review process until a decision has been made on the paper and the
Author has been notified. Editors can also directly Assign Reviewers, skipping the invitation process and
moving the Submission directly to a Reviewer’s ‘Pending Assignments’ folder, if they have the proper

permissions.

When an Editor clicks on the ‘Invite Reviewers’ link, a new window pops up containing the ‘Reviewer

Selection Summary’ menu as shown below.

Submissions 00018R1

Editor Main Menu
mary mary
editor chain

View Submission Information R
View Reviews and Comments Reviewer Search

Manuseript Details ¥
History
Classifications

View Submission Bl Review Settings

Send E-mail completed.
Register and Select New Reviewer
Search Similar Articles in MEDLINE
Set Preferences

My Suggest Reviewer Preferences
v sueg Selected Reviewers

My Reviewer Display Preferences

Alternate Reviewers will be promoted automatically. (more...)

Proposed Reviewers

Return to View All Assigned Reviewer Selection Summary - Submission JONATHANTEST_Beta-D-20-

® Search My Publication Search for Reviewers - from |All Reviewers - Go

Quick Action Links This Submission will move to the "Submissions with Required Reviews Complete’ folder as soon as 2 [Change] review(s) have been

Automatically un-invite Reviewers who do not respend to an invitation within 5 [Change] day(s). (more...)

Automatically un-assign Reviewers who do not complete a review within 0 [Change] day(s) of the review due date. (more...)

Invited Reviewers and Linked Alternate Reviewers

There are currently no Reviewers Invited in the list.

Alternate Reviewers

There are currently no Alternate Reviewers in the list

There are currently no Proposed Reviewers in the list

These reviewers have been chosen as potential reviewers by your colleagues. (more...)

Your Time: 11:33, 05 May = Site Time: 11:33, 05 May

=] Review Settings

completed.

Automatically un-assign Reviewers who do not complete a review within 0 [Chan

This Submission will move to the 'Submissions with Required Reviews Complete' folder as soon as 2

hange] review(s) have been

Automatically un-invite Reviewers who do not respond to an invitation within 5 [Change] da . (more...)

) of the review due date. (more...)
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Submissions with Required Reviews Complete — Click on ‘Change’ to modify this default setting
configured by Article Type.

Automatically un-invite Reviewers who do not respond — Click on ‘Change’ to extend the period of time
the Reviewer has to respond to the invitation. This field may be set to 0 to disable the automatic un-invite
feature of EM.

Automatically un-assign Reviewers — Certain Article Types may be configured to automatically un-assign
Reviewers once they have agreed to review but prior to submitting their review. A set number of days
may be established per Article Type for Reviewers to submit their review after accepting the invitation.
The Un-Assign Reviewer option is displayed on the ‘Reviewer Selection Summary’ page. This field may be
set to 0 to disable the automatic un-assign feature of EM.

Note: It is still possible to manually un-assign a Reviewer after they have accepted an invitation. A link
appears next to his/her name allowing you to perform this action.

Searching for Reviewers

Search for Reviewers

Search by Classification Matches
Search by Personal Classifications
Suggest Reviewers

Select from Previous Reviewers

Reviewer Search

® Search My Publication Search for Reviewers | - | Go
Search for Reviewers

Suggested by Author

Search by Classification Matches
Search by Perscnal Classificaticns
suggest Reviewers

This Submission will move to rhSeIethmmPrevmusRewewers -

El Review Settings

.. .Js Comnlete’ folder as snon as 2 [Chanael review(s) have been

Search for Reviewers Mode

When Search for Reviewers is selected from the search mode drop-down, the Reviewer Search is modified
to provide a choice of Reviewer roles for which to search. By default, it will be set to All Reviewers, which
means that all Reviewer roles will be used in the search.

Reviewer Search

® Search My Publication Search for Reviewers L4 from |All Reviewers | = Go
All Reviewers

Chief Reviewer
Referee
Reviewer

= Review Settings |Entire Database
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Search for Reviewer All Reviewers - Manuscript Number DEMOCD-D-20-00018
mary mary
TEST
Author's Reviewer Preferences Manuscript Details ¥ # | Register and Select New Reviewer
Change Search Type
® Search My Publication  [Search for Reviewers - from |All Reviewers - Go
Search for Reviewers
Help with Searching Insert Special Character
( = Is/Is not |Selector | o |
v |Last Name I~ fs ~ |Begins With . [+ [orR [+ Remove
Last Name ‘ v |is » |Begins With v \ * [OR | » Remove

[~ [tast Name I~ [is ~ [Begins with v [~ [oRT+= [Remove
[+ [Last Name [~ fis ~ [Begins With v [~ [orRT~ [Remove

Note: If your journal is using secondary fields, it is possible to search for Reviewers by Secondary
Last Name or Secondary First Name when the fields are not set as Hidden on the ‘Edit Registration
Fields’ page.

There are links to the following information at the top of the screen.

Search for Reviewer All Reviewers - Manuscript Number DEMOCD-D-20-00006
mary mary
Test Question
Author's Reviewer Preferences Manuscript Details ¥ ! Register and Select New Reviewer

First Name

E-mail Address |

Position |

Department | = S =

Institution Fv:@wevc from |All Reviewers ﬁj

City |

State

Country

Search people Notes |

People Flag Name

Personal Classifications Insert Special Character

Personal Keywords

Secondary Last Name

TOsconcory First Name [1s/1s not_[Selector _______Jvalue | o |

v [Last Name [« ]lis \ » |Begins With v [+ [or ‘ v Remove
~  [tast Name [~ [is [~ [Begins with - [ [orR T~ [Remove
~ |Last Name = [is [~ [Begins with - [+ |or [+ | Remove
» |Last Name \ v |is ‘ » |Begins With v ‘ * |OR ‘ v Remove

View Reviews and Comments — This will display any reviews or comments submitted by Reviewers or
Editors — including previous versions of the paper.

Manuscript Details — Depending on Role permissions, it may be possible to view the details associated
with the paper.

Register and Invite New Reviewer — If a desired Reviewer is not currently registered in the system, this
link to Proxy Register may be used register the user and Invite him or her to review.

Search by Classification Matches Mode

When Search by Classification Matches is selected, the Editor can search for Reviewers based on matches
between the Manuscript Classifications and Reviewers’ Personal areas of expertise. The Editor is brought
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to a page that lists all Classifications associated with the manuscript and the number of Reviewers
associated with each Classification.

The Editor may search either for a specific Reviewer Role or All Reviewer Roles:

Reviewer Search

®) Search My Publication Search by Classification Matches | - from |All Reviewers v Go
All Reviewers

Chief Reviewer
Referee

= Review Settings Reviewer

Entire Database

Once the Reviewer role or All Reviewers has been selected the Editor clicks ‘Go’, the following menu will
be displayed:

Search Reviewer All Reviewers - Manuscript Number JONATHANTEST_Beta-D-20-00008 by Classification
mary mary
Nature: Earth's Greatest Gift

View Reviews and Comments Manuscript Details ¥ Register and Select New Reviewer

Change Search Type

® Search My Publication |search by Classification Matches | =

from |All Reviewers - Go

The number next to each Classification term below indicates the number of Reviewers with a Classification match
By selecting the Classification term(s) you will be able to view a list of those Reviewers.

Page: 1 of 1 (2 total Classification matches) Display (10 | ~ results per page.

Number of
Classification Reviewers
40 Nature 0

40.1 Birds 0
Page: 1 of 1 {2 total Classification matches) Display |10 | ~ results per page.

Cancel Submit

Register and Select Mew Reviewer

My Suggest Reviewer Preferences
Editor Main Meny

The Editor may select one or more Classifications.

Number of
Classification Reviewers
" 40 Mature o

40.1 Birds 0

A list of Reviewers associated with the selected Classifications is returned. The list can be ordered by

number of matching Classifications (see My Reviewer Display Preferences section). The Classifications are
listed at the top of the page for reference purposes (see below).
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Search Reviewer All Reviewers - Manuscript Number JONATHANTEST_Beta-D-20-00008 by Classification
mary mary
Nature: Earth's Greatest Gift

view Reviews and Comments Manuscript Details ¥ Register and Select New Reviewer

Change Search Type

® Search My Publication Search by Classification Matches | = from |All Reviewers - GnJ
Reviewer Candidates

Select a checkbox by each person you wish to select as a Raviewer (more...)

Page: 1 of 1 (2 total Reviewers) Display [10 | = results per page.

Reviewer Statistics
(Agreed Invitations) Invitation Statistics

John Smith ¥ (Reviewer’ No 2 Class match with MS Reviews in Progress: ] Date Last Invited: -
- 40: Hature Completed Reviews: 0 outstanding Tnvitations: o
< 40.1: Birds un-assigned After Agreeing: o Agree ]

Terminated After Agreaing: 0 Daclined ]
Last Review Agreed: un-invited Before Agreeing: o
Last Review Completed: - Terminated: ]
Last Review Declined: Total Invitations: o
Avg Days Outstanding: 0

Manuscript Rating; ]

Avg Review Rating: 0.0

Note: The list is organized by Classification Term, with associated Reviewers listed below each term. A
Reviewer may appear multiple times if the Reviewer has multiple Classification matches. When the Editor
selects a Reviewer’s name by clicking the checkbox, that Reviewer is displayed as selected throughout the
list, under each Classification Term that they are associated with. However, they will only receive one
invitation.

Search by Personal Classification Mode

When Search by Personal Classifications is selected the Editor can search for Reviewers based on the
Personal Classifications associated with each Reviewer.
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Search for Reviewers by Personal Classifications
On the left, below, is the complete list of Classification Terms currently assigned to people in this publication.
Classification terms that are not assigned will not appear in the list. If you want to search for potential Reviewer
candidates associated with particular Classifications, transfer classifications to the "Selected Classifications” list by

checking them and using the "Select-=" button, then click "Search for Reviewers" to execute the search. A
maximum of 5 Classifications may be selected in any given search.

Manuscript Details ¥ Register and Select Mew Reviewer

Reviewer Search

® Search My Publication Search by Personal Classifications| « from |All Reviewers A Ga |

Help with Searching

The Classifications for this manuscript are:
40: Nature 40.1: Birds

Cancel '| Search For Reviewers \
Search: Search | MJ
[Matching terms display in red text]
Expand All Selected Classifications: Limit 5 Classifications
2} 10: First Major Term
+ . 20: Second Major Term

30: Third Major Term
:-;.: . 40: Nature

50: Weather

The Editor is brought to a page that lists all of the Classifications that are assigned to people in the system,
with a checkbox next to each term. The Editor selects the Classification Terms desired and then clicks on
‘Select’ to move them into the Selected Classifications section. A list of Reviewers associated with the
selected Classifications is returned. The list can be ordered by the number of matching Classifications (see
My Reviewer Display Preferences section).

Reviewer Candidates

Select a checkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 1 (1 total Reviewers) Display |10 | = results per page
| inv. [Asn. [Alt. [Prop.  Mame Classifications (Agreed Invitations
John Smith ¥ (Reviewer) No Reviews in Progress: 0 Date Last Invited:
leted Reviews: 0 Outstanding Invitations: 0
0 nor Term under Second gned After Agreeing: 0 Agreed: 0
pe Ewlr::s ted After Agreeing: 0 Declined: _ 0
S0: Weather Last Review Agreed: - Un-invited Before Agreeing: 0
Last Review Completed: - Terminated: 0
2 Class match with MS Last Review Declined: - Total Invitations: 0
* 40; Nature Avg Days Outsta : 0
* 40.1: Birds Manuscript Rating: 0
Avg Review Rating: 0.0
(* indicates match between Reviewer and Manuscript Classifications)
Page: 1 of 1 (1 total Reviewers) Display [10 | + results per page

Note: The Classifications are listed at the top of the page for reference purposes.

Note: The list of Classifications may appear incomplete because it is a list of all Classifications assigned to
registered users in the system; it is not a complete list of Classifications. If a Classification term does not
appear on the list, no one in the system has selected that term as a Personal Classification.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 90 . Aries

Powered by

systems



Note: Unlike the Search by Classification Matches, which identifies matches between the Reviewer’s
Personal Classifications and the Submission’s Manuscript Classifications, this mode allows the user to
search for Reviewers by Personal Classification independent of the Manuscript Classifications.

Note: The Classification display preferences in My Reviewer Display Preferences DO NOT affect the
Classification display in this Reviewer selection mode. The sort preferences on the My Reviewer Display
Preferences DOES affect the sort order.

Search for Reviewers Suggested by Author

Publications that have enabled the Suggest Reviewers submission step, which allows Authors to suggest
one or more Reviewers who they feel would be suitable to review the paper, may use these suggestions
to run searches of their database. This search mode, called Suggested by Author, is present on all
Reviewer Search pages as long as the Author has suggested at least one Reviewer.

Search for Reviewer All Reviewers - Manuscript Number DEMOCD-D-20-00006
mary mary
Test Question

Author's Reviewer Preferences Manuscript Details V¥ | Register and Select New Reviewer

Change Search Type

®) Search My Publication [Search for Reviewers |L» from |All Reviewers - Go |
Search for Reviewers
Suggested by Author

Search by Classification Matches
Search for Reviewers Search by Personal Classifications

Help with Searching Insert Special Character
[( lcrterion ______________|is/Isnot |Selector T
[+ [tast Name v [is Begins With . ~ [oR T~ [Remove)
[+ [tast Name v [is ~ [Begins with - > [oR T~ [Remove
[+ [Last Name v |is ~ |Begins With - * |OR |~ Remove |

When this search mode is used, the system takes the Email Address(es), Last Name(s), and First Name(s)
entered by the Author on the Suggest Reviewers submission step and executes a query to identify

possible matches in the system. The results page includes a list of all possible matches based on the above

and are displayed based on the following criteria, exposed in three “levels” so that the user is presented
with a manageable number of Reviewers (i.e., best possible matches first) on the page:

e Level 1: If a suggested Reviewer has an exact email match to a person in the database that user
is returned first in the result set. These results are displayed in the search results grid. Below
these matches is a ’ See More Matches (First & Last Name)’ link. Clicking this link opens the
Level 2 matches. This link is only displayed if there are additional Reviewers in the result set
with an exact match on First and Last Name.

e Level 2: If a suggested Reviewer has an exact match on First Name and Last Name, it is returned
next in the results. If there is a match on Email, First Name, and Last Name, the Reviewer will
only be returned once, in the email match section of the result set. Below these matches is a '
See More Matches (First Initial & Last Name)’ link. Clicking this link opens the Level 3 matches.

This link is only displayed if there are additional Reviewers in the result set with a match on First

Initial and Last Name.

o Level 3: If a suggested Reviewer has a match on Last Name and First Initial only that user is
returned in the result set below the First Name and Last Name match set.

The results are returned in this way with the assumption that a match on John Smith with the email
address jsmith@harvard.edu (Level 1 match) is more relevant than 14 other Reviewer candidates with
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names like Jane Smith, Jolene Smith and Jasper Smith (Level 3 match). The Level 3 matches are not
immediately shown to the user, but the user can quickly expand these results to look deeper into the
candidate pool without having to re-run the query.

A Reviewers Suggested by Author area is also displayed, listing the Reviewer information against which
the query is run.

Search for Reviewer Suggested by Author All Reviewers - Manuscript Number BETSYTEST90-D-11-00009
Kermit the Frog
Checking out how Suggest Reviewer works 04-21-2011

Auther's Reviewer Preferences  Manuscript Details  Register and Select New Reviewer

Change Search Type

from |AllReviewers | ¥ Go

Joe Reviewer, trash2@ariessys.com; Addy Batty, bhopkins@edmgr.com; Ron Reviewer, Anthony Author,

(& search My Publication |Suuuasled by Author V\

Joe Reviewer

The follewing Reviewers suggested by the Author were not found in the system.

Reagister and Select New Reviewer

Reviewer Candidates

Select a checkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 1 (3 total )

results per page.

Select As Reviewer Board Reviewer Statist
mm@ Name Memher Classi ions| (Agreed Invitations) Invitation Sta

People Notes:
See More Matches (First Initial & Last Name)

Page: 1 of 1 (3 total )

This is a very important revi :wer wheo requires few reminders.

(* indicates match between Reviewer and Manuscript Classifications)

Display results per page.

[0 O [ wiliam Costa. DDS (Biostat Reviewer) Reviews in Progress: Outstanding Invitations: 0
Completed Reviews: o Agreed: 0
Un-assigned After 1] Declined: 1]
Agreeing: Un-invited Before Agreeing: 0
Terminated After 0 Terminated: 0
Author may have suggested this reviewer; :ag::s:\?i:aw Agreed: _ Total Invitations: o
an email match was found.
Last Review Completed: -
Last Review Declined: -
Avg Days Outstanding: 1]
Manuscript Rating: 0
Avg Review Rating: 0.0
[0 [0 [ Anthony Author, MO (Biostat Reviewer) ‘fes Reviews in Progress: o Outstanding Invitations: ]
e e ST Completed Reviews: 3 Agreed: 4
Un-assigned After 0 Declined: 3
Agreeing: Un-invited Before 3
Terminated After 1 Agreeing:
Author may have suggested this reviewsr; a Agl‘eemg_: N Terminated: &
match on first and last name was found. Last Rev!ew Agreed: D2/11/2003 Total Invitations: 18
Last Review Completed: 02/11/2003
Last Review Declined: 04/03/2003
Avg Days Outstanding: 129
Manuscript Rating: o
Awvg Review Rating: 0.0
[0 [0 [0 ReonReviewer. MD (Reviewer) es Reviews in Progress: o Outstanding Invitations: 3
Harvard Medical School Completed Reviews: 282 Agreed: 2592
Un-assigned After 4] Declined: 27
Agreeing: Un-invited Before 11
Terminated After 10 Agreeing:
%Iternate Reviewsr for 1 other subm Agreeing: Terminated: 17
P8 Last Review Agreed: 02/07/2011 Tgtal Invitations: 350
Last Review Completed: 01/05/2012
Last Review Declined: 07/28/2005
Avg Days Outstanding: i1
Manuscript Rating: 70
Avg Review Rating: 74.0
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Note: The ‘Author’s Reviewer Preferences’ link still displayed at the top of the page.

If any Reviewers suggested by the Author do not return any matches, a section is displayed that lists each
Reviewer with a ‘Register and Select New Reviewer’ link next to each person’s name, so that the user can
easily register the person and select them as a Reviewer for the Submission. The ‘Proxy Registration’ page
is pre-populated with the First Name, Last Name, and Email Address of the Reviewer suggested by the
Author.

Note: This search mode is also available when searching another publication with which Reviewer Sharing
is established.

Search for Reviewers Suggested by Author - Manuscript Number PONE-D-10-01798
Karl Michaels
“Future risk of severe knee and hip osteoarthritis in skiers”

Author's Reviewer Preferences Manuscript Details  Register and Select New Reviewer

Change Search Type

&) Search My Publication Suggested by Author v from | Entire Database | Go
Help with Searchin:
Reviewers Suggested by Author

Tom Smith, tom@harvard.edu; Sally Jones, sjones@ariessys.com; Ellen Srown, ellen@yale.edu
Clear all | Search
Reviewer Candidates

Serry, no Reviewers were found that match the search criteria.

Tom Smith Reqister and Select New Reviewer

Sally Jones Reqister and Select New Reviewer

Ellen Brown Reqgister and Select New Reviewer

Reqgister and Select New Reviewsr

Cancel Froceed

Suggest Reviewers Mode

When Suggest Reviewer is selected the Editor can search for Reviewers based on pre-determined criteria
configured in My Suggest Reviewer Preferences. The Editor is delivered to a page that lists all of the
possible Reviewers who match that particular Editor’s preferences.

Note: The Classification display preferences in My Reviewer Display Preferences DO affect the
Classification display in this Reviewer selection mode. The sort preferences on the My Reviewer Display
Preferences DOES NOT affect the sort order (these are determined in My Suggest Reviewer Preferences).

Editors may select a Reviewer candidate sort preference on the ‘My Reviewer Display Options’ page from
three available sort order options. When using the Suggest Reviewer search option, the order in which
Reviewer candidates are displayed is defined on the ‘My Suggest Reviewers Preferences’ page.

Editors have options to define the Reviewer candidate display order. The ‘My Reviewer Display Options’
page provides Editors with options to use for ranking the order in which Reviewer candidates are

displayed on search results pages:

e Ascending Reviewer Name
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e Number of Matches to Manuscript Classifications (Most matches displayed first)
e Board Membership (Board Members listed first)
e Average Review Rating (Highest Ratings listed first)

e Total Number of Completed Reviews (Highest number displayed first)

Editors may define multi-level sorting preferences, i.e., Primary, Secondary, and Tertiary, etc., using the

number entry boxes.

My Reviewer Display Preferences

Classifications

Please choose how you would like Classifications to be displayed on the Reviewer Selection
results pages. This setting applies to all Reviewer search modes, except for Search by
Personal Classifications.

® Show only Classification matches with manuscript
O Suppress Classifications

(O show all Personal Classifications for the Reviewer candidate

Sort the Candidate Reviewer list in order of importance by:

You may also choose how the Candidate Reviewer lists are sorted. This sort preference
applies to all Reviewer search modes, except for Suggest Reviewers, which has its own
separate set of preferences.

