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QUICK AND EASY EDITORS GUIDE TO EDITORIAL MANAGER

The following is the step-by-step process for the submission and handling of manuscripts on this system.

1|Page




I. How to log into Editorial Manager?

Enter Your Username and Password, click Editor Login.

HELP » REGISTER * UPDATE MY INFORMATION = JOURNAL OVERVIEW
(MAIN MENU = d CTUS » SUBMIT A MANUSCRIPT = INSTRUCTIONS FOR AUTHORS

@ Springer

¢

Insert Special Character |

Please Enter the Following =
¢

Username: F

Password: K

13

Author Login | Reviewer Login Editor Login Publisher Login (4

-

- N
Send Username/Password Register Now Login Help ? Manuscript Services

Software Copyright ©@ 2013 Aries Systems Corporation.
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1. Editor Main Menu

Note: 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 journal has not assigned that permission

for the ‘Editor role’.

The Editor Main Menu is divided into sections.

Overview of Editor Main Menu

Editor Main Menu

Search

The Search Menu is split into two
main areas — Search Submissions and
Search People. It will be located on
the Main Editor 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

yields a list of all manuscripts that
have been assigned to all Editors for
which the Editor has not yet made a
decision. *
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Submissions With:

0 Reviews 1 Reviews 2 Review|
Complete Complete Complet
1 1] 1]
\?arch

Search Submissions | Search|

List folders.

Submissions With:

This grid shows how many submissions have 1, 2, 3, or 4
reviews complete. By clicking on any of the hyperlinks
the Editor is provided with a list of submissions based on
the number of reviews that have been finished. Only
submissions for which the Editor is the ‘Handling Editor’
are displayed. The grid only reflects submissions with at
least one review complete that are in the Editor’s ‘To-Do’

Editor 'To-Do’ List

My Pending {goments (1)
Mew Assignments

Submissions with Required Reviews Complete {

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)

__Yiew-all Assigned
Miew All Assigned Submissions {75)

Wiew all Assigned Subrissions being Edited {307

Subordinate Editor's Pending Assignments {75)

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

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.




Most important part of the menu: The Editor-To-Do List

Editor "To-Do' List

My Pending Assignments (53)

Mew Assignmments (3)

Subrnissions with Regquired Reviews Complete {203

Submissions Reguiring Additional Reviewers (19)

Subrissions with Qne or More L‘a\te Rewviews (11)

ews in Progress (11)
Reviewers Invited - Mo Response (0

Submissions Under Review (11)

L

New Assignments

Here Editors will find
manuscripts that have been
assigned to them. Editors can
assign subordinate Editors, invite
Reviewers or make a decision on
manuscripts from this folder.

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
invitation, or submit recommendations.

Submissions Under Review

Any manuscript 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
delinquent Reviewer’s response.

Submissions with Required Reviews Complete

This folder contains any submission or revised
submission that has had all required reviews submitted or
on which a subordinate Editor has made a Decision
recommendation, 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/assigned
Submissions with One or More Late Reviews

This folder contains manuscripts with Reviewers assigned
to them that accepted their invitation, but have yet
submitted their review.

Note: Same paper might be available in one or more folders based on the status.
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I11. Manuscript has been submitted:

Editor Main Menu:

e Click “New Assignments”.

Submissions With:

0 Reviews 1 Review 2 Reviews 3 Reviews 4+ Reviews
Complete Complete Complete Complete Complete
8 0 0 0 0
Search

Search Submissions | Search People

Editor 'To-Do' List

My Pending Assignments (7))

Mew Assignments (2]

Submissions with Required Reviews Complete (1)

Submissions Reguiring Additional Reviewers (3

Submissions with One or More Late Reviews (2]

Reviews in Progress (7

Reviewers Invited - No Response (6)

Submissions Under Review (4)

Revealing the Action Links:

Next to the word “Action”, click the plus sign [+] to see the list of Action Links. Alternatively, you

can hold your mouse over the “Action Links” button to reveal the list of Actions you can take for
this manuscript.

New Editor Assignments -

Contents: These are submissions that have been Assigned to the Editor. They require one of the following: another Editor assignment, Reviewer invitations, or Decision. Use the up/down arrows

Page: 1 of 1 (2 total submissions) Display 1EE E:I results per page.

Manuscript Article Article Author Initial Date | Status
Number Type Title Name Submitted | Date
a':a Action A AV AV AV AY AV AV
Action Links -D-13-00078 Criginal Paper

14 Dec 2013 17 Dec 2012
Action Links -D-13-00024R1 Original Paper 11 Mar 2013 04 Dec 2013

5|Page




New Editor Assignments - Martin Burchardt, MD, PhD

Contents: These are submissions that have been Assigned to the Editor. They require one of the following: another Editor assignment, Reviewer invitations, or Decision. Use the up/down arrows to change the sort o

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

Manuscript Article Article Author Initial Date | Status | Current
Number Type Title Name Submitted | Date Status
= Action & AV AY AV AV AV AV AV

View Submission
Details

Initiate Discussion
History

File Inventory
Classifications

Unassign Editor

‘AdiEita Bditon e Ao L BB SLI SR S L TR Tl e
i e 2 LeHent | 16 Nowv 15Dec  Editor
1 )
View Reviews and Comments iy Editor £ ] 013 2013 Assigned

Similar Articles in MEDLINE

Google Scholar Title Search

Google Scholar Author Search
AuthorMapper Author Search
AuthorMapper Title Search

Submit Editor's Dacision and Comments
Send E-mail

See the ‘Action Links’ revealed below:

The EiC can either make an immediate decision on the manuscript (see VII) or select and invite reviewers
(see V) or assign the manuscript to one of the associate editors (See 1V).

Further actions: Viewing the Manuscript, Details and History, Send e-mails.

» Click “View Submission” to view the manuscript.

» Click “Details” to view author information, keywords, author comments, Editor information and
reviewer Information. Within “Details”, you can also make notes about the manuscript, change
reviewer and author due dates.

» Click “History” to view status history of the manuscript as well as the correspondence that has been
sent out for that manuscript, through the system. You can also re-send letters through the
correspondence.

» Send E-mail option in the Action Links: is also referred to as an ‘Ad Hoc’ e-mail and allows
communication between people associated with the submission.

Editors, Authors or Reviewers can send e-mail messages using this option, for example: to provide
instructions, clarify a point, make a request, etc. ‘Ad Hoc’ e-mail feature includes ‘pre-configured’
letters that can be sent by specific roles, to specific individuals.

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 Mmay use as a starting point, Select a letter, then
click "Custormize Letter' to open the letter, insert vour comments, and send the letter

Pleaze Choose a Letter -~

Ad Hoc from E ditor to Feviewsr
Ad HDC to A uthor

[a == mTa T [T oF Cortnmaton [Lustomize]
.-’-‘\.LI Incomplete Submlsslon

Al - Source Files Meseded [Customize)
AU - Submissions Heeding Approwval

(= ey | m g1 b L g ot g e e o e e g
{ Blank Template ]
oc ko Editor - Pending Review [Customize]

ED - .t'—‘a.rtlc:le Type for 51 [Customize]

ED - Systern Undeliverable Motification [Custamize]

E =plicit Paper Receipt Confirmation

Late Revizion

Letter to Reviewesar about Pending R ewview

b arzcript withdraveal

RF - Partial Review S awved

Three Reminder Follow Lp

Select the letter that best matches the enquiry, and click on the button labeled ‘Customize Letter’.
The text can be modified as required.
Note It is highly recommended to use the send email option for communication with any user

(author/reviewer/editor) of a paper, as they get registered in the History of the manuscript and we

could have a track of all the communications done with respect to the paper.

Wigw Submission

Dietails

History
fssign Editor

Invite Reviewers

Sample antonio Sep 22,

Clinical Study aubmizaen ruagiers. MO 2013

Sep Editor
23, Assignment

AuthorMapper Author Search
ButhorMapper Title Search
Submit Editor's Decision and Comments

Wimi Cubraimmian
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IV. Assigning/Inviting an Editor:

There are two ways in which Editors get assigned to submissions, depending upon the journals requirement
and configurations:

Assignment (Mode) - Editors in EM can be assigned to papers, without being given the opportunity to Decline
the assignment.

Invitation (Mode) - Editors are sent an e-mail invitation asking them to take on an assignment. The Editor
must Agree or Decline to take the assignment.

To assign/invite an Editor click on the “Assign Editor” link, select an appropriate Editor from the list of

subordinate editors and then click on the ‘Send Custom Letter’ to send a customized letter to the
Inviting/Assigning editor.

Edltor Role Edltor Name Current Assignments # Classrfcatlon Matches
Classification Matches | Available during next 7 days

Edltor o Yes

Editor 0 o Yes

Editor in Chief 2. o Yes

(This editor is already

assigned to the current

submission)

Editor in Chief 2 o Yes

Editorial Board member 0 o Yes
Cancel | Send Custom Letters | Send Default Letters |

Select an appropriate letter from the pull down menu. Click on the “Customize” link to view the assignment
letter and to incorporate any specific comments for the editor regarding the paper.

Editor Being Assigned

Associate Editor Editor Assignment - ME assignz EIC ™+ Customize
MHone

Editar [rwitation: EIC invites AE *
E ditor & zzighment Undone
Ed|tor.6\SS|nment EIC assigns AE "

Click on the “Confirm Selection and Send Letters” button to complete the assignment process.
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Editor Being Assigned

Associate Editor ' Editor Assignment - EIC assigns AE ™ I Custornize

Cancel | ( Confirm Selections and Send Letters | ]

If the journal follows an Assignment Mode, the new assignment will appear in the ‘New Assignments’
folder, for the subordinate Editor.

If the journal follows the Invitation Mode, the new assignment will appear in the ‘New Invitations’ folder
and he will have the options: “Yes | will take this Assignment” and “No | will not take this Assignment”
in the action links to either accept or decline the assignment. Only when the Editor agrees to the
invitation, he becomes an Assigned Editor. The manuscript is then sent to the ‘New Assignments’ folder,
and follows the usual path.