1 Ascending Reviewer Name

2 Number of Matches to Manuscript Classifications (Most matches displayed first)
3 Board Membership (Board Members listed first)

|4 Average Review Rating (Highest Ratings listed first)

s Total Number of Completed Reviews (Highest number displayed first)

Update Order

The ‘My Suggest Reviewer Preferences’ page allows Editors to rank the order of Reviewer candidates. The
ranking functionality is organized with number entry boxes and several sort criteria. Suggested Reviewers

may be sorted by the following:

e  Board Membership
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e Number of Matches to Manuscript Classification

e Number of Pending Reviews

e Average Number of Days Reviews are Outstanding
e Date Last Review Completed

e Average Review Rating (Highest Ratings listed first)

e Total Number of Completed Reviews (Highest number displayed first)

My Suggest Reviewer Preferences

Exclude the following from the list:
¥ people from the same institution

¥/ people from the same city

People with unavailable dates within the next |0 days
People with more than |0 pending reviews
People with fewer than |2 matches to manuscript classifications

Sort the Candidate Reviewer list in order of importance by:

1 Board membership

2 Number of matches to manuscript classifications
3 Number of pending reviews

4 Average number of days reviews are outstanding
5 Date last review completed

6 Average Review Rating (Highest Ratings listed first)
7 Total Number of Completed Reviews (Highest number displayed first)

Update Order |

Cancel | | Submit |

Invite, Assign, Alternate, or Proposed Overview

When an Editor searches for a Reviewer, the Editor will see up to four selection checkboxes, depending on

their RoleManager permissions.
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Reviewer Candidates

Select a checkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 1 (6 total ) Dlsplaym results per page.
i R S == S
Name Member Classifications | (Agreed Invitations) Invitation Statistics
cwer) Reviews in Progress: Outstanding Invitations:
MD Anderson Cancer Center Completed Reviews: &2 Agreed: 67
Un-assigned After Agreeing: 0 Declined: 12
Terminated After Agreeing: 5 Un-invited Before Agreeing: 17
Last Review Agreed: Mar 04 2011 02:47FM Terminated: 38
Alternate Reviewer for 1 other submission Last Review Completed: Mar 04 2011 02:49PM | Total Invitations: 137
Last Review Declined: Jun 25 2004 11:33AM
Avg Days Outstanding: 27
Manuscript Rating: 70
Avg Review Rating: 76.3
FINPE ] [[] Peter Reviewer Vireviewer) No Reviews in Progress: 2 Outstanding Invitations: 2
Completed Reviews: 5 Agreed: 7
Un-assigned After Agreeing: 0 Declined: 2
Terminated After Agreeing: 0 Un-invited Before Agreeing: 9
. Last Review Agreed: Apr 05 2011 03:51PM Terminated: 1
iz e =T & T SRS Last Review Completed: Mar 04 2011 02:50PM Total Invitations: 21
Last Review Declined: May 05 2003 12:08PM

Note: The Reviewer's institution is displayed directly under the Reviewer Role as shown above. If the
Reviewer has no institution listed on their people record, no information will be displayed.

Invite — Editors with the ‘Invite Reviewers’ permission will see a Select as: ‘Inv.” (Invite) checkbox next to
each name in the search results. By checking this box, the Reviewer will be immediately invited and sent
an invitation letter. Once invited, Reviewers will appear in the Selected Reviewers section on the
‘Reviewer Selection Summary’ menu.

Page: 1 of 1 (6 total ) Dlsplaym results per page.
e EE s e
Yinv.|Asn.|Alt |Prop. | Name Member Classifications | (Agreed Invitations) Invitation Statistics
OO O O Robert Referee, MO ¥ 7 (Reviewer) Reviews in Progress: Outstanding Invitations:
WD Andersen Cancer Center Completed Reviews: 52 Agreed: 57
Un-assigned After Agreeing: 0 Declined: 12
Terminated After Agreeing: 5 Un-invited Before Agreeing: 17
Last Review Agreed: Mar 04 2011 02:47FM Terminated: 38
Alternate Re er far 1 other submission Last Review Completed: Mar 04 2011 02:49PM | Total Invitations: 137
Last Review Declined: Jun 25 2004 11:33AM
Avg Days Outstanding: 27
Manuscript Rating: 70
Avg Review Rating: 76.3

Assign — Editors may Assign Reviewers directly to a Submission, eliminating the step where the Reviewer
Accepts or Declines an invitation. If the Editor has permission to Invite Reviewers as well as Assign, the
‘Asn.” box displays to the right of the ‘Inv.” box. When the desired Reviewers are selected, the Editor clicks
the ‘Proceed’ button to continue to the ‘Confirm Selections’ page.

\ Page: 1 of 1 (6 total ) Dlsplay 10 % resu\ts per page.
e e e e (SIS e
Inv. Asn. Name Member Classifications | (Agreed Invitations) Invitation Statistics
O o |:| O Robert Referes, MD W 7 (Reviewer) Reviews in Progress: Outstanding Invitations:
MD Anderson Cancer Center Completed Reviews: 62 Agreed: 67
Un-assigned After Agreeing: 1] Declined: 12
Terminated After Agreeing: 5 Un-invited Before Agreeing: 17
Last Review Agreed: Mar 04 2011 02:47PM Terminated: 38
Alternate Reviewer for 1 other subrission Last Review Completed: Mar 04 2011 02:49PM | Total Invitations: 137
Last Review Declined: Jun 25 2004 11:33AM
Avg Days Outstanding: 27
Manuscript Rating: 70
Avg Review Rating: 76.3

Default Reviewer Letters — All Reviewer Invited/Assigned events can now have three default letters
associated with them based on whether the Submission is original, a revision, or a revision for which the
Reviewer has reviewed a previous version.
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Alternate — Editors with the Select Alternate Reviewers permission will see a Select as: ‘Alt.” (Alternate)
checkbox next to each name in the search results. By checking this box, the Editor can choose Alternate
Reviewers who can be either linked to an Invited Reviewer or automatically promoted if an Invited
Reviewer declines the invitation (or if EM is set to automatically un-invite a reviewer who has not
responded to an invitation). Reviewers with different roles can be configured to not replace each other to
ensure a Reviewer with the same role replaces a Reviewer who either declined or was un-invited.

N\
Page: 1 of 1 (6 total ) Dlsplay 10 v resu\ts per page.
e S e TSI
m Asn. | Alt. m Name Mamher Classifications | (Agreed In ons) Invitation Statistics
O O g O Robert Referee, MD ¥ 7 (Reviewer) Reviews in Progress: Outstanding Invitations:

WD Andersen Cancer Center Completed Reviews: 62 Agreed: 67
Un-assigned After Agreeing: 0 Declined: 12
Terminated After Agreeing: 5 Un-invited Before Agreeing: 17
Last Review Agreed: Mar 04 2011 02:47PM Terminated: 38

Alternate Reviewer for 1 other subrission Last Review Completed: Mar 04 2011 02:49PM | Total Invitations: 137
Last Review Declined: Jun 25 2004 11:33AM
Avg Days Outstanding: 27
Manuscript Rating: 70
Avg Review Rating: 76.3

Proposed - Editors with the Propose Reviewers permission will see a Select as: ‘Prop.” (Proposed)
checkbox next to each name in the search results. This allows Editors to recommend Reviewers for other
Editors to use. Proposed Reviewers are listed on the main ‘Reviewer Invitation’ summary pages, and can
be selected directly to use as Invited or Alternate Reviewers. A Proposed Reviewer can also be one that
has already been invited or set up as an Alternate — a red warning will appear by the Reviewer’s name if
s/he has already been proposed.

AN
Page: 1 of 1 (6 total ) Dlsplav 10 v resu\ts per page.
R 1 N e —
Name Hember Classifications | (Agreed Invitations) Invitation Statistics
O O o Ij Robert Referes, MO W 7 (Reviewer) Reviews in Progress: Outstanding Invitations:

MD Anderson Cancer Center Completed Reviews: Agreed: 67
Un-assigned After Agreeing: 0 Declined: 12
Terminated After Agreeing: 5 Un-invited Before Agreeing: 17
Last Review Agreed: Mar 04 2011 02:47PM Terminated: 38

Alternate Reviewer for 1 other submission Last Review Completed: Mar 04 2011 02:49PM | Total Invitations: 137
Last Review Declined: Jun 25 2004 11:33AM
Avg Days Outstanding: 27
Manuscript Rating: 70
Avg Review Rating: 78.3

Once the Proposed Reviewers have been selected and the ‘Proceed’ button has been clicked, the Editor
will be prompted with a Notes field where they can fill in related information about the Proposal. If more
than one Reviewer has been proposed, all of the Proposed Reviewers will appear in a list as follows:

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 97 X 1
Powered by: Aries
systems



Select Reviewers - Confirm Selection and Customize Letters
Submission JONATHANTEST_Beta-D-20-00019
mary mary
"Suggest Reviewers"

You have selected the following people as potential Reviewers (more...)

Proposed Reviewers

Jen Editor ¥ Reviewer Open in New Window
J

Kate Editor ¥ Reviewer Open in New Window |

Adam Editor ¥ Reviewer Open in New Window

Change Selections |

Cancel |  Confirm Selections and Proceed |

Naree __________________________Notes____________________________ |DoNotUsc

The Notes can open in a new window. The ‘Do Not Use’ checkbox may be used if the Editor has changed

their mind.

Reviewer Selection Summary Overview
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Return to Rescinded Cecisicns
Return te Main Menu

View Submission
Information:
View Reviews and Comments

Manuscript Details ¥
Classificaticns

View Submissicn

Author's Reviewer Preferences
Quick Action Links:

Submit Editer's Decision and
Comments

Send E-mail

Register and Select New
Reviewer

Search Similar Articles in
MECLINE

Set Preferences:

My Suggest Reviewer
Preferences

My Reviewer Display
Preferences

Reguest Unregistered Reviewer

Reviewer Selection Summary - Submission
CAROLINEDEV101-D-13-00002

Duncan James Webber, MD
“Article Title - Redesign the reviewer selection summary page.”

Enter Reviewer Selection Instructions Here. This section will be suppressed when content is null. When there are
instructions that exceed three lines, the (more/less) expand and collapse option is displayed. The first instance
the Reviewer opens the page, the instructions display with the (less) toggle and subsequent visits to the page
dizplays the previous state when the user leaves the page. (less...)

Reviewer Search

from | All Reviewers v

* Search My Publication Search for Reviewers v co

Reviewer Discovery from @ PVOU ProQuest Community of Scholars

= Review Settings

This Submission will move to the 'Submissions with Required Reviews Complete' folder as =soon as 1 [Change]
review(s) have been completed.

Automatically un-invite Reviewers who do not respond to an invitation within 7 [Change] day(s). (more...)

Automatically un-assign Reviewers who do not complete a review within 0 [Change] day(s) of the review due
date. (more...)

Selected Reviewers

Invited Reviewers and Linked Alternate Reviewers

Caroline Reviewer (Reviewer-OPH) ¥ Review Complete
2014 4:45PM

Rex T Jones (Reviewer-OPH) k-4 Review Complete

Feb 13 2014 12:59FM

Alternate Reviewers

There are currently no Alternate Reviewers selected for this submission.

Alternate Reviewers will be promoted automatically. (more...)

Proposed Reviewers

Mo Reviewers have been proposed by any Editor for this submission.

These reviewers have been chosen as potential reviewers by your colleagues. (more...)

Return to Rescinded Cecisicns
Return te Main Menu

Reviewers Search Section

This section allows a search for Reviewers by Reviewer role, Personal Classifications, Classification
Matches of Submission, Suggest Reviewer, and Select from Previous Reviewers.

Rewviewer Search
& Search My Fublicstion

~~ Search Anothsr
** Publication

Search lor Revieners w from Al Roviswers W

Checs Pubbcgion % rmade  Seaich e Reveweir »

Selected Reviewers Section

From this section Invited Reviewers can be un-invited, un-assigned, or re-invited.
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Selected Reviewers

Invited Reviewers and Linked Alternate Reviewers

Remy Referee (Reviewer)

Un-assign
Z (Revi

Arnold Appraiser (Reviewer) Un-invite

= | 20 . 3 : \ i

| ©F Robert Reviewer (Reviewer) Linked Alternate

£ o0 : . 2

{:“»} O Marcus Smith (Reviewer) Linked Alternate

Charles Critic (Reviewer) Reviewer Invited P

Ma N1 Un-invite

Claire Commentator (Editorial Board Reviewer) e
Un-invite

Richard Reviewer (Reviewer) giscey
Un-invite

ivi ini i )
Olivia Opinion (Reviewer) Reinvite

Alternate Reviewers

—
17;‘ tr,- y m Sally Solicitor (Editorial Board Reviewer)

Alternate Reviewer Invitation Letters

Alternate Reviewers will be promoted automatically. (more...)

Alternate Reviewers Section

Alternate Reviewers can be promoted, removed, or linked to specific Invited Reviewers from this screen.

Linking Alternate Reviewers

Alternate Reviewers can be linked to a specific Invited Reviewer by clinking the link icon (do ). These
Alternate Reviewers will only be promoted if the Reviewer to whom they are linked is un-invited or
declines the invitation. The linked alternate will be promoted before any un-linked Alternate Reviewers

are used. It is possible to combine linked and non-linked Alternate Reviewers within the same Submission.

10
Use the broken link icon (2* ) to un-link an Alternate Reviewer to a specific Invited Review.

Proposed Reviewers Section

The Proposed Reviewers can be accessed via the ‘Reviewer Selection’ summary menu as shown below.
This is the menu that is displayed when the ‘Invite Reviewers’ link is clicked after the Reviewer selection
has been made. Within the Proposed Reviewers section of the menu, there are links to the Reviewer
people record, proposing Editor people record, and also a link to view any notes that have been written
about why the Reviewer has been proposed. Editors can also choose to remove the Proposed Reviewer
from the list.
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Proposed Reviewers

¥l Display Proposed Reviewer Flag I»

John Smith
(Reviewer) mary mary May 05, 2020 Cd
v

Richard Reviewer
(Reviewer) mary mary May 05, 2020 View Invited
1=

Rick Reviewer
(Reviewer) mary mary May 05, 2020 View
=4

Jen Editor
(Reviewer) mary mary May 05, 2020 L4
=4

Kate Editor
(Reviewer) mary mary May 05, 2020
=4

Select

These reviewers have been chosen as potential reviewers by your colleagues. (more...)

To turn a Proposed Reviewer into an Invited Reviewer, check the box labelled ‘Invite’ and click ‘Select’.
The following confirmation screen will be displayed:

Select Reviewers - Confirm Selection and Customize Letters
Submission JONATHANTEST_Beta-D-20-00019
mary mary
"Suggest Reviewers"

You have selected the following people as potential Reviewers (more

Previously Submitted Reviews

The following reviews have been submitted, You may include a copy of each Reviewer's commants in invitations to new Reviewers by clicking the checkbox. These
comments will display in invitation letters If the appropriate Reviewer commaent merge flelds are used. To see the comments, click the Reviewer's name. Customize
oach lettar 20 odit the commaent taxt that will be sesen by the Invited Reviewer, Dut note that customizing a letter creates & fixed copy of that letter that s not
afected by subsequent changes to your selections

Please select any previously submitted reviews for Incdusion before customizing Invitation letters.

fichard Reviewer, B.S (Original

Reviewers to Invite

Name Lettor Dwe Date Do Mot Invite
Joher Smith ¥ (Raviewer Reviawer inv 05/19/202¢ L
Customize mm/dd/yyyy

Change Selections |

Cancel |  Confirm Selections and Proceed |

Access to Reviewer Declined Reasons

The ‘Reviewer Selection Summary’ page includes links to Reviewer decline reasons. For each Reviewer
who has declined to review a Submission, the Selected Reviewers grid contains a ‘Decline Reason’ link
that, when clicked, will expand to display the Reviewer’s reason. If the Reviewer did not provide a reason,
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the text ‘No Reason Entered’ is displayed. Additionally, an All Reviewer Decline Reasons link is displayed
directly below the Selected Reviewers grid that will expand/collapse all Reviewer Decline reasons.

Sample page; Decline Reasons collapsed (default setting)

Reviewer Selection Summary - Submission DEMO-D-03-00063
Anthony Author, MD
“Testing for ActionManager”

Manuscript Details ¥ Classifications

View Submissicn

This Submission will move to the 'Submissions with Required Reviews Complete' folder as soon as 3 [Change]
review(s) have been completed.

Automatically un-invite Reviewers who do not respond to an invitation within 0 [Change] day(s). (more...)

Automatically un-assign Reviewers who do not complete a review within 0 [Change] day(s) of the review due
date. (more...)

Reviewer Search

(® search My Publication Search for Reviewers b from | All Reviewers w

Selected Reviewers

Peter Reviewer (Reviewer) ¥ Reviewer Declined Decline Reascn
Kriz Kringle (Biostat Reviewer) A Reviewer Declined No Reason Entered
Eenaldo Reviewer (Biostat Reviewer) % Reviewer Declined Decline Beason
Ron Reviewer (Reviewer) ¥ ;err_ninated After Agreeing to

eview

All Reviewer Decline Reasons

Alternate Reviewers

There are currently no Alternate Reviewers selected for this submission.

Sample page; all Decline Reasons expanded

Reviewer Search

G} Search My Publication | Search for Reviewers w from | All Reviewers A

Selected Reviewers

Eeter Reviewer (Reviewer) ¥ Reviewer Declined Please Contact:
Frankie A. Valon
[El Decline Reascn

Kriz Kringle (Binstat Reviewer) ¥ Reviewer Declined No Resson Entered
Renaldo Reviewer (Biostat Reviewer) % Reviewer Declined As you can tell, I
have been

unavailable for a bit.
To expedite this
review, I suggest you
enlist another
Reviewer.
[ Decline Reason
Eon Reviewer (Reviewer) ¥ Terminated After Agreeing to
Review

El All Reviewer Decline Reasons

Additionally, the ‘Search for Reviewer’ pages include a link at both the top and bottom called ‘View All
Decline Reasons’.
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Partial page display, ‘Search for Reviewer All Reviewers’; link displayed

Search for Reviewer All Reviewers - Manuscript Number DEMO-D-03-00063
Anthony Author

Testing for ActionManager /
Manuscript Details ¥ Reqister and Select New Reviewer View All Decline Reasons

Change Search Type
(* search My Publication | Search for Reviewers - from | AllReviewers hd Go

search for Reviewers

Help with Searching Insert Special Character
[ Jcreron — [rs/tsnorfsotector Juae D | |

|LastName v| |i5 v| |Begin5‘a'v"rth v| | |
|LﬁstNﬁme v| |is v| |BeginsW'rth v| | |0R v| Remove |
|LastName v| |i5 v| |Begin5‘a'v"rth v| | |0R V| Remove |

| |0R v| Remowve

|

|
|LastName v| |i5 v| |Begin5‘a'v"rth v| | | |0R V| Remove

|

|

[Lastname v| [s ~] [Beginswin ~] | [or | Remove
|LastName v| |i5 v| |Eegin5‘;’u"rth v| | Remove

Clicking this link on any of the ‘Search for Reviewer’ pages opens a pop-up window displaying all Declined
Reviewers and Reasons for the current revision of the Submission. The default sort order of this page is by
the Date Invited column in ascending order, though the results may be sorted by Reviewer Name or Date
Declined, as well.

All Reviewer Decline Reasons for Manuscript Number: DEMO-D-03-00063
Anthony Author, MD
"Testing for ActionManager"

Close

All Reviewer Decline Reasons

Reviewer
Date Invited |Date Declined
AT AT Decline Reason
Renaldo Jan 30 2009 Sep 26 2012 As you can tell, I have been unavailable for a bit. To expedite this review,
Reviewer 04:10PM 12:16PM I suggest you enlist another Reviewer.
Kris Kringle, - Jan 30 2009 Sep 26 2012
101 04:10PM 12:19PM llo Reasan Entered
Jan 30 2009 Sep 26 2012

Peter Reviewer Please Contact: Frankie A. Valon

04:10FM 12:20PM

Close

Other Functions Available on the ‘Reviewer Selection Summary’ Page

Other functions available from the ‘Reviewer Selection Summary’ page include: access to the ‘Details’
page, changing the Required Number of Reviewers setting, changing the number of days a Reviewer has
to respond to an invitation to review, Un-invite Reviewers, Promote Alternate Reviewers (also possible by
Article Type), Request Unregistered Reviewers, Register and Invite New Reviewer, My Suggest Reviewer
Preferences, and My Reviewer Display Preferences.
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Register and Invite New Reviewer

If an Editor cannot find a potential Reviewer in the database, or if the Editor knows that a particular
person is not currently registered on the EM site, the Editor may Proxy Register that person using the
‘Register and Invite New Reviewer’ link.

The Editor can register a person even if they only have limited contact information, send a custom letter
to the registrant, assign a Reviewer role, and immediately invite the registrant to review the Submission.
This can all be done without leaving the Select Reviewer interface.

Request Unregistered Reviewer

This feature allows an Editor to send an email message to the Editorial Office requesting that they locate
Reviewer contact information for a Reviewer not already registered.

My Suggest Reviewer Preferences

The Suggest Reviewer feature will suggest qualified Reviewers based on a predetermined set of criteria
defined in the My Suggest Reviewer Preferences.

There are two parts to configuring the My Suggest Reviewer Preferences page: identifying what kind of
people should be excluded from the list of possible Reviewers and identifying how the people in the list of
possible Reviewers are sorted and displayed.

My Reviewer Display Preferences

Editors configure how Reviewers’ Classification data should be displayed when viewing a list of potential
Reviewers on the Select Reviewer screen. Editors also configure an initial sort preference.