Search

Search Subrissions | Search People New Editor Invitations -

Editor 'To-Do" List Contents: You have been invited to be assigned the following n

My Pending Assignments (1) Page: 1 of 1 (1 total submissions)

New Invitations (1)

) Manuscript | Article
Mew Assignments (0) Ml Type
Subrnissions with Required Reviews Complete (07 Baaiad ] AT AY

Subrnissions Requiring Additional Reviewers (0} Wiew Submission

Original
. . . Tes I will take this Assignment 406R3
Subrnissions with One or Maore Late Reviews (0) Mo I will Dot taks this Assignment Research
Reviews in Progress (1)
Reviewsrs Invited - Mo Response (0} Page: 1 of 1 (1 total submissions)

Subrmissions Under Rewview (1)
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V. Invite Reviewers

» The Invite Reviewers link can be used throughout the peer review process for inviting reviewers, until
a decision has been made on the paper and the author has been informed.
» When an editor clicks on the ‘Invite Reviewers’ link, the ‘Reviewer Selection Summary’ window pops

up

Note: You will not be able to assign the paper to an alternate editor once reviewers are invited for the
manuscript.

Step 1: Click “Invite Reviewers”.

Wiew Submission

Details

Histary

File Inventary

Unassign Editor

Assinn Editor - ) )
Invite Reviewers gr:igc'l';a' 17/10/2013  17/10/2013 E“d'lt:w
Google Scholar Title Search

Google Scholar Author Search

AuthorMapper Author Search

AuthorMapper Title Search

Subrnit Editor's Decision and Commments

Send E-mail

Step 2, optional: On the “Reviewer Selection Summary” screen, the number of required reviews, and days
after Reviewer gets un-invited or un-assigned if late, are customizable.

Step 3: The different modes of reviewer search available while inviting reviewers:

Search for Reviewers

Search by Classification Matches

Search by Personal Classifications

Suggested by Author

Suggest Reviewers

Select from Previous Reviewers (Note: this is for revised submissions).

VVVYVVYYVY

The default search option available in EM is the “Search for Reviewers”. The alternatives will be shown
later.

Click “Go” to view the reviewers in the database.
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Reviewer Search

& Search My Publication Search for Reviewers b from | All Reviewers  (w G0 |

Search for Beviewers

Sugagested by Authaor

Search by Clazsification atches
Search by Perzonal Claszifications
Suggest Reviewers

Selected Reviewers

The Editor may search for either a specific Reviewer role or All Reviewer roles or the Entire database:

Reviewer Search

® search My Publication Search for Reviewers “ from | Al Reviewers “ Go |
Al Reviewers
Reviewer

Selected Reviewers Feviewer [Editorial Board)

Entire D atabaze

In the “Value” box, type in the reviewer’s last name. Then click “Search”.

Hint: To see the complete list of available reviewers in alphabetical order, go to the first Value box insert one
space. Then click “Search”.

@ search My Publication Search for Reviewers w from | Al Reviewers  w Go |

Search for Reviewers

Help with Searching Insert Special Character
[ Jcriterion _J1s/1snot [selector . vale | ]) | I
w | | Last Hame - is - Beging With | |jones w | |[OR Rermove |
| | Last Mame v is v Begins wWith w | |clark w| |OR » Rernove |
w | | Last Hame - is - Beging With «| |james ha Rermove |
Add

Clear | Search |

Step 4: Selecting reviewers:

» Scroll down through your reviewer candidates. You can select as many reviewers as you wish,
but remember, there is a minimum number of required reviews as indicated in Step 2 above.

» Toinvite a reviewer, click the Inv. box and for selecting alternate reviewers click Alt.to the left of
the reviewer’s name.

> Scroll to the bottom and click Proceed.
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» If your candidate is not amongst the listed persons, you can easily register somebody new: see
Register and Invite New Reviewer

Reviewer Candidates
Select a checlkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 1 {1 total Reviewers) Display | 100 » | results per page.

SEIECt As | peviewer Board Rewviewer Statistics
Name Member |Classifications * {Agreed Invitations) Invitation Statistics

|:| eric duclair, MD Ma 0 Class matches with MS Reviews in Progress: u] Dutstanding Invitations:
(Reviewer) Completed Reviews: z Agreed:
Reviewer Un-invited Un-invited After Agreeing: a Declined:
Terminated After Agreeing: u] Un-invited:
Last Review Agreed: May 17, 2011  Terminated:
Last Review Completed: May 17, 2011  Total Invitations:
Last Review Declined: -
Avg Days ODutstanding: 3
Reviewer Rating: a

Register and [nvite New Rayviewsr

Cancel Proceed

Inv. (=Invite) —-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.

Alt. (=Alternate) —. By checking this box, the Editor chooses Alternate reviewers who can be 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.