Classification Display:
e Display all Classifications
e Display only the matching Classifications
e Suppress Classification display

Sort Preference:
e Sort the results alphabetically by last name
e Sort the results by the number of matches between Reviewer Personal Classification matches
and Manuscript Classification matches
e Sort the results with Board Members listed first
e  Sort the results with highest Average Review Ratings listed first
e Sort the results with the highest Total Number of Completed Reviews listed first

Users will be able to choose a default sort for all of the ‘Reviewer Selection’ pages (except for Suggest
Reviewer, which has its own set of sort criteria) on the ‘My Reviewer Display Preferences’ page.

Required Number of Reviewers

A default required number of Reviewers is set in PolicyManager, under Edit Article Types; each Article
Type can have its own required number of Reviewers. This number may be overridden on a per-
submission basis on the Reviewer Selection Summary screen.
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Failure to complete the required number of reviews does not prevent Editors from being able to make a
Decision on a Submission. Rather, this number serves to expose Submissions that may need additional

attention.

Required Reviews Reset Event

Publications have access to an event in ActionManager that is triggered by an Editor increasing the
number of required reviews when the existing number of completed reviews is less than the new value:
Required Reviews Reset. Triggering this event can send letters to users associated with the Submission (if
configured in the Role’s ActionManager grid) as well as return the Document Status to the publication’s
Under Review status (if configured in the Document Status Table in ActionManager).

Sample ActionManager Document Status layout

Registration

ActionManager

Alternative

Reviewer Assigned

Text for

Event New Document Status Warnings Authors
New User Registers Mo Change
Forgot Username or Password Mo Change
Forced Username Change Mo Change

Rest of page unchanged
Alternative
Text for
Event New Document Status Warnings Authors

Request Unregistered Reviewer

No Change

Reviewer Invited

Under Review

Reviewer Assigned (Mot Invited) Mo Change
Reviewer Agree Mo Change
Reviewer Decline No Change
Review Due Date Changed No Change
yringe perenerssefore o change
Un-assign Reviewers After Agreeing No Change

to Review

Promote Alternate Reviewers

Under Review

Re-open Review

No Change

Review Assignment Completed

No Change

Required Reviews Complete

Required Reviews Completed

Required Reviews Reset

Under Review

This event can be triggered at any point during the submission process as long as the Submission is still in
a state where Reviewers can be invited.
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Sample Reviewer Selection Summary page (partial)

Reviewer Search

® search My Publication Search for Reviewers v from | All Reviewers v Go |

Reviewer Discovery from @ PVOL ProQuest Community of Scholars

= Review Settings

This Submission will move to the 'Submissions with Required Reviews Complete’ folder as soon as 2 [Chagge]

review(s) have been completed. V
Automatically un-invite
Set this number to 0 to

Automatically un-assigr

date.
Set this number to 0 to o -
% renien i sl s Change Number of Required Reviews
Submissions will move to the 'Submissions with Required Reviews Complete’ folder as soon as |3
Selected Reviewers review(s) have been completed.

Johnny Cakes (Review

Alternate Reviewers
Cancel | Save and Close |

There

In the example above, the Article Type is configured so that the completion of two Reviews will move the
Submission to the ‘Submissions with Required Reviews Complete’ folder and trigger the respective
document status change. In this case, an Editor has clicked the ‘Change’ link and increased the number of
Required Reviews to three. If the new ‘Required Reviews’ value is greater than the number of Reviews
already completed for the Submission, the new ‘Required Reviews Reset’ event is triggered upon clicking
Save and Close and the document status will change to Under Review.

Reviewer Comments Can Be Sent to Other Reviewers

Editors can send completed Reviewer comments to other Reviewers. This feature provides the Editor with
the opportunity to edit the Reviewers’ comments before sending them.

When the Editor is presented with a list of potential Reviewers, a list of Reviewers who have completed
their reviews can be found at the bottom of the page. The Editor can click on the name of the Reviewer to
view the comments. If the Editor wishes to send those comments on to the third Reviewer, the Editor
clicks the checkbox next to the name. The Editor then chooses the desired Reviewer from the list of
potential Reviewers (the Editor can choose multiple names) and clicks on the ‘Send Custom Letter’
button.

Modify Reviewer Deadlines

The Editorial Office and Editor can modify the Reviewer deadlines. The Reviewer due date can be
modified from the ‘Reviewer Selection Summary’ page or from the Submission ‘Details’ page.

Visibility of Reviewer Statuses

A Review Status column is available in the following Editor folders:
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e  ‘Submissions with Rescinded Decision’

e  ‘Submissions with Required Reviews Complete’
e ‘Submissions Requiring Additional Reviewers’
e ‘Submissions with One or More Late Reviews’
o ‘Reviewers Invited — No Response’

e ‘Submissions Under Review’

e ‘Submissions with X Reviews Complete’

e ‘View All Assigned Submissions’

e  ‘Group by Editors | Assigned’

e  ‘Group by Editor with Current Responsibility’
e  ‘Group by Manuscript Status’

The Review Status column is color-coded for visibility and displays the following information for the

current revision of each Submission:

Information

Display Format

Numbers of reviews completed

Complete [green]

Number of reviews with a partial review saved

Partial Review Saved [teal]

Number of Reviewers agreed who have not started
their reviews yet

Number of Reviewers invited who have not responded

Invited — No Response [red]

Numbers of Reviewers late

Late [bold red]

Submissions Under Review - Edward Editor, MD

Page: 1 6f 1 (4 total submissions)

View Submission

1 n M.
Original LaTax Tast Kevin M.

-D-04-00095
DEMO-D-04-00095 g 1 Carlson

Manuscript Article | Section/ | Article Author
Number Type Category | Title Name
2 Action A AV AY AY AY AY AY

Contents: Submissions for which one or more Reviewers have Agreed to review, but have not yet completed their reviews. These submissions require one of the following actions: 1) Invite Additional Reviewer
(s); 2) Allow current Reviewers to complete their work; 3) Make a Decision; 4) Un-invite Reviewer(s). Use the up/down arrows to change the sort order.

Display |10 | results per page.

Initial Date Status Current E litor
Submitted Date Status (=
Review Status

Nov 19 2003 Aug 6 2009 Under Peer
4:51PM 11:12AM Review

Editor Access to Reviewer PDF

Editors with permission to view the Reviewer version of the PDF can make sure all intended items are

displayed and the PDF is blinded appropriately.

Sample overlay after clicking ‘View Submission’ Action link — Editor has access to Reviewer PDF
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Details

YTESTSO- o o ool Tsaym Acticin P Cindy  Feb132008 273 ynder

taw  Sally Editor

- Author/Editor PDF Reviewer PDF
Revision 1 Revision 1
i [I’EE Original Submissior Original Submissior

Close |

nission Check (73

Testing Author as Editor | Editor Susan Autho

Revise

Three RoleManager permissions govern access to the Reviewer PDF:

e View Reviewer PDF — This permission allows Editors to choose to view the Reviewer PDF in

addition to the Author/Editor PDF when accessing the Submission from a ‘View Submission’ link.

e View Reviewer PDF after Edit Submission — This is a sub-permission of Edit Submission Before
Decision. If selected, this permission allows an Editor Role to access the current revision of the
Reviewer PDF in the ‘Submissions Requiring Approval by Editor’ folder via the ‘View Reviewer
PDF’ action link.

e Require View Reviewer PDF after Edit Submission — This is a sub-permission of View Reviewer
PDF after Edit Submission. If selected, the Editor must view the Reviewer PDF from the ‘View
Reviewer PDF’ action link before approving the Submission from the ‘Submissions Requiring
Approval by Editor’ folder.

Sample ‘Submissions Needing Approval by Editor’ folder - View Reviewer PDF after Edit Submission &
Require View Reviewer PDF after Edit Submission permissions have been enabled for this user
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Submissions Needing Approval by Editor - Mary Shelby Roman

1f no Actions appear for your submission, please wait a few minutes for your PDF to be built. The Actions appear automatically when your POF is available. If the PDF does not build within a few minutes, click the refresh
button on your browser.

Page: 1 of 1 (6 total submissions) Display | 10 v results per page.

| Edit Edit
Manuscript i i Article Author Initial Date Current | Submission Submission
Number Title Name Submitted Status | Status Date Status

2 Action AV AV AY AY AV AY rsg AV

View Submission
View Reviewer PDF 1] fimmeee——
e TRVERESTy

Edit Sub Basic

Kristin126 Editorial's Science
Section

Dec 17 2013 Feb 18 2014 Under Feb 18 2014 PDF Needs
2:49:08:223PM 2:46:36:157PM Review 2:46:36:157PM Editor Approval

Effectiveness of Homeopathic
Remedies for Migraines

Mary Onette ¥

Send E-mail
Linked Submissions

View Submission
A
e Thventory
Edit Submission
Approve Submission Editorial's S
Send Back to Author
Revert Submission
Send E-mail
Linked Submissions

Heebie Jeebies, May 20 2013 May 20 2013 Submitted  May 23 2013 PDF Needs
Ph.D ¥V ’ 10:18:25:293AM  10:18:25:340AM  to Journal 1:11:24:090PM Editor Approval

View Submission
e Thv
Edit Subm

Heebie Jeebies, Mar 30 2010 Mar 30 2010 Submitted  Mar 30 2010 PDF Needs

=R 's ss Ref A 2
s Editorials CrosaifiatiAdd Only:2 Ph.o v ¥ 4:22:33:257PM  4:22:33:337PM  to Journal  4:39:07:023PM  Editor Approval

Revert Submission
Send E-mail
Linked Submissions

View Submission
—
RUERYSFY
Edit Submission . Heebie Jeebies,  Jun 19 2009 Mar 25 2013 Under Mar 25 2013 PDF Needs
Approve Submission | 7055-% Editorial's Brand New Jam Ph.D ¥ 12:17:22:407PM  12:05:43:247PM  Review 12:05:43:247PM  Editor Approval
Revert Submission
Send E-mail
Linked Submissions k&

View Submission A

e

Heebie Jeebies, Jun 6 2008 Jun 17 2008 Under Oct 17 2011 PDF Needs

SooanvAsReviewaraAiLy | Oniginel Sty o pho v ¥ 2:00:33:370PM | 10:48:16:543AM  Review 11:51:11:737AM  Editor Approval

Send E-mail
Linked Submissions

& Submission
e Ihventory
Edit Submission
Approve Submission
Revert Submission
Send E-mail
Linked Submissions

e
Annual

6003Invitereviewersl Meeting Full Metal Jacket
Abstract

Heebie Jeebies,  jun 3 2008 Jun 29 2009 Under Mar 18 2010 PDF Needs
Ph.o v 9 3:35:33:343PM  6:19:08:720PM  Review 4:20:05:897PM  Editor Approval

Page: 1 of 1 (6 total submissions) Display | 10 v results per page.

Editor Main Menu

When an Editor downloads the Reviewer PDF, Editorial Manager appends ‘_reviewer’ to the file name to
differentiate between a downloaded version of the Author/Editor version of the PDF.

Editors can view the Submission PDF and the Reviewer PDF (if permission is granted) from the following
folders and pages:

o ‘Direct-to-Editor New Submissions’ — Accessed from the ‘Editor Main Menu’ when an
Editor receives a new Submission as an assignment via the Direct-to-Editor functionality

e ‘Direct-to-Editor Revised Submissions’ — Accessed from the ‘Editor Main Menu’ when
an Editor receives a revised Submission as an assignment via the Direct-to-Editor
functionality

e  “Assignment Status Report Results’ page — Accessed from the ‘Editor Main Menu’ by
clicking the ‘Reports’ link and choosing the Assignment Status Report, when a report is
run this page shows the results

o ‘File Inventory’ page — Accessed by clicking the ‘File Inventory’ Action link for a
Submission

e ‘My Assignments with a Final Disposition’ — Accessed via ‘Submissions with Decisions’
on the ‘Editor Main Menu’

o ‘View All Assigned Submissions’ — Accessed via ‘View All Assigned’ on the ‘Editor Main

Menu’
e  ‘Assignments with a Decision’ — Accessed via ‘Submissions with Decisions’ on the ‘Editor
Main Menu’
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e  ‘All Submissions with Editor's Decision’ — Accessed via ‘Submissions with Decisions’ on
the ‘Editor Main Menu’

e ‘All Submissions with Final Disposition’ — Accessed via ‘Submissions with Decisions’ on
the ‘Editor Main Menu’

o ‘New Editor Invitations’ — Accessed via ‘Editor ‘To-Do’ List’ on the ‘Editor Main Menu’

e ‘New Editor Assignments’ — Accessed via ‘Editor ‘To-Do’ List” on the ‘Editor Main Menu’

e ‘Submissions with One or More Late Reviews’ — Accessed via ‘Editor ‘To-Do’ List’ on the
‘Editor Main Menu’

o ‘New Submissions Requiring Assignment’ — Accessed via ‘Editor ‘To-Do’ List’ on the
‘Editor Main Menu’

e ‘Submissions Out for Revision’ — Accessed via ‘Submissions with Decision’ on the ‘Editor
Main Menu’

e ‘Submissions Requiring Additional Reviewers’ — Accessed via ‘Editor ‘To-Do’ List’ on the
‘Editor Main Menu’

e ‘Submissions with Decisions Rescinded’ — Accessed via ‘Editor ‘To-Do’ List’ on the
‘Editor Main Menu’

e ‘Submissions with Reviewers Invited - No Response’ — Accessed via ‘Editor ‘To-Do’ List’
on the ‘Editor Main Menu’

e ‘Submissions with Required Reviews Complete’— Accessed via ‘Editor ‘To-Do’ List’ on
the ‘Editor Main Menu’

o ‘Revised Submissions Requiring Assignment’ — Accessed via ‘Editor ‘To-Do’ List’ on the
‘Editor Main Menu’

e ‘Revised Submissions’ — Accessed via ‘Editor ‘To-Do’ List’ on the ‘Editor Main Menu’
when ‘Technical Check’ has been enabled

e ‘Editors Invited Not Yet Assigned’ — Accessed via ‘Editor ‘To-Do’ List’ on the ‘Editor Main
Menu’ when an Editor is configured in RoleManager to invite Editors using Suggest
Editor

e ‘Subordinate Editor's Pending Assignments - Group by Editors | Assigned’ — Accessed
via ‘Subordinate Editor’s Pending Assignments’ on the ‘Editor Main Menu’

e ‘Subordinate Editor's Pending Assignments - Group by Editor with Current
Responsibility’ — Accessed via ‘Subordinate Editor’s Pending Assignments’ on the ‘Editor
Main Menu’

e ‘Subordinate Editor's Pending Assignments - Group by Manuscript Status’ — Accessed
via ‘Subordinate Editor’s Pending Assignments’ on the ‘Editor Main Menu’

e ‘Transferred Submissions’ — Accessed via ‘Editor ‘To-Do’ List’ on the ‘Editor Main Menu’
when a site has received a Transferred Submission

e ‘Submissions Under Review’ — Accessed via ‘Editor ‘To-Do’ List’ on the ‘Editor Main
Menu’

e  ‘Submissions with X Reviews Complete’ — Accessed from the top of the ‘Editor Main
Menu’ through a ‘Submissions With:’ section that appears only when an Editor has the
View Completed Reviews Grid in Main Menu permission in RoleManager

e  ‘Deep Link’ landing page — Accessed by clicking a deep link from a merge field which
brings a user into the system, because the page is used when a user receives a deep link
to the Reviewer PDF via the %VIEW_REVIEWER_PDF% merge field

e ‘Production Initiated — No Tasks Assigned’ — Accessed via the ‘Production Tasks Main
Menu’ when ProduXion Manager has been enabled for a site

e ‘People Information’ page — Accessed by clicking the ‘View Reviewers and Comments’
Action link for a Submission and then clicking on the name of a Reviewer who has
completed a review

e  ‘Reviewer Selection Summary’ page — Accessed by clicking the ‘Invite Reviewers’ Action
link for a Submission

e  ‘Search Submission Results’ page — Accessed by running a search for Submissions
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e ‘Discussion Forum’ page — Accessed by clicking the ‘Initiate Discussion’ link for a
Submission when an Editor has the RoleManager permission to initiate a Discussion

e ‘Technical Check’ page — Accessed via the ‘Technical Check’ action link which is only
present when ‘Technical Check’ has been enabled for a site

e ‘Artwork Quality Check Results’ page — Accessed by clicking the ‘View Artwork Quality
Check’ action link for a Submission which is available when the AQC functionality has
been enabled for a site

Modify Manuscript Classifications

At times, an Editor may need to add or remove classification terms associated with a Submission while
working in the Select Reviewer section of the system. Editors with the Assign Manuscript Classifications
permission will see a ‘Classifications’ link on the ‘Reviewer Selection Summary’ page that opens the
View/Modify Submission Classifications’ page for the Submission.

Making a Decision

Early Decision for New Submissions

Editor roles with the proper role permissions may submit an early decision on new Submissions using the
action link ‘Submit Early Decision’ without first assigning an Editor. The decision does have to be linked
with an Editor, however. The user must choose ‘Assign to Me’ (if the user has permission to make
decisions) or choose an Editor role and Editor to whom the decision should be ascribed.

Submit Early Decision
Manuscript Number: JONATHANTEST_Beta-D-20-00020
"Multiple Authors"

Please select an Editor to be associated with the early decision.

Assign to Me

® |Managing Editor | Select Editor: | |
mary mary
John Doe

John Smith
Cancel

View Reviews and Comments

Clicking the ‘View Reviews and Comments’ action link displays a screen containing a chart of information
pertaining to the Reviewers and Editors for all versions of the Submission. Clicking on the name of the
Reviewer and/or Editor displays a chart containing demographic data as well as information on both
current and previous assignments. Clicking on a review recommendation displays the Reviewer’s
comments. With appropriate permissions, these comments can be edited.
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Close

View Reviews and Comments for Manuscript
demo-D-03-00072

"Test MSNum4”

Original Submission

Click the recommendation term to view the comments for the submission.

Afttachments (4]  View Manuscript Rating Card

Original
Submission

Carcline Webber, MBA  (Reviewsr 1) Major Revision
Edward Editor, MO (Editor-in-Chief)

Author Decision Letter

Anthony Author, MD  (Author)

Close

From this page, Editors may also access any Attachments made for a Submission by clicking the
‘Attachments’ link. The number shown in the link corresponds to the number of attachments that have
been attached by Reviewers or Editors for the Submission.

Attachments:

Allow |Allow
Editor who Uploaded File Upload |Author|Reviewer
Action Uploaded By Revised Attachment Description | File Name Size |Date Access | Access

Original Submission

Download
Download Sanitized Copy
Upload Revised File

Other Author . Prepared 19.5 Mov 22,

. - v v
(Reviewer 1} /A Reviewsr 1 Manuscript.doc KB 2010
Cownload rob rob (Reviewer

. N Robot bendermid PG 8.7 KB 290 1%
nload Bevised Fils 2) 2011
Download

. . . copyright form 579 Jun 20,
Download Sanitized Copy ; d
E;::;I\fo:d Sanitized Cao Mike Di Matale Robot test Farina.pdf KB 2011 [

Download
Download Sanitized Copy  Super User N EMUG2011 6-7- g07 Jun 16, 0

Remove (Editor) 11.pptx KB 2011
Upload Revised File

Upload Attachrments I

Once viewing the Attachments, an Editor may choose to download, remove, or edit the files or upload
their own if they have the proper permissions. Editors may also choose whether Reviewers or Authors will
have access to each attachment using the checkboxes in the ‘Allow Author/Reviewer Access’ columns.

Reviewer Questions

For Custom Review Questions, the Reviewers’ responses are available for the Editor to review by clicking
the ‘View Reviews and Comments’ action link and then viewing the individual recommendations or by
clicking the ‘View Review Question Responses’ link.

The Review Questions and Responses associated with a specific Submission may be displayed directly on
the ‘Submit Editor’s Decision and Comments’ page. Additionally, each question may be configured to allow
the Question and Response(s) to be merged into the decision letter sent to the Author using the
%REVIEW_QUESTIONS_AND_RESPONSES% merge field.
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When an Editor Form is configured to display Review Questions and Responses, Editors will see a grid
containing all Custom Review Questions and the associated responses from each Reviewer.

Sample ‘Submit Decision’ page with Review Questions and Responses displayed

| -| Review Questions and Responses |

Michael Green Thomas Fifth
Reviewer 1 Reviewer 2

Did you think this was worth reviewing?

Yes: There ars some aspects that are pretty good, but overall this  Yes: Pretty decent premise.... No

is pretty thin.

Is the topic of this submission a new concept, and one that is worth publishing?

Topic may require further research Topic deservers additional exposure Topic has been overly researched within the past 6 manths

To what extent does the article meet this criterion?

2 3 ]
Is there a financial or other conflict of interest between your work and that of the authors?

Mo No No
Flease give a frank account of the strengths and weaknesses of the article:

Frankly, I think it is weak. (Ne Response) This was a waste of time. Ask the author to try again when they
better understand what a real research paper requires!

Cancel Save & Submit Later Proof & Print Proceed

An Editor may collapse the Review Questions and Responses grid on the ‘Submit Decision’ page by clicking
the ‘minus’ =l button next to the section header. The section collapses (is suppressed), with the ‘minus’
button replaced by a ‘plus’ button.