Step 5: Confirm reviewer selections, change the due date and send the letters.

e Confirm your reviewer selections and the letter to be sent.
Please Note: There are different letters for the original version and revised version of the
manuscript. Click the drop down button to see your choices.

e |f necessary, you can change the due date.

e To edit the invitation letter, click Customize.

e Click “Confirm Selections and Proceed” to send the invitation letters.
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Select Reviewers - Confirm Selection and Customize Letters

fou have selected the following people as potential Reviewers

Reviewers to Invite

Reviewsr #1 % (Reviewsr) RF - Manuscript to Reviewer | Customize O
RF - Manuscrpt to Reviewer

- Fromate Alternate B eviewer
iF - Revised S for Review

- Re-open Review(customize)
RF - Manuscriplt”t_‘ol Eeviewler o

Cancel Confirm Selections and Proceed

Alternative Reviewer Search Modes: Search by Classification Matches

If your journal is using the “Classifications” feature for manuscripts and for reviewers, in step 3, you can
change the search mode to “Search by Classification Matches”. Then click “Go”.

Review l:rkA \
P e

{#) Search My Publication Search by Clagsiication Malches |v from |_g‘i! Rewiewers Go

Search Reviewers by Classification for Manuscript Number BLTRIAL-D-07-00031R1
"Risk analysis and injury surveillance”

ManuscriptDetails Register and Invite Mew Reviewer

Change Search Type

(&) Search My Publication [ Search by Classification Matches  + | from [ &l Reviewers ~] Go |

The number next to each Classification term below indicates the number of Revewers with a Classification match,
By selecting the Classification termis) vou will be able to view a list of those Reviewers,

Page: 1 of 1 (3 total Classification matches) Display [10_ w | results per page.
Number of
Classification Reviewers
O 10 Amino acids 26
O 20 Diseases 27
D 30 Enzymes 25
Page: 1 of 1 (3 total Classification matches) Display (10w | results per page.

Cancel | Subrnit |
The Editor may select one or more Classifications.
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Mumber of

Classification Reviewers
7 10 Amino acids 26
[+
20 Diseases 27
al
|:| 30 Enzyrmes 25

A list of Reviewers associated with the selected Classifications is displayed. The Manuscript Classifications
are listed at the top of the page.

Reviewer Candidates

Select a checkbox by each person you wish to select as a Reviewer (more...).

Page: 1 of 3 {26 total Reviewers) 12353z 2| Display results per page.

10 Amino acids

Rewewer Board
mmm Name Member Classifications *
0o O

Invitation Statistics

4 duthor 3 Class matches with MS Reviews in Progress: 1 Outstanding Invitations: 0
(Referee) * Amino acids Completed Reviews: 1 Agreed: z
M
N Diseases Un-invited After Agreeing: 1] Declined: g
Enzymes
Epidemiolog Terminated After Agreeing: 1] Un-invited: 3
Last Review Agreed: 24 fpr 2007 Terminated: 5
Last Review Completed: 08 Jul 2002 Total Invitations: 18
Last Review Declined: 02 May 2007
Avg Days Outstanding: 1]
Manuscript Rating: i}
Reviewer Rating: 0

Go ahead with Step 4 as described above.

Alternative Reviewer Search Modes: Search by Personal Classification

If your journal is using Classifications for Reviewers, you can pick the “Search by Personal
Classification”mode. Then click “Search for Reviewers”.

Search for Reviewers by Personal Classifications

On the left, belaw, is the complete list of Classification Terms currently assigned to people in this publication.
Classification termns 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 thern and using the "Select-=" button, then click "Search for Reviewers" to execute the search. &

maximurm of 5 Classifications may be selected in any given search,

Manuscript Details  Reqgister and Invite New Reviewer

Change Search Type

(&) Search My Publication !_Search by Personal Classifications w | frorm !_.t_{l!_f!g i

Help with Searching

The Classifications for this manuscrlpt are:
Amino acids Di

Cancel Search For Reviewers
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All the Classifications that are assigned to people in the system are displayed with a checkbox next to each
term. The Editor can select the desired Classification Terms and then click on the ‘Select’ button to move
them into the Selected Classifications section. A list of Reviewers associated with the selected Classifications
is returned.

Search:. 1 Search I Clear I

fMatching terms display in red text]

Selected Classifications: Limit 5 Clazzifications

..... [0 Amino acids
#-[[] Diseases

-[] Enzymes

..... [[] Epidemiology

- [] Eeneexpression
..... [ Hormones

- [] Immunclogy

..... D Dbesity
..... [[] oOthersubjects Select->|
<-Remaove I
Cancel | Search For Reviewers

Go ahead with Step 4 as described above.

Alternative Reviewer Search Modes: Search from Previous Reviewers

Reviewer Search

(¥ Search My Publication Select from Previous Reviewers  » [es] |
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Change Search Type

(& search My Publication | Select from Previous Reviewsrs v |

Help with Searching

o |

Reviewer Candidates

The following peaple have already reviewed this manuscript. Select a checkbox by each persan you wish to select as a

Reviewer{more...).

Page: 1 of 1 (3 total Reviewers) Display results per page.