Sample ‘Submit Decision’ page with Review Questions and Responses grid suppressed

Review Questions and Responses

Cancel | Save & Submit Later Proof & Print Proceed

When a particular Review Question is configured to be Available for Decision Letter Merging, a ‘merge’
checkbox appears for each Reviewer’s Response to that Question in the Review Questions and Responses
grid on the ‘Submit Editor’s Decision and Comments’ page. These boxes are selected/checked by default
when they display in the Review Questions and Responses grid. This allows the Editor to determine
whether the Review Question and each individual Response is merged into the decision letter using the
%REVIEW_QUESTIONS_AND_RESPONSES% merge field.

Sample page; three questions configured as Available for Decision Letter Merging

| = Review Questions and Responses |

Michael Green Thomas Fifth Jane First
Reviewer 1 Reviewer 2 Reviewer 3

Did you think this was worth reviewing?

Yes: There are some aspects that are pretty good, but overall this Yes: Pretty decent premise.... No

is pretty thin.

Is the topic of this submission a new concept, and one that is worth publishing?

[

Topic may require further research Topic deservers additional exposure Topic has been overly researched within the past 6 months

To what extent does the article meet this criterion?

= = =
2 3 0
15 there a financial or other conflict of interest between your work and that of the authors?

No No No
Please give a frank account of the strengths and weaknesses of the article:

Frankly, 1 think it is weak. (No Response) This was a waste of time. Ask the author to try again when they
better understand what a real research paper requires!

Cancel Save & Submit Later Proof & Print I Proceed

If a Question is not presented to a particular Reviewer, the response area is shaded with dark grey.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 113 X A 1
Powered by: \l1€S
systems



Sample section; Question 2 asked of Reviewer 5 only

= Review Questions and Responses

Expand All / Collapse All

one Grainger Thomas Grace Cy Frank Brent Graham David Bradford

er 1 i 2 Reviewer 3
Are you seeking CME credit?
Yes No No No Yes

New question. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long
question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the
page layout. Let's put a super long question and see what it does to the page layout. Let's put a super long question and see what it does to the page layout.

£

Let's put a super long response
and see what it does to the page
layout. Let's put a super long
response and see what it does to
the page layout. Let's put a super
long response and see what it
does to the page layout. Let's put
a super long response and see
what it does to the page layout.
Let's put a super long response
and see what it does to the page
layout. (less...)

‘Expand All / Collapse All’ links are shown when the grid is displayed and at least one of the responses is
longer than 500 characters. These links expand/collapse the text of the Response. The individual cells that
exceed 500 characters also display ‘(more...)’/(less...)" links, allowing individual cells to be
expanded/collapsed.

Sample of ‘(more...)’ link displayed

Hermione Grainger Thomas Grace Cy Frank Brent Graham David Bradford

Reviewer 1 Reviewer 2 Reviewer 3 Reviewer 4 Reviewer 5
Please describe any flaws in the experiment design.
] J C] & =
Poor animals! (No Response) (No Response) 1 think this has already been tested none
elsewhere with better results. Let's
put a super long response and see
what it does to the page layout.
Let's put a super long response and
see what it does to the page
layout. Let's put a super long
response and see what it does to
Moo pooo dovous Uobie ouk o cunor
long response and see what it does
to the page layout. Let's put a
super (more...)

Sample of ‘(less...)" link displayed

Hermione Grainger Thomas Grace Cy Frank Brent Graham David Bradford
Reviewer 1 Reviewer 2 Reviewer 3 Reviewer 4 Reviewer 5
Please describe any flaws in the expenment design.

= = &) &2 &
Poor animals! Not enough ingredients. None. 1 think this has already been tested none

elsewhere with better results. Let's
put a super long response and see
what it does to the page layout.
Let's put a super long response and
see what it does to the page
layout. Let's put a super long
response and see what it does to
the page layout. Let's put a super
long response and see what it does
to the page layout. Let's put a
super lona resoonse and see what it
does to the page layout. Now we
can see the less link because the
full text is displayed. (less...)

The merge field %REVIEW_QUESTIONS_AND_RESPONSES% will merge the Questions and selected
Responses into the draft Notify Author letter. Editors may edit the information directly in the letter if they
so choose.

Note: If all of the Responses are de-selected by the Editor, neither the Question nor any of the Responses
are pulled into the letter.
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Sample section of ‘Notify Author’ page

Letter Body: Insert Special Character | Insert Merge Field: Custom | Open in New Window

J

Reviewers' comments:

Reviewer #1: Needs revision!

Reviewer #2: This needs a lot of work before it's ready for publication.

Reviewer #3: Strengthen your arguments.

Reviewer's Responses to Questions

Did you notice any content errors or concerns that will need to be addressed?
Reviewer #1: Quite a few.

Reviewer #2: So many!

Reviewer #3: Content is interesting, but the arguments need to be strengthened.

VS

The information merged into the letter displays with the following features:
e The section has a header reading ‘Reviewer's Responses to Questions’
e Ahorizontal line <hr> is inserted after each Question in HTML formatted letters
e  For plain text letters, 20 dashes are inserted in the line after the Question

Completing Terminated Reviews

Sometimes Editors are forced to Terminate (or Un-invite) outstanding Reviewers prematurely from a
Submission to move it forward in the workflow. Editors may have further permission to Edit Terminated
Reviews within the system, in order to complete the review. From the ‘View Reviews and Comments’
page, Editors with permission may complete Reviews from Reviewers that were Terminated after
accepting the invitation (i.e., which were in progress when the decision was made to terminate them).

Sample ‘View Reviews and Comments page’ — [Terminated by Editor] will appear as a link

View Reviews and Comments for Manuscript
MSN859-034

"Effort"

Original Submission

Click the recommendation term to view the comments for the submission.

Attachments (0] View Manuscript Rating Card View Review Question Responses
e gt subrmiesion
Jarvie Cocker (Reviewer 1) Accept
Cobra Commander (Reviewer 2) [Terminated by Editer]

Thurston —B::#£8 Moore, Ph.F  (Editor)

Author Decision Letter

Jordan B. Catalano, Ph.D  (Author)
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Clicking the ‘Terminated by <Editor Role>’ link brings the Editor to the ‘View Individual Reviewer
Comments’ page. If Reviewer Comments were submitted (using the ‘Save & Submit Later’ button on the
Review Form) prior to Termination, they will appear in the appropriate fields.

To complete the Terminated Review, the Editor must click ‘Edit Reviewer Comments’ and proceed to fill
out the Review Form. If an Overall Reviewer Manuscript Rating value was entered and saved (using the
‘Save & Submit Later’ button) prior to Reviewer Termination, it should carry over onto this form. After the
Editor submits their changes, the originally Terminated Review will now appear to have been submitted
normally by the original Reviewer, with a completion date equal to the original Termination date. This will
be reflected in all Reviewer Statistics and Activity details.

Once a previously Terminated Review has been edited and completed by an Editor, the Submission will
appear in the Reviewer’s ‘Completed Assignments’ folder and they will be able to view the Review from
the ‘View Reviews and Comments’ link.

A Review that was terminated before the Reviewer accepted the assignment cannot be edited in this way
— ‘Terminated by Editor’ will not appear as a link on the ‘View Reviews and Comments’ page.

Individual Reviewer Comments to Authors

Review Forms may be configured to keep Reviewer Comments to Author separate from the Editor
Comments to Author. The Individual Reviewer Comments to Author will then be available for selection on
the Editor Decision page for inclusion in the Decision/Author Notification letter; Individual Reviewer
Comments are inserted as a separate block of text, using a merge field specifically for these.

The Individual Reviewer Comments to Authors are still copied into the Editor chain; so the version that is
seen and worked on by the in-chain Editors is not the original version submitted by the Reviewers.
Individual Reviewer Comments are copied up the chain, in the same way as the main Editor Comments to
Author field, so each Editor therefore sees their own copy of the Individual Reviewer comments.

Once enabled for one or more review forms, each Reviewer’s Comments to Author appear to Editors
submitting a decision as its own editable field. A checkbox next to the Reviewer name allows the Editor to
decide whether the Reviewer Comments to Author should be merged into the Decision/Notification
Letter. These selections, and the final text if edited by the Editor, are passed up the Editor chain and can
be changed by subsequent handling Editors. An asterisk next to the Reviewer Number indicates that the
comment has been edited.
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Sample ‘Editor Decision and Comments’ page — Individual Reviewer Comments enabled

Individual Reviewer Comments to Author (Editor’'s Copy)

Select comments for inclusion in the Decision Letter sent to the Author. * indicates a comment madified from the original.

Inzert Special Character Open in New Window |

Cobra Commander These are Cobra's Comments to Author. They are indie!

Reviewer 1

Incert Special Character Open in New Window

Candy Cane, Ph.D. These are Candy's Comments. The are also individual. These have been edited.
Reviewer 2 *

Incert Special Character Open in New Window

Jordan B. Catalano, Ph.D These are Jordan's comments to Author! Individual!
Reviewer 3

In a workflow where more than one Editor Decision is rescinded (i.e., the most recent Editor Decision is
rescinded and then the previous Editor Decision is rescinded), the copies of all Individual Comments to
Author for the most recent Editor Decision are removed.

Once selected, the individual Reviewer Comments to Author may be merged into new Individual
Comments merge fields for Decision/Author Notification letters:
%INDIVIDUAL_REVIEWER_COMMENTS_TO_AUTHOR% and
%RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR%.

The %COMMENTS_TO_AUTHOR% merge field will still need to be used to insert the Editor Comments to
Author if the Editors use this to record their own comments.
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Submit Editor’s Decision and Comments

Editors submit their Decisions by clicking on the Action link called ‘Submit Editor’s Decision and
Comments’. This allows an Editor to be able to make a decision at any stage of the peer review. If there
are outstanding Reviews or Reviewer Invitations, then the following page will be displayed:

Original Submission
archibald Craven (Editar-in Chief)

This submission has outstanding Reviswer and/or Editor assignments, If you would like to terminate these assignments and proceed with your decision, please click the Terminate Outstanding Assignments and Proceed button,

Cancel | Terminate Outstanding Assignments and Proceed |

Details  History  Similar Articles in MEDLINE

i@w Manuscri n 12

Alan Peter Halls (Reviewer 1) [Te\minated by Editor-in Chief]
wendy jones

Alan Peter Halls

Archibald Craven (Editor-in Chief)

Author Decision Letter Terminate Outstanding Assignments and Proceed
Leanne Dorn (Auhor) When an Editor wants to make a Decision on a

i o s Tat oo aitaraimenager.com gy 3T Submission, and there are outstanding Reviewer
R L e fad assignments, the Editor must terminate or Un-invite

outstanding Reviewers before continuing with the
Decision process.

If one or more Reviewers have agreed to review, a
warning will alert the Editor to a Reviewer assignment
that has been started, but not yet submitted. The Editor
can then decide to Terminate the outstanding
assignments, Un-invite the Reviewers with outstanding
assignments by clicking ‘Yes’, or wait for the outstanding
assignments to be completed by clicking ‘No’. There is
also the option to go to the Reviewer Selection Summary

page.

Terminate Outstanding Assignments for Manuscript Number ACDEMO2-D-07-00012
"Test Submission 2"

Reviewers

Reviewer wendy jones has not responded to the review invitation.

warning! If you Terminate All Outstanding Assignments, the submission will disappear from the menu of the Reviewer(s) identified above. You will have the opportunity to customize a notification letter for each Reviewer terminated o
assignment. You will also be able to re-invite Reviewers who have been terminated on this assignment |ater, if necessary

Da you want to terminate the Reviewer assignmentis) above, so you can Submit a Decision for this manuseript?

Yes o No, go to Reviewer Selaction Summary Page

The Editor Form

The contents and format of the Editor Form will vary from one publication to another, as Editor forms are
configured by the Editorial Office. Editors will typically be asked to answer Manuscript Rating Questions or
Custom Questions on the ‘Editor’s Decision and Comments’ page.

Manuscript Rating Questions will always limit the Editor to responding on a 1-3, 1-5 or 1-10 scale,
whereas Custom Questions will offer varied methods of providing responses.

If a question is displayed but not required on an Editor Form, Editors may leave the response blank. If,
however, Editors choose to answer the question, the minimum character count must be met even though
the question is not required.
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Editor-in-Chief Decision and Comments for Manuscript Number JB1S-D-03-01116

A T Reviewers and Editors may rate the overall

Gene Hackman, M.D. (Editor-in-Chief)

Cartilaginous Avulsion of the Femoral Attachment of the Anterior Cruciate Ligament in a Three-Year-0Old (hildyﬁin OveraII Ed itor Manuscript Ratl ng

quality of a manuscript using a single

Decision: | No Decigion + | Overall Editor Manuscript Rating (1-100): l:l ManUSCFIpt Ratlng (1_100)
Cancel | Save & .;mlz Later | Proof & Print Proceed ‘

Details History Invite Reviewers  View Manuscript Rating Card

inal Submission

R. Dale Blasier, M

Decision

Drop-down with Decision Term
“"=2=4  choices. Each Decision Term is
associated with a specific Decision

James C.

Gene Hackman, M

Author Decision Le

Kenii Kawate, M.D. {Author

Letter.
Editor Instructions
Confidential Comments to Editor
ial Character Open in New Window
Make sure this text 1s correctly inserted in Confidential Commments to Editor box for EIC Heckman.
.D.: This is an interesting and well-written report. It still needs somes attention to language. It should be
Comments to Author
Insert Special Character _Open in New Window
~
an interesting ca n intraarticular avulsion fractu in a il it o n radiogr
v
Production Notes
These are my custom instructions.
Insert Special Character _Open in New Window
e I —

1-100 below. You should be evaluating the review based on thoroughness and expertise. A valué s the worst.

Current Revision

Cancel Save & Submit Later | Procf & Print

Note: If enabled in PolicyManager, Editors can be required to rate the reviews for the current revision
before being able to submit a decision. There is only one Editor rating for each review, for each revision of
the Submission. Only the ratings in place when the Final Disposition is made will be stored in the system.
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Insert Special Character

confidential

Comments to Editor

your comments that explain your reasons for your recommendation and your advice and views to the author in the box above and any

Flease add
comments to the editor here:

|sdgsadsg

Insert Special Character

Comments to Author

Good study bad format

Comments to Author
All comments to the author from the Editor, Reviewers or subordinate Editors are
entered here. These comments will be merged into the author notification letter.

re Reviewer

Reviewer, Editor and Decision Grid
Displays the same information as the “View Reviews

and Comments’ link.

Editor-in-Chief Decision and Comments for Manuscript Number JBIS-D-03-01116
Cartilaginous Avulsion of the Femoral Attachment of the Anterier Cruciate Ligamgnt in a Three-Yea|
Original Submision

(fditor-in-Chief)
tor Manuscript Rating (1-100): L]

Proceed |

Gene Hackman, M.D.

rall

No Decision ¥ Ove

Decision:
Cancel Save & Submit Later Proof & Print
Details  History  Similar Articles in MEDLINE [ I iewers  View Manuscript Rating Card
Original Submission

Gene Hackman. M.
Auther Decision Le
Kenii Kawate, M.D. (Author

Editor Instructions

Confidential Comments to Editor

needs some attention to la

t scill

Reviewss,
published

Comments to Author

You can create custom Editor Decision Phrases and add them to the Editor Form where they can be
selected by the Editor. Using a merge field, they can be merged into the decision letter. This feature

allows the journal to have a consistent voice among Editors.

Editor Decision Phrases
Editor Decision Phrases available for inclusion In the Decision Letter are displayed below. Select the phrases you wish to include.

Select Phrase
Your manuscript may be suitable for publication at
Your manuscript is outside the scope of publication for The Journal, so we must reject. Thank you for submitting your manuscript for consideration

- Avries
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rteen-year-followup" te "lateral

Production Notes
o cea r e Any information that the Editor
Production Notes wants to make available to the

T2 T T Production team after the peer
In: - .
review process is complete can
be added here.

Review Ratings

Flease rate the review from 1-100 below. You should be evaluating the review based on thoroughness and expertise. A value of 100 is the best, 0 is the worst.

Current Revision

&. Dale Elasier. b

James ©

Cancel Save & Submit Later | Proof & Print Proceed

To make the review rating process simpler for Editors, there is an option to display review ratings directly
on the Submit Editor’s Decision and Comments page.

There is also an option to require that all reviews for the current revision are rated before the Editor can
submit his decision. If this option is enabled, and the Editor tries to submit a decision without entering
review ratings for all reviews for the current revision, an alert is displayed.

Rating Manuscripts by Reviewers and Editors Overview

Reviewers and Editors may rate the overall quality of a manuscript using a single Manuscript Rating (1-
100). Reviewers have the option of entering a Manuscript Rating when a review is submitted.

Editors and Reviewers may also be asked specific questions relating to the Submission. Reviewers answer
Manuscript Rating Questions on their Submit Reviewer Recommendation and Comments page as part of
the recommendation process.

Note: Manuscript Rating Questions apply to new Submissions only; Revised Submissions cannot be rated.
Submissions are expected to improve significantly throughout the revision process. Including the higher
ratings for revisions in statistics would adversely affect the desired result, which is to evaluate the overall
quality of Submissions coming in to the publication.

Manuscript Rating Card

The Manuscript Rating Card is a page that provides the Editor with a comprehensive, detailed picture of
all of the individual Manuscript Rating scores for a particular Submission.

Confidential | Subject to change | Copyright © 2021 | Aries Systems Corporation - 121 X 1
Powered by: Aries
systems



Close |

Initial Submission Manuscript Rating Card
BLTRIAL-D-08-00021

"Test tide"

| Manuscript Rating Question(s) ________________________________|scale |Editor |
Haow dao you rate this manuscript overall? {1-good, 5-poor) [1-5]

How do you rate the presentation? (1-good - 5-poor) [1-5]

How do you rate the research? {1-good - S-poor) [1-5]

Are the conclusions fully supparted by the research? 1-fully, 2-partially, 3-not at all [1-3]

Overall Manuscript Rating

Close |

Rescinding a Decision

Editors may rescind a Decision after the Author has been notified of the Editor’s Decision. Decisions may
be rescinded up the entire Editor Chain. The ‘Rescind Decision’ page confirms which Editor assignment is
being re-opened by the current Rescind action being carried out.

Rescind Editor Decision for Manuscript Number JONATHANTEST_Beta-D-20-00021
Multiple Authors

I You are about to re-open the Editor Assignment for John Doe, Managing Editor. Ijthe Author was notified of this

Cancel | | Send Custom Letter | | Send Default Letter | | Rescind Without Sending Letter |

Additionally, if there is a saved draft Decision Letter associated with the current revision, the user

performing the Rescind action will be able to pass the draft decision letter back to the Editor whose
assignment is being re-opened.

Rescind Editor Decision for Manuscript Number JONATHANTEST_Beta-D-20-00014
test for tutorial

You are about to re-open the Editor Assignment for John Doe, Managing Editor, If the Author was notified of this
particular decision, the Notification Letter will remain in Correspondence History.

There is currently a draft Author Notificatior
draft to send to the

ted with this decision chain, Do you wish to retain this

ditor whose assigr
® Retain draft Author Notification

Discard draft Author Notification

Cancel | Send Custom Letter | Send Default Letter Rescind Without Sending Letter

When a draft letter is passed back down the chain to an Editor, then that Editor, upon clicking their
‘Submit Editor’s Decision and Comments’ link, will be taken directly to the ‘Notify Author’ page with the
draft letter loaded. The Editor’s available actions are based on their Author Notification permissions (send
the letter, submit their decision with the draft, or discard the letter and submit their own decision).

If a Submission is in the ‘Author’s Submissions with a Decision’ folder and the Decision is rescinded, the
Submission moves out of the ‘Submissions with a Decision’ folder and back into the ‘Submissions Being
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Processed’ or ‘Revisions Being Processed’ folder, as appropriate. Likewise, if a Submission is in the
‘Submissions Needing Revision’ folder and the Decision is rescinded, the Submission moves out of the
‘Submissions Needing Revision’ folder, and back into the ‘Submissions Being Processed’ or ‘Revisions
Being Processed’ folder, as appropriate.

Note: If the Author has started submitting the revision (i.e., Submission is in the ‘Incomplete Submissions
Being Revised’ or ‘Revisions Waiting for Author’s Approval’ folders), the Editor is not allowed to rescind the
Decision.

‘Notify Author’ — Sending the Decision Letter to the Author

The Decision Letter can be sent to the Author by either an assigned Editor or by the Editorial Staff,
depending on who has the permission.

If the Editor has the permission to notify the Author, the Corresponding Author notification letter will
display as soon as the decision is submitted.

Notify Author

Cancel |  Submit Decision without Notifying Author |

Manuscript Number: DEMOCD-D- . 7
19-00011 Preview Letter Save | Save and Close | Send Now |

Title: A Manuscript Is Born

To finalize your decision and notify the

y = Editor Decision: Accept
author, use the 'Send Now’ button.
Modify Decision: Accept v
If you wish to submit your decision to
the next editor for review before the From: The Journal<trashjo@ariessys.com>
author is notified, use the ‘Submit
Decision without Notifying Author’ To: mary mary
button.
Letter Purpose Editor Decision - Accept
Letter Subject: Your Submission

If the Editorial Office notifies the Author of the decision, they will be sent a system notification that an
Editor decision has been made. They can then use the ‘Notify Author’ Action link to send the appropriate
letter to the Author. If the Author has not yet been notified and the Editor has permission to do so, a
Notify Author link will appear in the Author Notified Date column of the PowerGrid view of submissions.

View Submission

Nov 22, Decision in  Dwight

DEMOTF140-D- (Original | Epidemiology | ey, article for Monday 3ul 03, 2017
- $8 2017 Procass Deputy

Assign Editor e ina s
17-00002 Study Section Fleischar ¥

Notify Autl
Set Final Disposition

View Reviews and Comments
Send E-ma

Linked Submissions

Accept Notify Author

If an Editor submits a decision on which the Editor is allowed to notify the Author, then the Editor
Assignment remains open until the Editor sends the Decision Letter to the Author. This would be the case
if an Editor chooses ‘Save and Send Later’.

The ‘Save and Send Later’ option allows the Editor to save a customized letter and keep the Submission in
their ‘All Submissions with Required Reviews Complete’ folder. Once a letter has been saved, clicking the
‘Submit Editor’s Decision and Comments’ Action link for that Submission will now return the Editor to the
‘Notify Author’ page with the saved letter loaded for editing. The Submission remains in this folder until
the letter is sent or the decision is submitted without notifying the Author.

The ‘Submit Decision without Notifying Author’ button is also provided on the ‘Notify Author’ page. This
option allows the Editor to explicitly save the decision and cancel the Author notification, completing their
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assignment and moving the Submission up the chain. Editor Roles may also be configured so that they can
only notify the Author when submitting a decision. This can be further refined to allow Editors to notify
the Author of some decisions but not others.

Multiple letter templates may be configured to be available with any decision term. If the Editor drafting

the notification letter wishes to change to another letter template, they may do so by using the modify
letter drop-down.

Decision Letter Attachments

When sending the notification letter to the Author, the Editor will have one final chance to make any
Attachments made to the Submission available to the Author. The Editor will be able to view each
Attachment individually and select which ones the Author will have access to.

Attachments:
Editor who
Uploaded Allow
Reviewer |Revised Last Author
Action Name Attachment Description [File Name Modifiec |Access
Original Submission
Download Super User A EMUGZ011 6- 807 Jun 16, 0
Download Sanitized Copy  (Editar) 7-11.pptx kKB 2011
Download . . copyright form 579 Jun 20,
Download Sanitized Copy Mike Di Natale Robat test Farina.pdf KB Z01l O
Other
Download Author . Prepared 19.5 Mov 22,
e .. . - ]
Download Sanitized Copy (Reviewer MAA Reviewer1 Manuscript.doc KB 2010
1)
rob rob
Cownload {Reviewer N/A Robot bendermid.JPG 8.7 Jun 15,
5) KB 2011

Note: If a publication has been configured to do so, these attachments will also be sent to the recipient’s
inbox with the Decision Letter as an e-mail attachment.

Draft Decisions

In some cases, a publication may not be configured to allow an Editor to directly notify the Author.
Instead, they may want the Editor to draft a notification letter. In these instances, an Editor will be able to
access the ‘Notify Author’ page but will not have the ability to send the letter. The Editor will instead use
the ‘Submit Decision with Draft Letter’ option to pass their draft of the Decision Letter up the Editor Chain
where a higher-level Editor will be able to review, edit, and approve the letter. When a lower-level Editor
has submitted a decision with a saved draft of the Decision Letter, the next in-chain Editor is immediately
taken to the Author Notification letter saved by the previous Editor upon clicking the ‘Submit Editor's
Decision and Comments’ Action link.
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Notify Author
Cancel Submit Decision with Draft Letter Submit New Decision |

Manuscript Number: DEMOCD-D-

1
20-00002 Preview Letter Save Save and Close

Title: Assign Editor Test

This draft was last saved by

another editoe. Editor Decision: Accept

If you agree with the previous editor’s Rescind Decision: Return to Editor

decision, you may continue with this .

draft notification. From: The Journal<trashjo@ariessys.com>

To reject this decision and send the To: mary mary

assignment back to the previous

Editor, use the Return to (Editor) link. Letter Purpose: Editor Decision - Accept

To override this decision by submitting Letter Subject: [Your Submission

your own decision and comments, use

the "Submit New Decision’ button. The Editors assigned to the current version of the submission are shown below. Additional recipients can be copied or

blind copied by typing their e-mail addresses into the blank boxes next to cc: or bec: below. Multiple e-mail addresses
can be included, separated by semicolons (;).

cc: bec:
Editors Assigned to Manuscript

(0 [ Ann Associate (Editor)

[0 [0 Emilia Editor (Editor)

bec:

Letter Body: Insert Special Character | Insert Merge Field: Custom | Open in New Window j

Ref.: Ms. No. DEMOCD-D-20-00002
|Assign Editor Test
IDEMO CD (CS Site)

Dear %TITLE% %LAST_NAME%,

I am pleased to tell you that your work has now been accepted for publication in DEMO CD (CS Site).
Your manuscript may be suitable for publication at <i><font color="red”>Christine's Journal</i=</font>.

It was accepted on %FINAL_EDITOR_DECISION_DATE%

Once the letter has been passed up the chain, the upper-level Editor may also choose to return the draft
letter to the lower-level Editor by using the ‘Return to’ link, which becomes available while the draft letter
is being viewed. This link will pull in the name of the Editor who drafted the letter and allow the higher-
level Editor to return the letter with or without edits to the lower-level Editor for correction.

Notify Author

Cancel
Manuscript Number: DEMOCD-D-
19-00011 a Preview Letter |  Save Save and Close |  Send Now |

Title: .
To notify the author of the Final
Editor’s Decision, use the ‘Send Now

button, . Acceot >
If permitted, you may reject this I Rescind Decision: Return to Editor
decision and send the assignment

back to the previous Editor, by using From: The Journal<trashjo@ariessys.com>
the Return to (Editor) link.

Editor Decision: Accept

To: mary mary
Letter Purpose: Editor Decision - Accept
Letter Subject: Your Submission

The Editors assigned to the current version of the submission are shown below. Additional recipients can be copled or
blind copied by typing their e-mail addresses Into the blank boxes next to cc: or bec: below. Multiple e-mail addresses
can be included, separated by semicolons (;).

If the last Editor in the chain has permission to notify the Author after the selected decision then the
Editor is allowed to either:

e Accept this decision as their own decision without submitting their own comments and send the
Decision Letter to the Author

e Override the previous Editor’s decision, submit their own comments, record a different decision,
draft a new letter, and send it to the Author
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e Return the Submission to the original Editor for a new decision (effectively rescinding the
decision) by returning the Submission without the draft letter

e  Return the draft letter to the original Editor for revision by returning the Submission with the
draft letter

e Submit their decision to the next Editor in the chain (with or without a draft letter) for review
before the Author is notified by using the ‘Submit Decision without Notifying Author’ button

Modifying Editor Decisions

Any Editor with the appropriate permission may also change the final Editor’s Decision from the Notify
Author page. The ‘Modify Decision’ drop-down allows the user to change the Editor’s Decision. Changing
the Decision Term will automatically insert the appropriate Decision Letter in the editable box further
down on the page. Any existing Reviewer and/or Editor comments will be inserted into the changed letter
if the appropriate merge fields are present in the letter.

Notify Author

Cancel |

Manuscript Number: DEMOCD-D-
19-00011 Preview Letter ) bnveJ Save and Close | | Send N\)J\J

Title: A Manuscript Is Born

To notify the author of the Final

o ’ Date Revisio ue: / 7 0 T8 (mm/dd/yyy)

Editor’s Decision, use the ‘Send Now Date Revision Due 07/17/2020 8] (mm/dd/yyyy)
tton , :

button. Editor Decision Revise

If permitted, you may reject this Modify Decision Revise

decision and send the assignment

back to the previous Editor, by using
the Return to (Editor) link

scind Decision Return to Editor

From: The Journal<trashjo@ariessys.com>
To mary mary

Letter Purpose Editor Decision - Revise

Letter Subject Your Submission

The Editors assigned to the current version of the submission are shown below. Additional recipients can be copied or
blind copied by typing their e-mail addresses into the blank boxes next to cc: or bec: below. Multiple e-mail addresses
can be included, separated by semicolons (;).

Note: The modified decision will overwrite the previous decision. This means that the Submission record
will not show that an incorrect decision had been made. The correct decision will be attributed to the
Editor who made the initial incorrect Decision.

‘Set Final Disposition’

Setting the Final Disposition (Accept/Reject/Withdraw) completes the peer review process. It also triggers
transmittal of accepted manuscripts to production if your publication is configured to do so. Logic is
utilized to ensure that the Final Disposition selected by the user matches the Final Decision made on the
Submission. For example, when the Final Disposition term ‘Accept’ is selected, EM will check the Editor
decision term to see if it is in the ‘Accept’ decision family. If the term does not match the decision family
(i.e. the decision is in the ‘Reject’ family), a warning message will appear to alert the user of the
discrepancy.

‘Linked Submissions’

Submissions can be linked together. A Submission may be added to an existing ‘Linked Submission’ group
or added as the first Submission in a newly created ‘Linked Submission’ group. This action link will allow
an Editor to ‘Create a New group’ or to select a group from a pre-defined list. EM will add the Submission
to the group.
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Add to/Create Linked Submission Group

A submission may be added to an existing Linked Submission Group, or added as the first submission in a newly
created Linked Submission Group.

To add the submission to an existing Linked Submission Group

Please select a Linked Submission Group from the drop-down below and click the Add to Group button. Note: A
submission can only belong to one Letter to the Editor Group.

|Please select a Linked Submission Group:| ~  Add to Group |

To create a new Linked Submission Group

Click the 'Create a New Group' button to create a new Linked Submission Group that you can add your referring
submission to.

Once created, the new Linked Submission Group will be selected by default in the drop-down menu above.
Clicking the 'Add to Group' button will then add the referring submission to the newly created group.

Create a New Group |

Assign Publish with ID
Click the 'Assign Publish With ID' button to assign a Publish With ID to your referring submission.

Assign Publish With ID |

This feature is designed to provide Editors with a method of linking Submissions for general reference

(those that are related by author or topic) or to group Letters to the Editor together to take advantage of
special functionality. Linked Submission icons are displayed next to linked Submissions in the Editor
folders, providing immediate visibility to the fact that the Submission belongs to a Linked Submission
Group.

View Submission

Details ¥ !
History
Unassign Editor
File Inventory

Rescind Decision
Send E-mail

Linked Submissions «mmmpe—

ibmission
Commentary

DEMOCD-D-19- Original  Epidemiology Manuscript Title: This Is the Best mary mary Mar 30, Ann el
& Accept
¥

ep 16, 2019 -
00002 Study Section Manuscript Sep 16,2019 5559 Accapt Assoclate

nd Comments

Mar 30, 2020

Creating a New Linked Group
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From the action links of the selected folder, the Editor should select ‘Linked Submissions’. Clicking this link
displays the ‘Add to/Create Linked Submission Group’ page. From this menu, the Editor will be able to
select from an existing display of groups or create a new group.
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Add to/Create Linked Submission Group

created Linked Submission Group.

To add the submission to an existing Linked Submission Group

submission can only belong to one Letter to the Editor Group.

Please select a Linked Submission Group:| ~ | Add to Group

To create a new Linked Submission Group

submission to.

Once created the new Linked Submission Group will be selected by default in the drop-down menu above.
oup' button will then add the referring submission to the newly created group.

Create a New Group |

Assign Publish with ID

Click the 'Assign Publish With ID" button to assign a Publish With ID to your referring submission.

Assign Publish With ID |

A submission may be added to an existing Linked Submission Group, or added as the first submission in a newly

Please select a Linked Submission Group from the drop-down below and click the Add to Group button. Note: A

Click the 'Create a New Group' button to create a new Linked Submission Group that you can add your referring

Click on the ‘Create a New Group’ button to set up a new group. The following menu will be displayed:

Create a New Linked Submission Group

To create a new Linked Submission Group

Please enter a Linked Submission Group Name (limit of 1000 characters) and select a Linked Submission Group
Type.

Linked With Group: A general group suitable for linking submission together for a wide variety of uses (e.g.,
submissions by the same Author or submissions based on a similar topic.)

Letter to the Editor Group: A 'speciality' group where Invited Authors may be provided PDF access to other
linked submissions that belong to the group when they are solicited for a commentary. Note: A submission can
only belong to one Letter to the Editor Group.

Once the new Linked Submission Group has been created, it is selected by default in the drop-down on the Add
to/Create Linked Submission Group page. Clicking the 'Add to Group' button on the Add to/Create Linked
Submission Group page will then add the submission to the newly created group.

Insert Special Character

Linked Submission Group Name: ||
Maximum Linked Submission Group Name is 1000 characters.
® Linked With
Letter to the Editor

Linked Submission Group Type:

Cancel Submit
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The Editor must enter the ‘Linked Submission Group Name’ and select the ‘Linked Submission Group
Type’ to create the group.

The Linked Submission Group Type choices are either ‘Linked With’ for general linking or ‘Letter to the
Editor’ to take advantage of the special Letter to the Editor functionality. After selecting the Group Type,
the Editor should then click on Submit. When the new group has been created, the Editor can add
Submissions to the group.

Note: Once the Group has been created, it is available for selection in the drop-down on the ‘Add
to/Create Linked Submission Group’ page. Additional Submissions can be added to the group at any time.

Note: Editors with permission to Create/Edit Linked Submission Groups can assign a PWID (Publish With
ID) to a linked Submission on the ‘Add to/Create Linked Submission Group’ page. Editors with this
permission can also assign a PWID to linked Submissions on the ‘Linked Submissions’ pages. This is
achieved by selecting the ‘Publish With’ checkbox for each Submission to be assigned a PWID and clicking
the ‘Assign Publish With ID’ button.

Adding a Submission to an Existing Group

A Submission can be added to an existing group by clicking on the ‘Linked Submission’ action links,
selecting the group from a drop-down, and then clicking on the ‘Add to Group’ button. Once a Submission
has been added to a group, it is displayed on the ‘Linked Submissions’ page, and a Linked Submissions icon
is displayed in search results and system folders.

Linked submissions for Manusceipt Number JONATHANTEST_Beta-D-20-00014

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00014., Linked with Groups are listed first, Letter to the Editor Groups listad second. Linked Submissions that are part of each group may be sorted
To creats a new Linksd Submission Group containing this submission, pleasa click the ‘Creste 3 New Group® button.
Create 3 New Group

To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group’ button

~ _Addto Group |

A Publish With ID can be assigne
has been assigned to the referri

the referring submission and any number of linked submissions by selecting the Publish With option and dicking the Assign Publish With 1D button. The Assign Publish With 1D button is no longer displayed once a Publish With 1D
bmission.

Return to All Submissions with Editor's Decision
Editor Main Menu

Assign Publish With ID |
Linkad with

Linked Submission Group

Group Nome

Linked Submissior

Manuscript Article Artidle Author / Publish With

Mumber Type Title Hame Submitted category 1D Deseription

AY AT AY AY AY AY e
04-14-2020 o

JONATHANTEST_Beta-D-20-  Original Study  test for tutorial mary mary Decision in Process
00014

On the ‘Linked Submissions’ page, Editors with permissions to Create/Edit Linked Submission Groups can
click on the ‘Add Submission’ link associated with a group to use the Search Submissions feature to look
up Submissions and then add them to the group. The Editor will automatically be taken to the Search
Submissions selection criteria with the Criterion of Linked Submission Group Name being selected by
default.
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Search submissions selection criteria

You may refine your criteria further on the Advanced Criteria.

Help with Searching Insert Special Character Value Options Advanced Criteria
[ Joriterion ot [selector ——————Jvale T
« |Linked Submission Group Name ‘ - is ‘ « |Contains ‘ « |Linked "
Add |
Clear 'I Search 'I

Help with Searching

= Use the Value Options link to view standard lists and classifications; you can copy and paste Values from there.

* The required format for date entry is mm/dd/yyyy. If the date is not entered in this format, you will be required to re-enter the date in the specified format.

* You must enter at least one set of criteria in the Value box to execute a search. We recommend entering as much criteria as you know. The more refined the
criteria, the quicker your results will be returned.

« If you combine AND and OR relations, use the parentheses to ensure the evaluations are carried out in the right order. If you do not use parentheses, or
combine AND and OR within parentheses, the AND relationship is evaluated first.

» Selections are case-insensitive. You may enter any mixed case value.

= You can check for empty (no value) fields by selecting the "Unspecified" Selector.

Return to Linked Submissions
Editorial Menu
Production Tasks Menu
Production Status Grid

There are specific search criteria available for Linked Submissions, which are:
1. Linked Submission Group Name
2. Publish with ID
3. Publish With ID Description

Editors can use the Selector and Value in the same way as when searching for Submissions in general.

A checkbox is displayed for each Submission returned in the results. The Editor selects the Submissions
they wish to add to the group and clicks on the ‘Add to Group’ button.

Note: The ‘Select’ checkbox is suppressed for submissions that already belong to the group.

Linked Submissions Page

From the ‘Linked Submissions’ page, Editors with permission to Create/Edit Linked Submission Groups can
perform the following actions:

1. Create a new group that contains the Submission currently being viewed (the ‘referring’ Submission).
After creating the new group, the user is returned to the ‘Linked Submissions’ page and the newly created
group is selected by default.
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Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

€ a3 new Submission Group containing this submission, please click the 'Create a New Group' button.

ate a New Gi

To ad TBmisslon to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group' button.

Please select a Linked Submission Group| = | Add to Group

A Publish With 1D can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With ID
button is no longer displayed once a Publish With 1D has been assigned to the referring submission.

Return to Search Results
Editor Main Menu

2. Add the referring Submission to an existing group by selecting a group from a drop-down selector near
the top of the page.

Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.
To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button.

ate a New Gi

up
To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group' button.
Please select a Linked Submission Group] v |/Add to Group | <

A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With ID
button is no longer displayed once a Publish With ID has been assigned to the referring submission.

Return to Search Results
Editor Main Menu

3. Search for other Submissions to add to an existing group by clicking the Add Submission link (as
described above).

Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021
Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button.

Create a New Group

To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the ‘Add to Group' button

Please select a Linked Submission Group| »  Add to Group
A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With 1D
button Is no longer displayed once a Publish With ID has been assigned to the referring submission

Return to Search Results
Editor Main Menu Assign Pul

Linked With

Linked Submission Group

Linked Submission
Linked Submission Group Name Group Status
Add Submission Linked Submissions 2 Active
Edit Linked Group
Set Inactive Status

Clear Group

4. Modify an existing group (e.g., Group Name, Group Type, or remove Submissions from the Group) by
clicking the ‘Edit Linked Group’ Action link.
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Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button

Create a New Group
To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group' button
Please select a Linked Submission Group| »  Add to Group

A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With 1D
button is no longer displayed once a Publish With ID has been assigned to the referring submission

Return to Search Results

Editor Main Menu Assign Publish With 1D

Linked With

Linked Submission Group

Linked Submission
Linked Submission Group Name Group Status
Add Submission Linked Submissions 2 Active
Edit Linked Group
Set Inactive Stamg‘\
Clear Group

5. Remove all Linked Submissions from a group at once by clicking the ‘Clear Group’ link. When this link is
clicked, a warning is displayed so the user can confirm intent to remove all Submissions from the group.

Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button

Create a New Group
To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group' button
Please select a Linked Submission Group| »  Add to Group

A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With 1D
button is no longer displayed once a Publish With ID has been assigned to the referring submission

Return to Search Results
Editor Main Menu Assign Publish

Linked With

[ —
Linked Submission

Linked Submission Group Name Group Status

Add Submission Linked Submissions 2 Active
Edit Linked Group

Set Inactive Status
Clear Group

6. Users with permission to Set Active/Inactive Status for Linked Submission Groups may activate any
inactive group by clicking the ‘Set Active Status’ link, or inactivate any active group by clicking the ‘Set
Inactive Status’ link. When either of these links are clicked, a warning is displayed so the user can confirm
intent to activate/inactivate the group.

¢ When a group is made active, Submissions can be added to the group.
¢ When a group is made inactive, Submissions can no longer be added to the group.

Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button

Create a New Group
To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the 'Add to Group' button.
Please select a Linked Submission Group| = d to Group

A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With 1D
button is no longer displayed once a Publish With ID has been assigned to the referring submission

Return to Search Results
Editor Main Menu Assign Publish

Linked With

Linked Submission Group

Linked Submission
Linked Submission Group Name Group Status

Add Submission Linked Submissions 2 Active
Edit Linked Group

Set Inactive Status‘\

Clear Group
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7. Remove an individual Submission from a group by clicking the ‘Remove from Group’ link. When this link
is clicked, a warning is displayed so the user can confirm intent to remove the Submission from the group.

Linked Submissions for Manuscript Number DEMOCD-D-19-00003

Group' button

mber of linked submissicns by sefecting the Publs!

Assign Publish With ID button, The Assign Publish With ID button 2 Publish With

Assign Publish With ID

Linked With

DEMOCD-D-19-00004R2 Original Study  Dinosaurs: friend or Foe?  Allan Author 09-24-2019 Basic Science Section 02-03-2020 Under Review

8. Assign a PWID by clicking the ‘Publish With ID’ button.

Note: The Assign Publish With ID is a separate feature discussed in the Publishing Submissions Together
section of this document.

Linked Submissions for Manuscript Number JONATHANTEST_Beta-D-20-00021

Contents: Submissions that are linked to JONATHANTEST_Beta-D-20-00021. Linked With Groups are listed first, Letter to the Editor Groups listed second. Linked Submissions that are part of each group may be
sorted.