Reviewer Statistics
{Agreed Invitations)

E Reviewer Board
m Alt. | Name Member| Classifications™

Invitation Statistics

[ ) Mo 1 Class match with MS Reviews in Progress: ] Outstanding Invitations:
(Reviewer) *10: Cosmetic Completed Reviews: 3 Agreed:
(This person reviewed the previous Un—im.:ited After 0 Declined:
version as Reviewer 1) Agreeing: Un-invited Before
Terminated After o Agreeing:
Agreeing: Terminated:
Last Review Agreed: Sep 22, 2011 | 15ta] Invitations:

1 act Daniam Narclinad:

Last Review Completed: Sep 25, 2011

Go ahead with Step 4 as described above.

Alternative Reviewer Search Modes: Search for Reviewers Suggested by Author

If the journal has the ‘Suggest Reviewers’ submission step, Authors may ‘suggest’ one or more Reviewers that
they feel would be suitable to review the paper. The Editors may invite these reviewers using the search
mode ‘Suggested by Author’. This feature will be present on all Reviewer Search pages as long as the Author

has suggested at least one Reviewer.

Kermit the Frog

Author's Reviewer Preferences Manuscript Details Classifications

Search Similar Articles in MEDLINE View Submissicn

review(s) have been completed.

date. {(more...)

Reviewer Search

selected Reviewers | Search by Classification Matches |
| Search by Personal Classifications

There are currently no Reviewers Invited for this submission.

Reviewer Selection Summary - Submission BETSYTEST90-D-11-00009

“Checking out how Suggest Reviewer works 04-21-2011"

This Submission will move to the 'Submissions with Required Reviews Complete' folder a= soon as 1 [Change]

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

@ @a=rch My Publication | Search for Reviewers vl from | AlReviewers v

| Suggest Reviewers
Invited Reviewers and Linked Alternate Reviewers

Alternate Reviewers

There are currently no Alternate Reviewers selected for this submission.

When this search mode is used, the system takes the E-mail Address(es), Last Name(s), and First Name(s)
entered by the Author on the Suggest Reviewers submission step and executes a search to identify possible

matches in the system.
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A new ‘Reviewers Suggested by Author’ box is displayed, listing the Reviewer information.

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

Author's Reviewer Preferences Manuscript Detsils Register and Select New Reviewer

Change Search Type

&) search My Publication | Suggested by Author L , from |AllReviewers v‘] Go

Joe Reviewer, trash2@ariessys.com; Addy Batty, bhopkins@edmagr.com; Reon Reviewer, Anthony Author,

The following Reviewers suggested by the Author were not found in the system.

Joe Reviewer Reaqister and Select New Reviewer

Reviewer Candidates

Select a checkbox by each persen you wish to select as a Reviewer (more...).

Page: 1 of 1 (3 total ] Disp\ay| n v' results per page.
Select As Reviewer Board Reviewer Statistics
@ Name Member| Classifications| (Agreed Invitations) Invitation Statistics
|:| O [ Wwiliam Costa, DDS (Biostat Reviewer) Reviews in Progress: Outstanding Invitations: o
Completed Reviews: Agreed: 1]
Un-assigned After 1] Declined: 1]
Agreeing: Un-invited Before Agreeing: 0
Terminated After 0 Terminated: 0
fgrecing: Total Invitations: 0

Author may have suggested this reviewer; Last Review Agreed:
an email match was found.

Last Review Completed:

Last Review Declined:

Avg Days Outstanding: 1]
Manuscript Rating: 0
Avg Review Rating: 0.0
0 [ [ Anthony Author, MO (Biostat Reviewer) ‘fes Reviews in Progress: 0 Outstanding Invitations: 0
e s Completed Reviews: 3 Agreed: s
Un-assigned After a Declined: 3
Agreeing: Un-invited Before 3
Terminated After i Agreeing:
, . Agreeing: Terminated: 6
Author may have suggested this reviewer; a Last Review Agreed: 02/31/ 20031 T ol Tro oo =

match on first and last name was found. =
Last Review Completed: 02/11/2003

Go ahead with Step 4 as described above.
If any Reviewers suggested by the Author are not registered in EM, a new section is displayed that lists each

Reviewer with a ‘Register and Select New Reviewer’ link next to each person’s name, so that the editor can
easily register the person and select them as a Reviewer for the submission.
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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 ~| from jEntirsnatabaas | Go

Reviewers Suggested by Author

Tom Smith, tom@harvard.edu; Sally Jones, sjones@ariessys.com; Ellen Brown, ellen@yale.edu

Clear All Search

Reviewer Candidates

Sorry, 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 Register and Select New Reviewer

Cancel Proceed

If your search did not yield results: Make sure that the person is not in the database

Sometimes the search for a specific person did not yield results. In this case you can easily register and invite

a new reviewer. However, first it should be made sure that this person is not in the database.
When a person’s name cannot be found, search for the e-mail address as an alternative:

Search for Reviewer All Reviewers - Manuscript Number /=5 ss = 8 5 s 0
L= B B ENER R B

hl_ AN EEEENEN | EOE | BT DN BN § B B B e

Manuscript Details ' Register and Select New Raviewer

Change Search Type

@ Search My Publication | Search for Reviewers [=] from | All Reviewers Go

Search for Reviewers

Help with Searchin Insert Special Character
- 2 i
[ [=] EmsilAddress [+ [is [ Contains [=]  alberteinstein [[=] [0R =] Remove
[Te] [LastMame =] lis [+] [BeginsWith - [T=] [oR [=] Remove
[ 5] [LasiName = [ [ [BegnsWin = (E R
[[=] [LastName [-] [s [=] [Beginswit T (= [-] [Remove
[Te] [LastName =] [is [+] [BeginsWit I+ Remove
[T=] [LasiName El & [ [Gegmwi = (= nnE

Add

Clear Search
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Please also check whether the person is in the database, but without reviewer role. In this case you can easily
assign the reviewer role and invite this person.

Change the search type to search not from “All reviewers”, but from “Entire Database”:

Search for Reviewer All Reviewers - Manuscript Number s s § s §
= §-= - [ =iy  sg== = |

Manuscript Details \? Register and Select New Reviewer

Change Search Type

@ search My Publication Search for Reviewers from | Entire Database _[.:: Go

In the further invitation process you will be asked to assign the reviewer role to this person before actually
inviting him/her.

Assign Reviewer Role

All Reviewer candidates must be assigned a Reviewer Role before being invited to review. Please assign a Reviewer
Role to the people who do not yet have roles. You can also check 'Do not use this Person' if you decide not to invite

them.
Do not use
Selected As Reviewer Role this Person
Invited [None [z] E
Cancel | Assign Reviewer Roles |

Register and Invite New Reviewer

If your search did not yield a result, you can add a new reviewer to the database and invite this person. You
find the link “Register and Invite New Reviewer” on all reviewer search pages, partly in the top and the
bottom again.

Register and Invite New Reviewer

My Suggest Reviewer Preferences My Reviewer Display Preferances

Beturn to Mew Editor Assignments

Eeturn te Main Manu
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Inzert Spacial Char:

Personal Information

First Mame *
Last Mame *

E-mail Address

Cancel Submit

Type the reviewer’s first name, last name and email address and click “Submit”.
Note:

When proxy registering a reviewer, if the user is already registered with the journal the below error message
pops up.

Proxy Registration Error

Proxy Registration

There are one or more users already registered with this e-mail address, and you
may not Register a new User with a duplicate e-mail address. Click OK to return and
change the e-rnail address you entered,

Search People

ok |

In this case, please perform the steps as described above under If your search did not yield results: Make
sure that the person is not in the database

If the user is not in the database, the Proxy Registration Page will open. Select the “Reviewer Role” and
“Country”. Then click “Register and Do NOT Send Letter”.

Insert Spacial Chars
User Information

Reviewar Role * Mona

Default Login Role: Reviewer

Country * Pleass chooss a courntry

Entar More Contact Information Cancel | Register User and Send Letta

Register User and Do NOT Send Letter |

The new reviewer will be listed as reviewer candidate. Please go ahead with Step 4 in the reviewer
invitation process.

20|Page




V1. View Completed Reviews and Reviewer Attachments

Once an invitation has been sent and reviewer agreed, the reviewer will send his review back. The handling
editor will receive a notification from the system once the reviews have been completed for a paper
(depending on the number of required reviews which is set for a submission). After the Editor has received
this message, he/she logs in, views the reviewer comments and submits his/her decision through EM.

Step 1: Locate the appropriate manuscript.

Step 2: View the reviewers’ comments: Click “View Reviews and Comments”

View Submission
Details

History
Classifications
File Inventory
:.-I't = bmisgion
Invite Reviewers
Notify Edite
View Reviews and Comments

Send E-mai

TRIAL1G-D- 1onas

05-00065R1 S006

Balance of
Powvear

Experiments

Maria Irish Alcha

10/27/ 201
Cubillan, Ph.D 0f27/2006

Step 3: Click the Recommendation Term next to the reviewer’s name:

02/1%/200

TRIAL16-D-06-00069
“"Balance of Power"”
Revision 1

View Reviews and Comments for Manuscript

Click the recommendation term to view the comments for the submission.

AMiew Rewviewsr

Attachments (1]

Miew Manwscript Rating Card

tatherine Werapces Mairfal. Bachelor

fCollegse degres

Charie Bopdog, #

Christine de Leon Barrocga

Jonalyn Crisclogo, M.D.

Jona Editor, a

{Editor-in-Chiaf)

MDD

dona itor, a

L Desguitado, {Jan07 EIC)

Author Decision Letiar
Step 4:
°

View the comments to the author.
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View the confidential comments to the Editor.

Driginal
Revision 1 Submission
er 1 [(None=) Beguires Major Revisions
[(Non=) [Terminated by NRLT EIC]
Reviewer Invited (Mone)
Reviewer Invited (MNone)
Feviewer Invited (MNone)

Mo Crecision

Mo Decision

Accept

Accan




TRIAL16-D-06-00069
“Balance of Power”
Original Submission

Katherine Verances Marfal, Bachelor's/College degree {Reviewer 1)

it ‘ar 18

Reviewer Recommendation Requires Major Revisions
Term:

Overall Reviewer Manuscript 50
Rating:

Rate Rewviewer: (Select 1-100)

Commuents to Editor: This manuscript needs major revisions. The revised manuscript should be
recensidered and re-reviewead upon receipt.