To create a new Linked Submission Group containing this submission, please click the 'Create a New Group' button

Create a New Group
To add this submission to an existing Linked Submission Group, please select a group from the drop-down below and click the "Add to Group' button
Please select a Linked Submission Group| » _Add to Group

A Publish With ID can be assigned to the referring submission and any number of linked submissions by selecting the Publish With option and clicking the Assign Publish With ID button. The Assign Publish With 1D
button is no longer displayed once a Publish With ID has been assigned to the referring submission

Return to Search Results
Editor Main Menu Assign Publish With 1D
Linked With

Linked Submission Group

Linked Submission
n Group Name Group Status
Add Submission Linked Submissions Active
Edit Linked Group

Set Inactive Status
Clear Group

Editors with view-only access to Linked Submission Groups (i.e., View Linked Submission Groups
permission is enabled but Create/Edit Linked Submission Groups is not enabled) see a version of the

‘Linked Submissions’ page where they can view information about the linked groups but cannot edit the
group in any way.

Letter to the Editor Functionality — Linked Submissions

EM supports the management of Letters to the Editor where unsolicited Submissions are received in
response to an already published paper. Letters to the Editor linking includes specialized ‘rules’, further
distinguishing it from the general (Linked With) Submission linking.

1. When a Commentary is solicited from one of the Submissions linked together with the Letter to the
Editor linking mechanism, it is possible for the Author of the Commentary (the Author of the original
published article) to submit a ‘response back’ paper that will become a member of the group.
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2. When an Invited Author submits a Commentary where the invitation was generated from a Submission
belonging to a Letter to the Editor group, the Author’s Invited Commentary is automatically added to the

Letter to the Editor Group. The ‘response back’ Commentary (Reviewer PDF) can be made available to the
Authors of selected Submissions in the group when a decision is made on their Letter to the Editor.

Invited and Commissioned Papers

There are two general scenarios where Author solicitations may occur:

1. Commentaries: Commentaries may be solicited on a submitted article (that may or may not have yet
been accepted for publication). This feature provides a way to invite an Author to submit a paper and link
the existing (‘parent’) Submission to the associated Commentaries (‘child’ Submissions).

2. Proposals: This feature provides a way to invite Authors to submit papers and link the Submissions for
the purpose of tracking. A publication can invite Author(s) to submit a manuscript on a particular topic; or
a publication devotes an entire issue (special issue) to invited manuscripts on a particular topic(s).

Initiating and Managing Commentaries

Initiating a Commentary

A Commentary is created when an Editor determines that a particular Submission requires a Commentary
or a response (perhaps from an expert, one of the Reviewers, etc.). The existing Submission can be
anywhere in the workflow (new assignments, under review, in final disposition, etc.).

The Editor (with appropriate permission) clicks the ‘Solicit Commentary’ Action link in the Submission’s
action links.

Wiew Subrission
Details

History
File Inventory
Edit Subrnission

Solicit Commentary

Set Final Disposition
Transrnittal Faorm

Wiew Reviews and Comments
Send E-mail

Linked Subrmissions

The first step in the Solicit Commentary process is for the Editor to enter the following information on the
‘Target Publication Schedule’ page:
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Target Publication Schedule

Enter a target publication date and other parameters. These values will apply to this submission and any invited submissions which are
associated with it. In some cases, only the invited submissions will be published.

Pre-selecting an article type for invited submissions is optional. The 'Author Will Select’ option allows the invited Author to select from a
list of invited article types.

Pre-select Article Type for Invited Submissions generated

c L Author Will Select | -
from this Submission:

* Target Publication Date: 1] (mm/dd/yyyy)
Target Publication Volume:
Target Publication Issue:

Author Response Due: 0

il off PRy AUEnEr 16 i Resymm) @ ol A value of zero indicates the Response due date feature is nat

being used.

Author Submission Due: 0

b o (PRE (FT (D Tt FlHeidm Ceie A value of zero indicates the Submission due date feature is not

being used.

Cancel | Save and Proceed |

e  Pre-select Article Type for Invited Submissions generated from this Submission (optional): This
feature allows the Editor to pre-select the Article Type the Invited Author will use for the
Submission. The Author Will Select option allows the invited Author to select from a list of invited
article types.

e  Target Publication Date (required)

e  Target Publication Volume (optional)

e  Target Publication Issue (optional)

e Author Invitation Due: This is the number of days the Author has to respond to the invitation. If a
zero is entered, this indicates the invitation due date feature is not being used.

e  Author Submission Due: This is entered as a number, which is used to calculate an actual date
from the Target Publication Date. This means that the Author’s due date is set backward FROM
the Target Publication Date and is not set FORWARD from the date of invitation or date the

invitation was accepted. If a zero is entered, this indicates the Submission due date feature is not
being used.

The second step is to select an Author(s) from the ‘Author Selection Summary’ page.
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Author Selection Summary - Manuscript JONATHANTEST_Beta-D-20-00014
test for tutorial

Manuscript Details

Author Search

Search My Publication Search for Authors v Go

Search for Authors

Search by Personal Classificaticns
Upload Author List
Search for Alternate Authors
Selected Auth
electe uthors Search for Alternate Authors by Personal Classifications

Invited Authors

There are no Authors Invited for this submission

Alternate Authors

There are currently no Alternate Authors selected for this submission

Register and Invite New Author

Return to All Submissions with Editor's
Decision

Return to Manage Proposals Menu
Return to Main Menu

Users may Search for Authors or Search by Personal Classifications and click ‘Go’ to execute the search.

Search for Authors Menu

The following fields are included in the criteria drop-down:

e Last Name
e  First Name

e  Position

e Department

e |nstitution

e City

e State

e Country

e  Email Address
e People Notes

Detailed People Notes
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Search for Authors - Manuscript JONATHANTEST_Beta-D-20-00014
"test for tutorial"

Manuscript Details Register and Invite New Author

Help with Searching Insert Special Character
1/1 not | Selector Nawe )|

+ [Last Name v ||is v [Begins with - [+~ [or [+ [Remove

| + |First Name is ~ |Begins With ‘ | OR ‘ - Remove
Position 2
Department §

[~ Institution is ~ |Begins With [ | or [+ Remove |
City

> |State is w |Begins With ‘ - | + |OR ‘ - Remove |
Country

| w |E-mail Address is w |Begins With ‘ | OR ‘ v Remove
People Notes

- |Detailed People Notes is ~ |Begins With - | Remove |

People Flag Name

Clear Search

Author Selection Summary
Editor Main Menu

Select from the above Criterion to locate the Author (the Author must be already added to the system — if
not, the Editor will need to ‘Proxy’ register the Authors before being able to continue with this step).
Following the above search, the page displayed is similar to the ‘Reviewer Selection Summary’ page. The
Author Selection Summary screen is the starting point for the Author selection process; it also displays the
list of Authors invited to submit a Commentary and shows the status of each Author invitation.

Clear |  Search

Target Publication Information: Date: Sep 30, 2020 Volume: S Issue: 16

Author Candidates

Page: 1 of 4 (35 total Authors) 1234>>> Display 10 | = results per page

The Author Selection Summary screen lists the following Author Selection modes: Search for Authors and
Search by Personal Classifications. Other functions available from the ‘Author Selection Summary’ page
include access to the ‘Details’ page and the Un-invite Author function.

Search for Authors: When Search for Author is selected, the Editor is brought to a search interface. The
user can enter up to three sets of criteria.

Search by Personal Classifications: When Search by Personal Classifications is selected, the Editor can
search for Authors based on the Personal Classifications associated with each Author. The Editor is
brought to a page that lists all of the Classifications that are assigned to people in the system with a
checkbox next to each term. The Editor can select a maximum of five Classification Terms. A list of
Authors associated with the selected Classifications is returned.
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Note: The list of Classifications may appear incomplete because it is a list of all Classifications assigned to
registered users; it is not a complete list of Classifications. If a Classification term does not appear on the
list that means no one in the system has selected that term as a Personal Classification.

After an Author(s) is selected, send either the default invitation letter (as set up in ActionManager) or
customize the default letter.

Multiple Authors can be invited at the same time. The Editor has an opportunity to customize each letter
by clicking on the letter name next to the Author name. The Editor will also have the opportunity to NOT
invite an Author from the list of invited Authors, without having to back out of the entire process, by
checking ‘Do Not Invite’ next to the Author name.

Initiating and Managing Proposals

This feature provides a way to invite Authors to submit papers and link the submissions for the purpose of
tracking. A publication can invite an Author(s) to submit a manuscript on a particular topic; or a
publication devotes an entire issue (special issue) to Invited Submissions on a particular topic(s).

Note: The Proposal Submission is not a regular Submission. A Proposal will not go through any peer review
and will not receive any Decision. The Proposal is used as an invitation vehicle. The Proposal PDF can be
used to deliver the details of the Proposal to the Invited Authors and it can be used to provide
supplementary materials to the Invited Authors (such as scanned articles, outlines, etc.). The Proposal is
also used to keep Author invitations organized and as a single point where submitted articles can be
viewed and monitored.

Custom Invited Proposal Numbering

Invited Submission Manuscript Number format is configurable by Article Type within PolicyManager and
will apply to all Invited or Assigned Submissions associated with the Proposal of that Article Type. Two
Manuscript Number format options are available: use the format configured on Set Manuscript Number
Format page or use the Prefix + Incrementing Number entered on the Initiate Proposal page. The numbers
can be configured one of three ways:

e Manually Assign Manuscript Number
e  Automatically Assign Manuscript Number at Author Submission

e Automatically Assign Manuscript Number When an Editor is Assigned

Proposal Menu as Default Menu

Users can choose to have the ‘Proposal Menu’ as their default menu when they login if they primarily
work with inviting Authors to submit papers. Contact the Publication’s Administrator for more details.

Initiating a Proposal

The Editor (with appropriate permission) must first go to the ‘Proposals Menu’ by clicking on the
‘Proposals Menu’ tab at the top of the screen (directly below the Navigation Bar). From the ‘Proposals
Menu’, the Editor clicks the link labeled ‘Initiate Proposal’ link under ‘New Proposals’.
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Editorial Proposal Menu Production Tasks

Search

Proposal Menu

New Proposals
Initiate Proposal

Active

New Proposals Requiring Assignment (0)

New Assignments - Proposals (0)

My Pending Proposals (1)

View All Assigned Proposals (1)

My Submissions With Pending Commentaries (0)

Proposals With Invitations In Progress (1)
Proposals With Outstanding Invitations (1)
Proposals With Invited Submissions In Progress (1)

Managing Editor Search Proposals | Search Submissions | Search People

View All Submissions With Pending Commentaries (0)

This link brings the Editor to a page where the Editor can create a Proposal (‘parent’ Submission) using an

enhanced version of the manuscript submission interface.

The first step in the Initiate Proposals submission process is for the Editor to enter the target schedule
information (if required) on the Initiate Proposals page. The Editor may pre-select an Article Type for

Invited Submissions. The Author Will Select option allows the invited Author to select from a list of invited

article types.
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Initiate Proposal

Select an Article Type for the proposal, then enter a Proposal Title and other information.

Pre-selecting an article type for invited submissions is optional. The "Author Will Select' option allows the invited Author to select from a
list of invited article types.

Article Type: Special Issue -
Pre-select Article Type for Invited Submissions generated Author Will Select |
from this Proposal: author Will Select
* Title: Commentary

|Special Issue Article Insert Special Character
Invitation to submit a manuscript for a spedial issue

s

* Target Publication Date: 3 (mm/dd/yyyy)
Target Publication Volume:
Target Publication Issue:
Author Response Due: 0

AR OF P AT s D Km0 I i A value of zero indicates the Response due date feature is not

being used.

Author Submission Due: 0

e (B ey () TRl MAresim Bele A value of zero indicates the Submission due date feature is not

being used.

Cancel | Proceed and Build PDF |  Proceed with no PDF | Assign to Myself and Invite Authors |

e Article Type —A list of one or more types of Proposals that can be initiated

o Title — Proposal Title

e Target Publication Date — Once the Editor has entered a Target Publication Date, the default
Author Submission Due Date can be calculated (see last item in list).

e Target Publication Volume — Optional

e Target Publication Issue — Optional

e  Author Invitation Due — This is the number of days the Author has to respond to the invitation. If
a zero is entered, this indicates the invitation due date feature is not being used.

e  Author Submission Due — This is entered as a number, which is used to calculate an actual date
from the Target Publication Date. This means that the Author’s due date is set BACKWARD FROM
the Target Publication Date, and is not set FORWARD from the date that Author was invited or
the date the Author accepted the invitation. If a zero is entered, this indicates the Submission
due date feature is not being used.

o Author Submission Due Date — Author’s due date, dependent on the Number of Days prior to
Target Publication Date.

At the bottom of the Initiate Proposal page there are four buttons labeled ‘Cancel’, ‘Proceed and Build
PDF’, ‘Proceed with no PDF’, and ‘Assign to Myself and Invite Authors’.
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Initiate Proposal

Select an Article Type for the proposal, then enter a Proposal Title and other information.

Pre-selecting an article type for invited submissions is optional. The "Author Will Select' option allows the invited Author to select from a
list of invited article types.

Article Type: Special Issue hid

Pre-select Article Type for Invited Submissions generated Author Will Select |

from this Proposal: Author Will Select

* Title: Commentary

|Special Issue Article Insert Special Character

Invitation to submit a manuscript for a spedial issue

* Target Publication Date: ] (mm/dd/yyyy)
Target Publication Volume:

Target Publication Issue:

Author Response Due: 0

TR 7 By AT (s D s i (i A value of zero indicates the Response due date feature is not
being used.

Author Submission Due: 0

e (B ey () TRl MAresim Bele A value of zero indicates the Submission due date feature is not

being used.

Cancel | Proceed and Build PDF |  Proceed with no PDF | Assign to Myself and Invite Authors |

Proceed and Build PDF

Clicking the button labeled ‘Proceed and Build PDF’ allows Editors to upload a Submission Item and build
it into a PDF for the Proposal. After building and approving the PDF, the Proposal must be assigned to an
Editor who will handle the Author invitation process.

Proceed with no PDF

A Proposal can be created, assigned to an Editor, and Authors invited without having to build and approve
a PDF. This selection sends the Proposal directly to the ‘New Proposals Requiring Assignments’ folder.

Assign to Myself and Invite Authors

Clicking the button labeled ‘Assign to Myself and Invite Authors’ creates the Proposal and takes the Editor
directly to the ‘Author Selection Summary’ page.

e [f the publication is configured for manual manuscript numbering, a manuscript number must be
entered on the ‘Initiate Proposal’ page before the user can proceed to the ‘Author Selection
Summary’ page.

e [f the publication is configured for automated manuscript numbering, the manuscript number is
automatically assigned when the ‘Assign to Myself and Invite Authors’ button is clicked and the
user proceeds to the ‘Author Selection Summary’ page.

Note: This button is shown only to Editors with the correct RoleManager permissions. ‘
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Inviting or Assigning Authors for a Proposal

The paper will be in the assigned Editor’s ‘New Proposal Assignments’ folder. A list of Action links is
displayed below.

Mew Proposal Assignments for F Editor

Contents: These are proposals that have been Assigned to the Editor. They require one of the following: another Editor assignment, or Author Invitations. Use the
up/down arrows to change the sort arder.

Fage: 1 of 1 {9 total proposals) Display results per page.

Proposal Proposal Initial Target | Target

Manuscript | Article Section/ | Originating | Date of |Pub. Pub. Status |Current

Number Type itle Category | Proposal |Proposal | Date Yolume |Issue |Date |Status
B Action & AV AY v v AV AY AY AY AY
Wigw Proposal
Dretails
Histary

File Inventory
Edit Propasal
Classifications BLTRIAL- Book " . . 17 Sep 30 Sep 17 Sep .
Assiqn Editor D-08-00038 | Propnsal | Medicine Today Brian Lewis  “5nn5"  oppg zong | Received
Set Final Disposition

Inwite Authors

Similar Articles in MEDLINE

Google Scholar Title Search
Google Scholar Author Search

B Action &

View Proposal

Details

Histaory

File Inwentory

Edit Proposal
Classifications

Sssign Editor

Set Final Disposition

Invite Authaors

Similar Articles in MEDLINE
Google Scholar Title Search
Google Scholar Author Search

The Editor selects one or more Author(s) from the ‘Author Selection Summary’ page by clicking the ‘Invite
Authors’ or ‘Assign Authors’ link. The Author Selection Summary screen is the starting point for the
Author selection process; it also displays the list of Authors invited or assigned to submit, and it shows the
status of each Author invitation/assignment.
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Author Selection Summary - Manuscript DEMOCD-D-19-00027
Special Issue #3

Manuscript Details

Author Search

Search My Publication Search for Authors v Go

Selected Authors

Invited Authors

Abby Author ¥ Agreed to Submit - Nov 22, 2019 View Letter Un-assign

Amara Author ¥ (C)  Author Invited - Nov 22, 2019 View Letter Un-invite

Alternate Authors

There are currently no Alternate Authors selected for this submission

The Author Selection Summary screen lists the following Author Selection modes: Search for Authors and
Search by Personal Classifications. Other functions available from the ‘Author Selection Summary’ page
include access to the ‘Details’ page and the Un-invite Author function.

Search for Authors Mode

When Search for Author is selected from the search mode drop-down, the Editor is brought to a search
interface.

Search for Authors - Manuscript JONATHANTEST_Beta-D-20-00024
"Proposal 3"
Manuscript Details Register and Invite New Author
Help with Searching Insert Special Character
[ lerterion o not [selector e )
- ‘Last Name | - |is ‘ - ‘Begins With | - ‘ B |OR | ~ | Remove |
- ‘Last Name | - |is ‘ - ‘Begins With | - ‘ - |OR | v | Remove |
- ‘Last MName | - |is ‘ - ‘Begin; With | - ‘ A |OR | " Remove |
- ‘Last Name | - |is ‘ - ‘Begins With | - ‘ B |OR | ~ | Remove |
i ‘Last Name | - |is ‘ wr ‘Begins With | b ‘ r |OR | v | Remove |
- ‘Last MName | - |is ‘ - ‘Begin; With | - ‘ A Remove |
add,)
Clear | | Search |
Author Selection Summary
Editor Main Menu
The following fields are included in the criteria drop-down:
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Last Name

First Name
Position
Department
Institution

City

State

Country

E-mail Address
People Notes

e Detailed People Notes
e  People Flag Name

Author Invitation Statistics

Author Candidates
Check the box for each person you want to invite to submit, and then proceed with sending the default letter or a customized letter.

Page: 1 of 1 (1 total Authars) Display results per page.

Author Statistics

Submissions

Number of £
Invitation |Author Board Being Processed
Select | Letters Name Member| Classifications * Unsolicited

Invitation Statistics

O I:I Igor Van den Brand, M.D. No 0 VCIass matches 2 0 Agreed and Awaiting Submission: 1 Outstanding Invitations: 2
with MS Invited Submissions Received: 16 Agreed: 17

Un-invited Before Agreeing: 2 Declined: 2
Un-invited After Agreeing: 1 Un-invited: 2
Last Invited Submission Agreed: Mar 03, 2008 Total Invitations: 23
Last Invited Submission Received: Feb 21, 2008
Last Invited Submission Declined: Feb 17, 2008
Avg Days to Submit: g

(* indicates match between Author and Manuscript Classifications)

Page: 1 of 1 (1 total Authors) Display results per page.

Cancel Proceed

Editors can see Author Invitation statistics when searching for Authors to invite for Commentaries or
Proposals. The current and historical information regarding Author invitations is displayed on the ‘Search
for Author Results’ and ‘Search for Alternate Author Results’ pages, including the number of invitations
accepted by the Author, number of invitations declined, and number of outstanding invitations.

The following statistics associated with Author invitations are shown in the Author Statistics column:

1. Invited Submissions Received — Displays the total number of Invited Submissions the Author has
submitted to date.

2. Un-invited Before Agreeing — Displays the total number of Invited Submissions where the invited
Author was un-invited before having agreed to submit.

3. Un-invited After Agreeing — Displays the total number of Invited Submissions where the invited Author
was un-invited after having agreed to submit.

4. Last Invited Submission Agreed — Displays the latest date that the Author agreed to submit an invited
submission.
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5. Last Invited Submission Received — Displays the latest date that the Author submitted an Invited
Submission.

6. Last Invited Submission Declined — Displays the latest date that the Author declined an invitation.

7. Avg Days to Submit — Displays the average number of days that the Author has taken to submit the
agreed submissions after accepting their Author invitations, not including those that were subsequently
un-invited.

The following statistics associated with Author Invitations are added to the Invitation Statistics column
under the Outstanding Invitations field already displayed:

1. Agreed — Displays the total number of invitations where the Author agreed to submit, including those
that have already been submitted and those where the Author was subsequently un-invited.

2. Declined — Displays the total number of invitations where the Author declined to submit.

3. Un-invited — Displays the total number of times the Author was un-invited by an Editor before
responding to an invitation.

4. Total Invitations — Displays the total number of Author Invitations sent to the Author. This total is equal
to the sum of the four values above it in the Invitation Statistics column.

‘Search for Authors by Name and Address’ results page display (partial)

Author Candidates

Check the box for each person you want to invite to submit, and then proceed with sending the default letter or a customized letter.