Comments to Author: Your manuscript needs major revisions. Plase take note of your purpose in
writing your research article.

Step 5: If a reviewer has attached a file, click “Attachments”.

View Reviews and Comments for Manuscript
Il EEl DS IEEEE N

Bl "dow o T el " e ™ o dhefes o oo " e mnllale n®s e e ol

B ONFE = FEE
B 5 : n
viiylidal Suuinissivil

Click the recommendation term to view the comments for the submission.

Attachments (2) View Manuscript Rating Card View Review Question Responses

(Reviewer 1)

Minor revisions
Reviewer Invited

Reviewer Invited
ditor in Chief)

ion Letter

{Author)
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Step 6:
e Click “Download” to view the file.
e Click “Allow Author Access” and/or “Allow Reviewer Access” to allow the author and other
reviewer’s access to the attached file.

Save and Close

Attachments:

Allow | Allow
Editor Who Uploaded Upload Author | Reviewer
Action Uploaded By Revised Attachment Description Date Access | Access

Original Submission

Download

Bouniad sanzed com 2O/, wia il -l = Bl
Boaniad sanitzed ooy 5205 195" Wi NoJuwolersy sl o %P wSMe OO
EEE—&E:Sanitized Copy Edward Editor Two Attachments i:t:i;'llﬂ;rel;nt.doc ESBS ,:!:};32;12010
gs:x—::sz:jSanitized Copy ?En;RE:]yAuthor N/A Editor Attachment QEE;thenta i]és ,;:D2rD2P?\'12mD O

Upload Revised File

Upload Attachments

Save and Close

Note:

When a Reviewer or Editor uploads an Attachment, a sanitized copy of the uploaded attachment is made
with the personal information removed (e.g. author information in the document properties). Sanitization is
done for Word, Excel and PowerPoint files and PDFs.
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VI1I. Make a Publishing Decision and Notify the Author:

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 (also before

reviewers have been invited).

Step 1: Click “Submit Editor’s Decision and Comments”:

Manuscript Article Article  Author | Initial Date | Status Current
Number Type Tithe Mame Submitted |Date Status

B Action & A5 b &NF W a5 B B

View Submission

Details

History File Inventory Maria

Edit Submission The Big m

R e e The ri

ﬁ ;::;I'j‘ég:iz Rax Friendly Aloha 10/27/2006 |02/25/2007 Received -

o==1an =diter Giant Cubillan i

Ph.D

Invite Reviswers
Wiew Feviews and Comments
Submit Editer's Decision and Cormnments

Note: If there are outstanding Reviews or Reviewer Invitations then the following page will be displayed,
where the editor can terminate the review assignments by sending a customized or default letter. After the
reviewer assignments or invitations have been terminated, the process will go on as usual (Step 2).

original Submission
archibald Craven (Editor-in Chisf)

This submission has outstanding Reviewer 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 Qutstanding Assignments and Proceed

Invite Reviewers  View Manuseript Rating Card

Details  History  Similar Articles in MEDLINE

Original Submission
Alan Peter Halls (Reviewer 1) [Terminated by Editor-in Chief]
wendy jones Reviewer Invited
Alan Peter Halls (Associate Editar) Accept

archibsld Craven (Editor-in Chisf)

Partial Decision Saved

Author Decision Letter
Leanne Dorn (Authar)

Manuscript Rating Question Scale Rating
Click on this link http://www.editorialmanager.com  [1-3] 3
The information presented was new. [1-5] 3
The conclusions were supported by the data. [1-10] 3

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 Qutstanding Assianments, the submission will disappear fram the menu of the Reviewsr(s) identified above. You will have the opportunity to customize a notifisation lstter for each Reviewer terminated orf

assignrent. You will also he able to re-invite Reviewers who hawe been terminated on this assignment later, if necessa

Do you want to terminate the Reviewer assignment(s) above, so you can Submit 5 Decision for this manuscript?

Tes Ho No, g0 to Reviswer Selection Suramary Page
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Step 2: Select the appropriate decision from the drop-down box and click “Proceed”.

w | Overall Editor Manuscript Rating (1-100%:

Crecision:

c bimor Revisions Needed
A ajor Revisions Needed

. . . . .| Reject After Feview . . . . . . .
Details Histary Simnilar Articles ir AclceptAFtEIHeview s (0) Assign Editor Invite Reviewers View Manuscript Rating Card

it Later | Proof & Print I Proceed |

iew Question Responses

|mmediate Accept
Immediate Reject
Reject and Resubmit

Original Submission

Qingguo Zhang (Reviewer 1) Accept as is

_uis 0, VYasconez, MD (Reviewer 2) Meeds Major Revisions
<uo-Hwa Chang, M. D, {(Reviewer 3} Meeds Minor Revisions
denry M. Spinelli, M.D. {Editor-in-Chief) Assigned - Mo Decision

guthor Decision Letter

Thierry Christen {author)

Note:

There are two boxes here which will be populated with the reviewers’ comments. The Editor will be able to
edit the reviewers’ comments, if desired.