Page: 1 of 1 (1 total Authors) Display results per page.
I-l-__
Invitation |Author Board Being Processed
Select | Letters Name Member| Classifications * Author Statistics Invitation Statistics
Igor Van de Brand M.D. No 0 Class matches Agreed and Awaiting Submission: Outstanding Invitations:
with MS Invited Submissions Received: Agreed:
Un-invited Before Agreeing: 2 Declined: 2
Un-invited After Agreeing: 1 Un-invited: 2
Click here for additional Last Invited Submission Agreed: Mar 03,2008  Total Invitations: 23
author invitation statistics Last Invited Submission Received: Feb 21, 2008
Last Invited Submission Declined: Feb 17, 2008
Avg Days to Submit: g

(* indicates match between Author and Manuscript Classifications)

Page: 1 of 1 (1 total Authars) Display results per page.

Cancel Proceed

Additional Author Invitation Statistics

An Editor can also access the ‘People Information’ page for a potential Author by clicking the Name link
associated with candidates in the results set.

Four sections displaying Author Invitation Statistics now appear on the ‘People Information’ page (when
there are statistics available):

1) Current Author Invitation Statistics

2) Historical Author Invitation Statistics

3) Historical Author Invitation Performance Summary
4) Historical Author Invitation Averages
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Current Author Invitation Statistics

Date Last Agreed Invited Submissions in Progress Outstanding Invitations

Mar 30, 2008 1 2

Historical Author Invitation Statistics

Total Author Invitations Agreed to Submit Declined to Submit Un-invited Before Agreeing to Submit
23 17 2 2

Historical Author Invitation Performance Summary

Total Invited Submissions Submitted On Submitted Un-invited After Agreeing to | Date Last Invited Submission
Received Time Late Submit Received
16 g 7 1

May 30, 2008

Historical Author Invitation Averages

Days to Respond to Author Invitation Days to Submit Invited Submission Days Late # of Author Reminders
5 9 [ 1

The Current Author Invitation Statistics section displays the following information:

1. Date Last Agreed — Displays the latest date that the Author agreed to an invitation.

2. Invited Submissions in Progress — Displays the current number of Submissions where the
Author agreed to submit, but has yet to submit the invited Submission to the editorial office and
has not been un-invited. This field matches the Agreed and Awaiting Submission field on the
‘Author Search Results’ pages.

3. Outstanding Invitations — Displays the current number of invitations that the Author has not
yet responded to. This field matches the Outstanding Invitations field on the ‘Author Search
Results’ pages.

The Historical Author Invitation Statistics section shows the following historical information related to
Author Invitations:

1. Total Author Invitations — Displays the total number of invitations sent to the Author. This
field matches the Total Invitations field on the ‘Author Search Results’ pages.

2. Agreed to Submit — Displays the total number of invitations where the Author agreed to
submit, including those that have already been submitted and those where the Author was
subsequently un-invited. This field matches the Agreed field on the ‘Author Search Results’
pages.

3. Declined to Submit — Displays the total number of invitations where the Author declined to
submit. This field matches the Declined field on the ‘Author Search Results’ pages.

4. Un-invited Before Agreeing to Submit — Displays the total number of times that the Author
was un-invited by an Editor before responding to an invitation. This field matches the Un-invited
field on the ‘Author Search Results’ pages.

The Historical Author Invitation Performance Summary displays the following information related to
Author Invitations:

1. Total Invited Submissions Received — Displays the total number of Invited Submissions
received from the Author. This field matches the Invited Submissions Received field on the
‘Author Search Results’ pages.

2. Submitted On Time — Displays the total number of Invited Submissions submitted by the
Author before their Author Submission Due Date had elapsed.

Note: Invited submissions with no due date are also included in this count. |
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3. Submitted Late — Displays the total number of Invited Submissions submitted by the Author
after their Author Submission Due Date elapsed.

4. Un-invited After Agreeing to Submit — Displays the total number of times that the Author was
un-invited by an Editor after agreeing to an invitation.

5. Date Last Invited Submission Received — Displays the date that the Author last submitted an
Invited Submission. This field matches the Last Invited Submission Received field added to the
‘Author Search Results’ pages.

The Historical Author Invitation Averages displays the following averages calculated for Author Invitation
statistics:

1. Days to Respond to Author Invitation — Displays the average number of days between the
Author Invitation being sent and the Author clicking either the ‘Agree to Submit’ link or deep link
or the ‘Decline to Submit’ link or deep link.

2. Days to Submit Invited Submission — Displays the average number of days between the
Author clicking the ‘Agree to Submit’ link or deep link and the Author approving the PDF for their
Invited Submission. This field matches the Avg. Days to Submit field on the ‘Author Search
Results’ pages.

3. Days Late — Displays the average number of days past the Author Submission Due Date that
the Author submitted any late Invited Submissions.

Note: Only Submissions which were submitted after their due date count toward this average.

4. # of Author Reminders — Displays the average number of Author reminder letters the Author
has received per Author Invitation.

Search by Personal Classifications Mode

When Search by Personal Classifications is selected, the Editor can search for Authors based on the
Personal Classifications associated with each Author. The Editor is brought to a page that lists all of the
Classifications that are assigned to people in the system with a checkbox next to each term.
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Search for Authors by Personal Classifications

On the left, below, is the complete list of Classification Terms currently assigned to people in this publication. Classification terms that are
not assigned will not appear in the list. To search for potential Author candidates associated with particular Classifications, transfer
classifications to the "Selected Classifications’ list by checking them and using the "Select-=" button, then dick 'Search for Authors’ to
execute the search. A maximum of 5 Classifications may be selected in any given search.

Cancel Search For Authors
Search: Search Clear

Matching terms display in red text
Expand All Selected Classifications: Limit 5 Classifications
10: First Major Term

20: Second Major Term

30: Third Major Term
40: Nature
50: Weather
Add-=
<-Remove
Expand All

Cancel Search For Authors

The Editor can select a maximum of five Classification Terms. A list of Authors associated with the
selected Classifications is returned.

Note: The list of Classifications that is displayed may appear incomplete because it is a list of all
Classifications assigned to users, rather than a complete list of Classifications. Therefore, if a Classification
term does not appear in this list, no one in the system has selected that term as a Personal Classification.

Author Candidates

Select a checkbox for each person you wish to select as an Author. (more.
Page: 1 of 1 (7 total Authors) Display |10 | » results per page.
Submissions
| Being Processed
Member Classifications | Invited Unsolicited  Author Statistics Invitation Statistics
mary mary ¥V No 2 Personal Classe [] 40
s found

10

Second Major Term

Mr. Richard Reviewer ¥ No 1 Personal Class f 0 0
ound
10:
First Major Term
Mr. Robert Reviewer ¥ Yes 1 Personal Class f 0 0
a ound
10
First Major Term
Dr. Arnold Appraiser ¥ No 1 Personal Class f 0 1
=) ound

10:
First Major Term

Multiple invitations can be sent to the same Author for a particular Proposal or Submission. The Editor
can enter the Number of Invitation Letters to be sent to each Author on the ‘Search for Authors’ page. The
Author can also be invited multiple times after the initial invitation. This allows the Author to submit
multiple manuscripts in response to a Proposal or Commentary.
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Sending Author Invitations

Multiple Authors can be invited at the same time. Once a selection has been made by checking the box by
the side of the Author, the following screen will be displayed:

Select Authors - Confirm Selection and Customize Letters
You have selected the following people as potential Authors. Click the Customize link if you want to customize a particular letter. Once you have customized a letter, an
asterisk is displayed next to the person's name. If you do not explicitly customize the letter for a particular person, the default letter will be sent.

To change the letter sent to an individual Author, click the Letter drop-down box next to that person's name and select a different letter. Note: if you personalize a letter,
and then select a new letter, your personalized text will be lost.

If there is an Author in the list whom you do not wish to invite, check the 'Do Not Invite' box next to that Author's name. When you click the Confirm Selections and
Send Letters button that Author will not be invited to submit.

(less...)

Target Publication Information: Date: May 09, 2020 Vofume: Unspecified Issue: Unspecified

Authors to Invite

Open Special Character Palette

Invited Author Author Submission | Do Not
Letter Response Due Date Due Date Invite

mary mary Author Invitation for Proposal | + Customize
(mm/ ddfvwv) (mm/dd/ vvvv)
John Doe Author Invitation for Proposal « Customize J 3
(mm/dd/yyyy) (mm/dd/yyyy)
Cancel | | Submit

After Authors to invite have been selected, and the Editor clicks the ‘Proceed’ button, s/he is taken to a
new page where multiple letters may be selected and customized.

e The Letter column contains a drop-down of all letters assigned to the Author Invitation Letter Family.
Any of the letters assigned to this family may be selected (and customized, if desired) and used as the
invitation letter.

e  Editors can also change the Invited Author response due date and the Author Submission due date.

It is also possible to have other roles set up to receive a notification letter when an Author is invited.

Letters sent to non-Author roles are segregated into a separate section of the page, headed ‘Others
Notified of Author Invitation’. Editors will have an opportunity to customize each letter by clicking on the
letter name next to the Author name. The Editor will also have the opportunity to NOT invite an Author
from the list of invited Authors, without having to back out of the entire process, by checking the ‘Do Not
Invite’ checkbox next to the Author name.

Once the letters have been customized, the Editor must click on the button labeled ‘Confirm Selections
and Send Letters’.

‘Author Selection Summary’ page
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Author Selection Summary - Manuscript DEMOCD-D-19-00027
Special Issue #3

Manuscript Details

Author Search

Search My Publication [search for Authors [~ | Go

Search for Authors
Search by Personal Classifications
Upload Author List

Shlected Autliara |Search for Alternate Authors by Personal Classifications

7\
Invited Authors
Abby Author ¥ Agreed to Submit - Nov 22, 2019 View Letter
Amara Author ¥ (©)  Author Invited - Nov 22, 2019 View Letter

Alternate Authors
There are currently no Alternate Authors selected for this submission

If an Author has been invited multiple times, his name appears multiple times on the ‘Author Selection
Summary’ page, with the color-coded status and status date for each individual invitation.

Note: Clicking the ‘Un-invite’ link un-invites the Author from that specific invitation only; it does not un-
invite the Author from any other invitations associated with the Submission. If an Author is invited multiple
times, s/he will see each individual invitation in the ‘My New Invitations’ folder on the ‘Author Main
Menu’.

Assign Authors

Editors may Assign an Author to submit a Commentary or an Invited Submission in response to a Proposal
without waiting for the Author to respond to an Invitation. Author List Files (ALFs) that are uploaded can
indicate whether an uploaded Author record is available for Invitation or Assignment. This is especially
useful when working with book workflows and other publications where the Authors are predetermined.

A value of TRUE in the INVITE column will mark the Author for Invitation when the ALF is uploaded. A
value of FALSE in the INVITE column will mark the Author for Assignment when the ALF is uploaded. Once
an ALF is loaded, both options will always be available when selecting Authors on the ‘Author Candidates’
Results page. Permission for an Editor to assign only, invite only, or both, must be configured in
RoleManager.

Alternate Authors

Editors can build a list of Alternate Invited Authors (similar to Alternate Reviewers) that would take the
place of Primary Authors who decline the invitation, are un-invited, or if the invitations expire. Alternate
Invited Authors can be promoted manually or automatically by the system. Automatic promotion can be
turned off for publications that want to manually promote Invited Authors.
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To search for Alternate Authors, the Editor would select Search for Alternate Authors from the Search My
Publication drop-down and click the ‘Go’ button. Editors can also Search for Alternate Authors by Personal
Classifications.

Clicking the ‘Alternate Author Invitation Letters’ link takes the user to the ‘Select Alternate Authors —
Invitation Letter’ page, where s/he can change the letter selection and/or customize the letter that will be
sent to the Author if s/he is promoted.

Editors with RoleManager permission to Promote Alternate Authors can manually promote an Alternate
Author by clicking the Promote link on the ‘Author Selection Summary’ page.

Alternate Authors are displayed on the ‘Editorial Details’ and ‘Proposal Details’ pages.

Automated Author Un-invite

Authors can be automatically un-invited by the system if the Author does not accept or decline the
invitation to submit by the Invited Author Response Date. This date is derived from the Number of Days
Author Has to Respond to Invitation setting on the ‘Edit Article Type’ page in PolicyManager, and the
publication’s setting for calculation of due dates (working days or calendar days) is taken into account.
Editors with appropriate RoleManager permission can modify the Number of Days Author Has to Respond
to Invitation date during the Author invitation process.

When the automatic un-invite process occurs, the Un-invite Authors ActionManager event is triggered
and the letter associated with the Un-invite Authors event will be sent to the Author being un-invited. If
no letter is configured, no letter will be sent, but the Author will still be un-invited.

If the publication also has the Automatically Promote Alternate Authors option selected for the selected
Article Type, the batch process will automatically un-invite the Author(s) and promote any available
Alternates in their place.

Register and Invite New Author/Select as Alternate

‘Register and Invite New Author’ and ‘Register and Select as Alternate’ links facilitate the quick
registration of a person who cannot be found in the people database when searching for an Authors to
invite or select as Alternates, without having to exit the Author Invitation interface.

The Editor can proxy register the person using minimal contact information and immediately send that
person an invitation e-mail, or select him or her as an Alternate Author. Editors with permission to Proxy
Register New Users in RoleManager will see the ‘Register and Invite New Author’ link on the ‘Author
Selection Summary’, ‘Search for Authors Results’ and ‘Search for Authors by Personal Classifications
Results’ pages.
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Author Selection Summary - Manuscript DEMOCD-D-19-00027
Special Issue #3

Manuscript Details

Author Search

Search My Publication Search for Authors = Go

Selected Authors

Invited Authors

Abby Author ¥ Agreed to Submit - Nov 22, 2019 View Letter Un-assign

P
Amara Author ¥ ‘v/\ Author Invited - Nov 22, 2019 View Letter Un-invite

Alternate Authors

There are currently no Alternate Authors selected for this submission

Register and Invite New Author

Return to Pending Proposals

Return to Manage Proposals Menu
Return to Main Menu

When the proxy registration is complete, the Editor can navigate directly back to the Author search
interface and continue with the invitation or selection as alternate process.

Proxy Registration A nohﬁt;t;or;’:u been' s;nt t: M/a': J;c:b"s' to inform mjacobs@trash.com that an
-« t has been created on his r behalf.
Complete Confirmation A

1 Manuscrpt JONATHANTEST _Beta-D-20
Proposal for other Authors”

—rtrSTTTET

Proposal Meny

View Related Submissions

The ‘View Related Submissions’ link will bring the Editor to a page that displays the Invited Article’s
‘parent’ submission (the Proposal), as well as all other Invited Submissions related to that parent.

All invited articles related to a Proposal will be received in the ‘New Submissions Requiring Assignment’
folder. The Submission will need to be assigned to an Editor who will handle the peer review process and
make a decision. All regular Action links are available, as well the Action link ‘View Related Submissions’.
The ‘View Related Submissions’ link will bring the Editor to a page that displays the invited Article’s
‘parent’ submission (the Proposal), as well as all other Invited Submissions related to that parent.

Once the Editor is assigned, the Submission can follow whatever workflow the publication wishes. For
example, the Editor can assign another Editor, Invite Reviewers, or Submit a Decision.
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Search Proposals

There is a specific option available on the ‘Proposal Menu’ called Search Proposals.

Search

Search Propozals | Search Submizsions | Search FPeople

Clicking on this link takes the user to a page similar to Search Submissions, where desired selection
criteria related to Proposals may be entered. Like Search Submissions, the user can enter an unlimited
number of search parameters and save the search criteria for future use.

Search proposals selection criteria
Create a new Search definition or choose an existing Search definition to Run, Edit, or Remove.
Search Definition: |Choose Saved Search|

Remove Search Definition | Edit Selected Search Definition | = Share Selected Search Definition | = Run Selected Search Definition |

Help with Searching Insert Special Character Value Options
‘ - |Pr0posal Manuscript Number w | is ‘ w |Contains | B | ar
Proposal Manuscript Number
Proposal Title Add |

Proposal Article Type

Editor Originating Proposal First Name
Editor Originating Proposal Last Name
Handling Editor First MName

Handling Editor Last Name

First Assigned Editor First Name

Help with SeFirst Assigned Editor Last Name
Proposal Target Publication Date
Praposal Target Publication Volume

Clear | | Search |

o Ut Proposal Target Publication Issue ns; you can capy .and [EED Va\ue§ fror ”'E‘Te‘ B 3
s The req Initial Date of Praposal s not entered in this format, you will be required to re-enter the date in the specified format.
. ‘\:f\r:;Eer:: submission Flag Name ecute a search. We recommend entering as much criteria as you know. The more refined the

'3 T =

« If you combine AND and OR relations, use the parentheses to ensure the evaluations are carried out in the right order. If you do not use parentheses, or
combine AND and OR within parentheses, the AND relationship is evaluated first.

= Selections are case-insensitive. You may enter any mixed case value.

» You can check for empty (no value) fields by selecting the "Unspecified" Selector.

Return to Proposals Menu

Note: Target Publication Date, Volume, and Issue all pertain to the Proposal parent submission, and not
to any child submissions associated with the Proposal. The results of the Proposal search are limited to
submissions in the Proposal Article Type Family, with a link to View Related Submissions associated with
the Proposal.
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View All Assigned Proposals - mary mary

Contents: Proposals for which one or more Authors have been invited. These Proposals require one of the following actions: 1) View the status of Authors Invited or Invite additiona|
Disposition. Use the up/down arrows to change the sort order.

Page: 1 of 1 (5 total proposals)

Proposal Proposal Initial Editor # of
Manuscript Artide Proposal Section/ | Date of Handling | Authors
Number T Title Category Prvmsa Editor Invited
= Action A AY Avgg AY AY A AY AY
11

Details ¥ JONATHANTEST_Beta-D-20- Special Proposal for other Authors May 08, mary mary | mary
History 00027 Issue 2020 mary
File Inventory

Classifications

Edit Proposal

Unassign Editor

Invite Authors

View Related Submissions
Set Final Disposition
Similar Articles in MEDLINE
Send E-mail

Setting Final Disposition on Proposals

In order to move a completed Proposal into the ‘View All Completed Proposal’ folder, a Final Disposition
must be set. Proposals do not get published and are not transmitted to production. There are only two
Final Dispositions available for Proposals: Completed Proposal and Withdrawn Proposal.

To set Final Disposition click the ‘Set Final Disposition’ Action link and select the appropriate term from
the Final Disposition drop-down.

Before setting either type of Final Disposition the Editor must ‘un-invite’ any outstanding Author
invitations and ‘un-invite’ any Authors who have not yet submitted an article.

Submissions that have already been submitted to the publication are not affected by setting a Final
Disposition on the Proposal. These Submissions will still be linked to the parent Proposal and to each
other.

Reports

Editorial Manager contains a library of pre-defined reports that are available for immediate use. With
permission, Editors can create custom reports or export data from individual tables using the General
Data Export functionality. Some of the “canned” reports will allow users to save the data to a tab
delimited file, which can be opened in an application such as Excel.

Enterprise Analytics Reporting (EAR)

Enterprise Analytics Reporting (EAR) is an additional reporting tool available in EM. EAR uses a third-party
reporting tool from Izenda, L.L.C. For publications wishing to create customized reports, EAR diminishes
the need to manipulate extracted data with external tools such as Excel, and enables the generation of
simple graphical reports.

If enabled, all Editors with Produce Reports permission will see an ‘Enterprise Analytics Reporting’ link on
the ‘Reports’ menu. Clicking this link leads to the ‘EAR Main Menu’.

This menu provides access to a set of Standard Reports created for all publications. The Standard Reports
section of the Main Menu has two categories of reports: Editorial Reports and Production Tracking
Reports (displayed only for publications using Production Tracking). Clicking on a report name
immediately runs the report and displays results based on the report’s default selection criteria (referred
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to as Filters). System Administrators may hide the Standard Reports section of EAR and CrossPublication
EAR if they are not relevant to their publications.

The ‘EAR Main Menu’ allows users to:

¢ Run standard reports and adjust report parameters if the report allows it

¢ Run shared reports created by other users

¢ Create reports and share these with other users, if desired

¢ Create new reports, basing these on existing reports, if desired

e Email or SFTP report results to other users

* Schedule report deliveries to users via e-mail on a regular basis (permission required)

Editors may use the ‘Create Report’ link, located to the left of the ‘EAR Main Menu’, to make a new
report. They may also use a Standard Report (or any other existing report) as a starting point, using the
‘Design’ option to edit and save the modified version as a new report. When reports have been created
and saved by the Editor, these reports will display on the ‘EAR Main Menu’ in a separate section. Reports
can be saved as individual-level reports (accessible only to the report creator), which are listed in the My
Reports section, or shared with other users, which are listed in the Shared Reports section.

EAR has an All Schedule Groups Table of Contents and Headers View in the Data Sources drop-down.
XEAR has a CrossPublication All Schedule Groups Table of Contents and Headers View and a Cross-
Publication All Schedule Groups TOC and Additional Manuscript Details View. The Custom Report
interface has an All Schedule Groups Table of Contents and Headers View. These three views contain
information related to both open/re-opened schedule groups and closed schedule groups.

Single-journal views are available through EAR and Custom Reports. All XEAR views are available through
XEAR and CrossPublication Custom Reports.

Kudos

Kudos (https://www.growkudos.com/) is a web-based platform that allows researchers to gain visibility
for their published work, increasing its impact. A custom question is created for Authors to provide a
brief, plain language summary of their work at submission. The publication can configure this summary to
transmit to Kudos using an EAR. The Kudos Report can be found on the list of Standard Reports. This
feature is available to all Kudos clients that use EM and is configured in PolicyManager.