The comments appearing in the box ‘Comments to Author’ will be inserted in the decision letter. The Editor
can either add their own comments in the box ‘Comments to Author’ or they can add it later in the decision
letter if they have notify author option.

Comments to Editor

Insert Special Character
Flease add your comments that explain your reasons for your recommendation and your advice and views to the author in the box sbove and any confidential
[commwents to the editor here:
sdgsadsg

Comments to Author

Insert Special Character

[Good study bad format

More Reviewer Details
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Step 3: Double-check your decision and click “Proceed”

Draft Decision for Manuscript Number BETSYTEST80-D-10-00002
Environmental Impacts of Pesticide Sprays Aimed at Eradicating Eastern Equine Encephalitis (EEE)

Original Submission
Edward Editor, MD

Back Edit Decision Print Proceed

Decision: Minor Revision Overall Manuscript Rating (1-100):

Confidential Comments to Editor

Is the Author of this Perspective article well known?

Are there any financial conflicts of interest on the part of the Author?

Is the Author of this Perspective article well known?

Are there any financial conflicts of interest on the part of the Author?

Comments to Author

Back Edit Decision Print Proceed

Step 4: Notify the author of your decision:

» Subject line of the letter is editable
» Click the ‘cc’ box to send a copy of the letter to the Editor(s).
» Editor may also change the final Decision from the Notify Author page. A dropdown box

labeled Modify Decision facilitates this. Changing the Decision Term will automatically insert

the appropriate Decision letter in the editable box lower down on the page.

Notify Author Cancel | Submit Decision without Motifying Author J
Manuscript Number: DEMO- Preview Letter | Save Save and Send Later | Send Now |
D-02-00093
Title: "This is a training
session”

Editor Decision: Minor Revision

Medify Decision: Minor Revision |

From: "The DEMO Journal”<bhopkins@ariessc.com>

To: Anthony Author, MD

Letter Purpose: Editor Decision - Minor Revise

Letter Subject: Your Submission

The Editors assigned to the current version of the submission are shown below. Additional recipients can be
copied by typing their e-mail addresses into the blank boxes next to cc:. Multiple e-mail addresses can be
included, separated by semicolons (;).

oot Editors Assigned to Manuscript
(] Edward Editor, MD (Editor-in-Chief)
cc:
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» To edit the decision letter, scroll through the “Letter Body” and type your comments directly into the

letter. Comments to the Author from the reviewers will automatically appear at the end of the
revision and rejection letters.

> Click “Send Now” to send the letter.
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IX. Reminders:

Automatic Reviewer and Author Reminders have been enabled across almost all the journals.

Editors can also send reminders to the Reviewers or Authors manually.

Administrative Functions

Reqgister New User

Feports
Send Reminder Letters

Send Reminder Letters

Send Reminder Letters provides direct access to the many options available to Editors who may wish to send
Reminder Letters to Authors and Reviewers.

Send Reminder Letters

Click a link below to access the reminder repart, fram which reminder letters
can be sent.

Author Reminder Reponts
Author Revision Status Report
Author Revision Rerminder Report
Automated Author Revision Beminder Report

Invited Author Reminder Reports
Authors Inwited - Mo Response
Authar [nvitation Status Report

Editor Reminder Reports
Assignment Status Report

Mew Assignments Report

Eequired Reviews Complete Report

Reviewer Reminder Reports
Eeviewer lnvited - Mo Response Report
Eeviewer Reminder Report

Automated Reviewer Reminder Report

Main Menu

Reviewer Reminder Reports:
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The below are the two reports by which the editor can send reminder letters to the Reviewers.
1. The ‘Reviewer Invited — No Response Report’ generates the list of outstanding Reviewer invitations.

2. The ‘Reviewer Reminder Report’ generates the list of submissions that have been out for review for
a specified number of days, exposing Reviewers whose due dates are approaching (‘Due Date’ is in
the future) and/or Reviewers who are late (‘Due Date’ has passed). Editors can also enter an explicit
date range, which exposes reviews due within the specified timeframe; this may include both reviews
that are late and reviews that are not yet due.

Author Reminder Reports:

1. Author Revision Status Report - lists the Authors who have revisions out for more than a certain
number of days.

2. Author Revision Reminder Report — (only relevant for journals using Author Revision Due Date
functionality) this report lists the submissions that are late (Revision Due Date has passed) and/or
submissions whose due date is approaching (Revision Due Date is in the future).

We hope this visual guide was helpful to you in navigating through the Editorial Manager (EM) system.

For any queries or concerns regarding EM, please feel free to write to the responsible JEO Assistant by clicking
on the ‘Contact US” button in the Navigation bar of the journal web site. Should there be any queries
regarding a particular manuscript, kindly trigger an email using the ‘Send Email’ option to the intended
recipient (author/reviewer/Editorial Office).
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