Bibliometric Intelligence Analysis

Meta®'s Bibliometric Intelligence tool helps Editors better identify which Submissions may be the best
“fit” for the publication. A publication that has a valid account with Meta® can configure the results to be
displayed to Roles with permissions. You can set color coding for different ranges of results, send
Submissions to Meta®, and allow users to Initiate Bibliometric Intelligence Analysis and/or View
Bibliometric Intelligence Results for Editors and Publishers.

Note: There is a fee associated with the use of Meta2. The feature can only be activated after an
additional agreement with Aries has been reached with the publisher.

checkCIF Integration

A file with the extension .cif (Crystallographic Information Format) may be sent to a “checkCIF” tool,
which reports on the consistency and integrity of crystal structure determinations contained in the file.
The tool is hosted by the IUCr (International Union of Crystallography), and the .cif files are sent via API.
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As with other quality-checking features offered in EM/PM, the publication can configure when the file is
sent out for testing. The following workflow points may be configured to send .cif file Submission items to
checkCIF:
e  QOriginal PDF Building by Author
Original PDF Building by Editor
First Reviewer Invited/Assigned for Original Submission
Revised PDF Building by Author
Revised PDF Building by Editor
Author Notified of Editor Decision in the ‘Accept’ Decision Family
Author Notified of Editor Decision in the ‘Revise’ Decision Family
e  Create Submission

Note: .cif files cannot be built into EM PDFs. The Submission Item must be configured to Build Hyperlink
to the Item into the PDF (Item Not Displayed in PDF) or be configured as a companion file (This
Submission Item Type is a Companion File checkbox selected) on the ‘Edit Submission Item Type’ page
in PolicyManager.

Once a .cif file has returned results, a ‘View checkCIF Results’ link is displayed in the following folders
(depending on the configured workflow points that trigger checkCIF):
e Author Interface (Role has View checkCIF Results permission in RoleManager):
o Submissions Sent Back to Author

Submissions Waiting for Author’s Approval

Submissions Being Processed

Submissions Needing Revision

Revisions Sent Back to Author

Revisions Waiting for Author’s Approval
o Revisions Being Processed

e Reviewer Interface (Role has View checkCIF Results permission in RoleManager):
o Pending Assignments
o Completed Assignments

e Editor Interface (Role has View checkCIF Results permission in RoleManager):
o New Submissions

Revised Submissions

New Submissions Requiring Assignment

Revised Submissions Requiring Assignment

View All Assigned Submissions

Direct-to-Editor New Submissions

Direct-to-Editor Revised Submissions

New Invitations (Suggest Editor publications only)

New Assignments

Production Initiated — No Tasks Assigned

View All Submissions in Production

Group by Editors | Assigned

Group by Editor with Current Responsibility

Group by Manuscript Status

Submissions out for Revision

My Assignments with Final Disposition

All Submissions with Final Disposition

Search Submissions (Action column — both Editorial & Production views)

Search Proposals (Action column)

Search Submissions (from the ‘Proposal Menu’)

‘Details’ page (if configured)

File Inventory

Technical Check (if configured)

O O O O O

O 00 00O O OO O0OO0OO0OO0OOoOO0oOOoOOoOOoOOoOOoOOoOOoOOo
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e  Publisher Interface (Role has View checkCIF Results permission in RoleManager)

o  Accepted Submissions
Production Initiated — No Tasks Assigned

o
o View All Submissions in Production
o Search Submissions (Action column — both Editorial & Production views)

When the ‘View checkCIF Results’ link is clicked, the following pop-up is displayed:

W checkCIF from IUCr journals - Submission CAROLINETEST120-D-06-00008
= “This is my test article titie™

Ttems asscliated with the current revision of the Subm Ssion, and I:Ol'ill]ul'td to be sent to the checkCIF tool, are listed below. Click the ‘Completed” link to se¢
8 POF of the results,

Close
Submission Files
Item
Type Tiem Descripiion File Name Hire Date Tested Actions checkCIF Resulis
Crystallagraophic File structure 1 structure 1.cif 16.8 KB Jum 21, 2015 Download checkCIF Error
Crystallagraophic File structure? structure2.cif 20,3 KB Dun 21, 3018 Dowrload Testing n progress
Crrstalagraophic Fle etructared ptructure J.af 20.5 KB Jun 21, 2015 Domrload
Crystaliagraophic Fily minisbructure 1 minisbructure 1.5if 138.5KE  Jun 21, 2015 Dewmnigad Complated

Companion Files {nok built into the PDF)

Actbons eheckCIF Resulis

Tiem Description
Crystallograophic File struchared
Crystaliagraophic File

structured.cif 18.2 KME Jun 21, 201% Drownload checkCIF Ermor
structure 5.cif 26.5 KB Jun 21, 2015 Download Completed
structure

Close

Note: If there is only one non-hidden checkCIF result, clicking the ‘View checkCIF Results’ link will initiate
a download of the completed results PDF rather than displaying the pop-up.

Clicking the ‘Completed’ link in the checkCIF Results column will initiate the download of a PDF copy of
the checkCIF results for that file. Clicking the ‘Download’ link allows the user to download the original .cif

file.

Editor and Publisher Roles that have Initiate checkCIF permission in RoleManager will be able to select
files to send to checkCIF by selecting the checkbox next to the item type and clicking the ‘checkCIF

Selected Files’ button.

Sample checkCIF Results pop-up for an Editor/Publisher Role with Initiate checkCIF permission

h# checkCIF from IUCr journals - Submission CAROLINETEST120-D-06-00008
Rt "This is my test article title with a super long title..."

Ems Eksaiated with B CorTent fevisssn of the Submissian, 5nd corlgured bo e S6AL DS Dhe checkCIF taad, aie bited Below. Chili the ‘Complited” sk 12 see & PDF of the redalts, [mide.

oht b CIF) Saleied Fley Clade

Swbamission Files
chec kCIF Hesslis

Seboct | Tem Typs Iimm Censripion Sian
Crystallagraphet Fle Straciune ] &4 KB E
stallsgraphic Fle 2003 KB o
Crypelagrapheg Flg ¢ 0.5 KB
Crysliagraphet Rl Frafed il lufe 1 138.5 BB

Comupanion Files {mst built into the POT}

Srbect | Them Typs 1kem Deseripts=n File Hame S [ Axtions chox bl Brsults
£ e 1.2 KB Jun B, DS Eromnlaed heckCIF En

Crystallagracshe: File ulheed Struchuied of

r.lTlI.':-gl.Dd‘( Fila ructured tructure S of 265 KB Bewnlaad Completed
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Reminders

‘Send Batch E-mail’

This link allows the Publication to send out an e-mail to a group of users by Role.

Click on the button labeled ‘Preview and Send’. A copy of this letter will be available to view within the
History of the paper.

Exclude Users from Batch E-mail Reminders

An Editor may exclude users when a batch e-mail is sent. On the “Search People — Update Information”
page an exclusion setting is available to Editors as the checkbox Exclude this user from receiving all batch
and reminder emails. When enabled, two mutually exclusive sub-options will be available via radio button
selection: Always or When Unavailable Dates are active. Only one mode may be configured at a time.
When Always is selected for a user account, no reminder letters, manual or automated, or Batch E-mails
will be sent to the e-mail address on record for the account. The When Unavailable Dates are active
option provides the same restriction, but only if the user has active Unavailable Dates when the query to
send the reminder is run.

Send Login Details |

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

(] Exclude this user from receiving
~all batch and reminder emails:

Always

When Unavailable Dates are
active

From “Search People” results, click the name of user. On the subsequent ‘Search People — Update
Information’ page, the exclusion settings are available on the left sidebar.

‘Send Reminder Letters’

This link provides direct access to the many options available to Editors who may wish to send Reminder
Letters to Authors and Reviewers. Upon clicking the link, Editors are brought to the ‘Send Reminder
Letters’ page where there is access to all of the available reminder reports.
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Click a link below to access the reminder report, from which reminder letters can be sent.

Author Reminder Reports

Invited Author Reminder Reports

Editor Reminder Reports

Reviewer Reminder Reports

OProduxion Manager Reports

Send Reminder Letters

Co-Author Reminder Report
Author Revision Status Report

Author Revision Reminder Report

Automated Author Submission Reminder Report

Automated Author R

on Reminder Report

Automated Author Transfer Reminder Report

Authors Invited - No Response
Author Invitation Status Report
Automated Author Invitation Reminder Report

Assignment Status Report
N
Required Reviews Complete Report

Assignments Report

Reviewer Invited - No Response Report

Revi

er Reminder Report

Automated Reviewer Reminder Report

Submission Tasks Reminder Report

Automated Submission Tasks Reminder Report

Main Menu

Editors may choose to run any of several different reports to locate users who are responsible for
Submissions in various statuses. The reports can be tweaked to meet any specific criteria. The reports will
provide a list of users who meet those criteria and allow the Editor to choose which users should receive
reminders.

Example: Author Revision Status Report

Check All

Send
Reminder

Check All

Clear All

Manuscript Article
Number Type

DEMOCD-D- Original

Author Revision Status Report

Content: All submissions that are with the Author, and have been out for revision for more than 1 day.

Check the checkbox If you want to send a reminder to the Author for that submission. You will have the opportunity to customize the individual reminder letters after clicking the 'Send
Reminders' button

19-00003R1 Study Feathers? An In-Depth Expert
Detalls ¥ Study on the

History

Page: 1 of 1 (2 total submissions) Display {10 results per page
Editor
Who
First Made Initial Date Date Days Date Last Total #
Author Phone Assigned First Date isi Elapsed isi Until ind inders View
Manuscript Title Name Number Editor isi itted d Days Due Due Sent Sent Decision
A d
Did Raptors Have Edwin Ann Ann Sep 25, Feb 10, 116 Mar 23, 74 0 Revise
Associate Associate 2019 2020 2020 days
past
Relationship Between due
Dinosaurs and Birds
DEMOCD-D- Editorial Manuscript Through the mary 978 Edward dwarc Sep 26, Apr 17, 49 May 29, 7 0 Revi:
19-00006R2 Ages: What Makes a mary 975 Editor Jitor 2019 2020 2020 days
Details ¥ Manuscript a 7570 past
tor Manuscript? due

Clear All

The results of a Reminder Report will list out the users and the Submission in a series of rows. Editors can
choose which users receive reminders by using the checkboxes available in the left hand column.

Note: Reminders can also be accessed via Reports on the ‘Editor Main Menu’.

Automated Reminders — Overview

In addition to the previously discussed Reminder Reports, Editors can also set up automated reminders
for both Authors and Reviewers.
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These automated reminders are sent out nightly in a batch process which runs all saved Automated
Reminder definitions once in each 24-hour period. If the intent is to send multiple reminders, multiple
Automated Reminder Definitions can be saved (e.g., a reminder for 15 days before the due date, a
separate reminder for 10 days before the due date, and another reminder for 5 days before the due
date). Each saved reminder can have a unique letter associated with it.

Note: The nightly batch process runs between 12:00 A.M. and 4:00 A.M. Eastern Time.

Automated Author Reminders

Editors with Create Automated Author Reminders permissions may use an Automated Author Reminders

report. These reports will send automated reminders nightly to users who meet the Editor-configured
criteria.

Once an Editor has accessed the automated report they are brought to a page where reminder definitions
can be set up to send e-mail reminders. For example, the Automated Author Revision Reminder Report
includes the following defintions:

e Qutstanding Revisions — Reminders will be sent to Authors where the Author was asked to
submit a revision X days ago (where X = the value entered in the box), but the Author has not
declined nor has the Author submitted the revision.

e Reminder Before Revision Due Date — Reminders will be sent to Authors who agreed (have
started a revision), but have not yet submitted it and the revision due date is in X days (where X =
the value entered in the box).

e Reminder Past Revision Due Date — Reminders will be sent to Authors who were asked to revise
their Submission, but have not submitted their revision or declined to revise, where the Revision
was due X days ago (where X = the value entered in the box).

The selection criteria can be further refined by the Editor (First Assigned, or First Decision), Article Type,
or Section/Category. When creating an Automated Reminder definition, a Reminder Name is required,
and the Reminder Letter that will be sent must be selected. All letters in the Author Reminder Letter
Family are available for selection in the Reminder Letter drop-down.

Example Configuration for Automated Author Revision Reminder

Automated Author Revision Reminder Reports
Create a new Automated Reminder by selecting criteria below and dlicking the 'Save as Automated Reminder’ button. Once saved, the Automated Author Revision reminder e-mails will be sent once every 24

hours to each recipient

*) Outstanding Revisions: Send an automated reminder e-mail to Authors who were asked to revise their submission exactly 10 days ago. If Authors have

already submitted their revision or have declined to revise, they will not receive a reminder.

Reminder Before Revision Due Date: Send an automated reminder e-mail for rev that ar

days before their due date. Reminders will
Reminder Type: be sent to Authors who have agreed to submit a revised manuscript but have not

sub

Reminder Past Revision Due Date: Send an automated reminder e-mail for re that are exactly 7 days past the due date. To send reminders for
revisions that are due on the day the reminder report is run, enter 0 days. Reminders will be sent to Authors who were asked to revise their submission, but have not
submy their revision or decline to revise
First Assigned Editor: (ANl Editors v
Editor Who Made First Decision: tors v
Ins Special Character
Reminder Name:
Maximum 200 characters
Reminder Letter: Please Choose an Automated Reminder Letter v
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You may further refine your result set by selecting all, or choosing one or more value below. On a PC, multiple values may be selected by holding down the ‘Ctrl’ key on you keyboard, while using the mouse
to select the desired items in the selection box. On a Mac, the 'Command’ key is used while using the mouse to dick the desired items.

Article Type Eator

unication o

Select All

Section/Category: Clear all

Save as Automated Reminder

Saved Automated Reminders

Click ‘Remove’ if you want to permanently remove a saved reminder, and stop all automated reminder e-mails
associated with it. Click "Edit’ to edit the criteria saved for a saved reminder. Note: Reminders can only be removed
or edited by the user who created them

There are currently no

Once an Automated Reminder is created and saved, it is listed at the bottom of the page. All Editors with
permission can see the complete list of Automated Reminders that have been created on this page.

Saved Automated Reminders

Click the 'Remove’ tool if you want to permanently remove a saved reminder, and stop all automated reminder e-mails associated with
it. Click the 'Edit’ tool to edit the criteria saved for a saved reminder. Note: Reminders can only be removed or edited by the user who
created them. Re-order saved reminders by dragging and dropping the saved reminder record to the new location via the Drag & Drop

tool.
Number of
Reminder Name Reminder Type Days Reminder Creator
n ﬂ Test Reminder Outstanding Revisions 10 mary mary

Return to Send Reminders
Return to Editorial Menu

To stop an Automated Reminder from running, click ‘Remove’. To make changes to the criteria used for
the Automated Reminder click ‘Edit’.

Note: Only the user who created the Automated Reminder may remove or edit it after it is saved.

Automatic Reviewer Reminders Report

Editors with the Create Automated Reviewer Reminders permission may use the Automated Reviewer
Reminder Report.

Once an Editor has accessed the automated report they are brought to the ‘Automated Reviewer
Reminder Report’ page where reminder definitions can be set up to send e-mail reminders in the several
different scenarios. Reminder definitions can be set up so that e-mails are sent to Reviewers with
outstanding invitations, Reviewers who agreed to review but are late, Reviewers who agreed to review
and their due date is approaching. New in version 15.0 is the ability to send reminders for incomplete
(partially saved) reviews.

Editors may also refine the selection criteria by a particular Reviewer Role, Handling Editor, Article Type,
or Section/Category. When creating an Automated Reminder definition, an Editor must give it a Reminder
Name and select the Reminder Letter that will be sent. All letters in the Reviewer Reminder Letter Family
are available for selection in the Reminder Letter drop-down.

Example: Configuration for Automated Reviewer Reminder Reports
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Automated Reviewer Reminder Reports

Create a new Automated Reminder by selecting criteria below and clicking the 'Save as Automated Reminder’ button. Once saved, the automated reviewer reminder e-mails will be sent once evary 24 hours to each re]

Reminder Type: ® No Send Reminder: Send an automated reminder e-mail to R with 4 that were sent exactly [5 " days ago. Reminders will be se|
Reminder Before Due Date: Send an automatad reminder e-mail for reviews that are exactly | 10 " days before their due date. Remindars will be sant to Reviewers who h
Reminder Past Due Date: Send an automated reminder e-mail for reviews that are exactly |7 days past the due date. To send reminders for reviews that are due on th)
yet submitted their review.
Reminder Outstanding Partially Saved Reviews: Send 2n sutomated reminder a-mail for any partially-saved reviews that wers saved exactly [o " days ago and have

will be sent to Reviewers who saved a partially completed review and may have forgotten to submit the fully completed review.

Partially Saved Reviews: Include All Reviewers: Include All Reviewers based on the selected Reminder Type,
Include Only Reviewers with Partially Saved Reviews: Rem
Exclude All Reviewers with Partially Saved Reviews: Reminders will not be sent to Reviswers who saved a partially completed review

rders will be sent only to Reviewers who saved a partially completad ravi nd may have forgotten to submit ¢

nd may have forgotten to submit the

Reviewer Role: (Al Reviewers) =
Handling Editor: [t Editors) B
Reminder Name: Insert Special Character

Maximum 200 characters

Reminder Letter: Please Choose an Automated Reminder Lette| -

You may further refine your result set by selecting all, or choosing one or more values below. On a PC, multiple values may be selected by holding down the 'Ctrl’ key on your keyboard, while using the mouse to sele:

Article Type: . Selectal
Rapid Communication Y Clear Al
Section/Category: '‘Basic Science Section (hidden) . Selectall
Clinincal Saction (hidden)
Epidemiology Section (hidden)
Editorials Y Clear Al

Saved Automated Reminders

Click 'Remaove’ if you want to permanently remove a saved reminder, and stop all automated reminder e-mails
aszociated with it. Click 'Edit’ to edit the criteria saved for a saved reminder. Note: Reminders can only be removed
or edited by the user who created them.

Thers are currently d automated reminders

Return to Send Reminders

Beturn to Editorial Menu

Once an Automated Reminder is created and saved, it is listed at the bottom of the page. All Editors with
permission can see the complete list of Automated Reminders that have been created on this page.

Saved Automated Reminders

Click the 'Remove’ tool if you want to permanently remove a saved reminder, and stop all automated reminder e-mails associated with
it. Click the 'Edit’ tool to edit the criteria saved for a saved reminder. Note: Reminders can only be removed or edited by the user who
created them. Re-order saved reminders by dragging and dropping the saved reminder record to the new location via the Drag & Drop
tool.

Number of

Reminder Name Reminder Type Days Reminder Creator
H My Reminder Reminder Outstanding Partially Saved 0 John Doe
Reviews
H ' ﬁ' Late Reminder No Response. Send Reminder. 5 mary mary
a ' ﬁf Test Reminder Reminder Past Due Date 7 mary mary

Return to Reports
Return to Editorial Menu

To stop an Automated Reminder from running, click the ‘Remove’ tool (. ). To make changes to the

criteria used for the Automated Reminder click the ‘Edit’ tool ( * 4 ).

Note: Only the user who created the Automated Reminder may remove or edit it after it is saved.

Quick Facts about Automated Reminders
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o The reminder queries retrieve records that meet the criteria exactly. For example, a reminder
that stipulates a reminder is to be sent if the review is exactly 10 days late does not generate a
reminder on day 11, day 12, day 13, etc.

o Users that have the Restrict Reminder Reports to Assigned Submissions permission are also able
to save automated reminder criteria, triggering the creation of batch automated reminders that
are delivered only to Authors or Reviewers associated with their assigned Submissions.

o Ifthe Editor who saved the reminder is blinded to a Submission that matches the Automated
Reminder criteria, no automated reminder e-mail will be sent. It will be as if the Editor was
manually running a Reminder Report and would not see any Submission to which they are
blinded.

o Reminders sent from Automated Reminder increment the reminder count fields in the database.
Reminder counts are displayed on the ‘People Activity Details’ page.

o All automated reminder letters are written to the Correspondence History, following the logic
used for the manual reminder letters.

Publication Charges Waiver Processing

Publishers can allow Authors to request a waiver of publication charges during the submission process
(whether or not the site is enabled for APC handling). The Submission is held until a decision is made
regarding the waiver request. Must be configured in PolicyManager.

@ © @ © @ V)
Article Type Attach Files General Additional Comments Manuscript
Selection Information Information Data

Insert Special Character

When poss‘lfilte"fhese fields will be + Tite “J
from your uploaded submission file.
Steps requiring review will be + Abstract J
marked with a warning icon. Please
review these fields to be sure we + Keywords J

found the correct information and
fill in any missing details. + Authors
= Request Waiver

You may request a waiver of publication charges associated with this submission. If you request a waiver, the manuscript will not be submitted until the
waiver is granted. To request a waiver, please select the checkbox below and enter the reasons for your request in the text box

1am a waiver of charges for the following reasons:

m Save & Submit Later | Build PDF for Approval =

Waiver Request

-

A waiver request has been sent to the publication. You will be notified
when a decision has been made.

If the waiver is approved, your manuscript will be submitted to the

publication without further action. If the request is not granted, you may
edit the submission in order to submit it without a waiver request.

OK.
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