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Author Tutorial

Author Software Requirements
As an Author using Editorial Manager, you must hadebe Acrobat Reader (a PDF reader) installedaan y

system. If you need to install this software, yan download the free Adobe Acrobat Reader atahaWing
address:

http://www.adobe.com/products/acrobat/readstep2.htm

If you experience difficulty installing or utilizonthis software, you should contact your IT deparitrfor
assistance. Adobe also offers a help databagbdurfree Reader at this address:

http://www.adobe.com/support/products/acrreadet.htm

For general Software and Hardware requirements whkarg EM, please use the following link:

http://www.editorialmanager.com/homepage/homefdutihal.

A pop-up alert box is displayed if you are accegs$he system with an unsupported
browser.

Registering with the Publication’s EM Site

From the main navigation menu at the top of theesty you will see a set of menu options. Click on
‘REGISTER".

< Editorial Manager"

HOME = LOGIN = HELP = [REGISTER| = UPDATE MY INFORMATION = JOURMAL OVERVIEW
MAIN MENU = CONTACT U5 = SUBMIT A MANUSCRIPT = INSTRUCTIONS FORAUTHORS

Once you clicKREGISTER’ the following screen will be displayed:
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Insert Special Character

Please Enter The Following

PRE-
REGISTRATION
PAGE

To register to use the Editorial
Manager systemn, please enter
the requested information.
Upon successful  registration,
vou will be sent an e-rmail with
instructions  to  werify  wour
registration,

Forgot Your Pacoword?

Fill in the Required Pre-Registration informatiardeclick ‘Continue >> when done. There will then be a
‘Duplicate Registration Check’

Duplicate Registration Check

EM will be able to check whether you are alreadyisered once you have entered yBirst Name, Last
NameandE-mail Address. Click on the button labeleé@ontinue’. This will execute a search of the
database for a duplicate record.

Note: It is important that you enter your name exactlyas are known. It is not unusual for variations
spelling to cause duplicate entries in the database

Possible Outcome of Duplicate User Test

If a match is found (i.e., presence of duplicates) —wilunot be able to proceed with the Registration.
You will be given the option of receiving an e-madintaining the Username and Password to the e-mail

address already in the system.

Duplicate Registration

PRE-
REGISTRATION

PAGE The data yvou entered indicates that vou hawve already registered for Editorial Manager.
would you like us to send an e-rmail to Wendy@ermtesting.co.uk with the Username and
Password?

Click on ‘Yes’ if you think you might already be registered.ydiu are positive that you are not
already registered, then click ddd’. The system will now present you with the registragpage, which
gives you the option to changést Name, Last Name, E-mail addresor all three fields.

If no matches are found (i.e. no duplicates) — ymnwill proceed to the second step, the Registrat
process.
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Registration Process
The following screens will be displayed:

Insert Special Character

Personal Information

Registration Page

g %r‘
()
5l 1o

(e}

If entering more than one e-mail address, use a2 zemi-
celon between each address (=.g..
joe@thejournal.com:joe@yahoo.com)

Entering a second e-mail address from a different e-miail
provider decreases the chance that SPAM filters will trap
a-mails sent to you from online systems. Read more.

Insert Special Character

Institution Related Information

() @ L

@
(+)

Note: Information fields marked with asteriskg €annot be left empty

If you want the Publication to be able to seleai gs a Reviewer, you can set the Optiare'you
available as a Reviewer?to ‘Yes'.
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If the Publication is using classifications, youynradso select your own Personal Classificationmftbeir
predefined list.

Note: If the Editorial Office has set up Classificaticas a required field, you must select your areas of
expertise from this predefined list

Select Personal Classifications
Please identify vour areas of Interest and specialization by selecting one or more classifications from the list below.

To save changes you must click "Submit" before you leave this window.
[Matching terms display in red text]

Expand All Collapse All Selected Classifications:

antibiotics 5 D

Antivirals

drug toxicity

D PHARMACOLOGY
Drug interactions plus

drug tosxicity
NSAIDS (non-stercidals
Steroids

ooo0oo

[0 PpLAsTICS
-[[] PROSPECTIVE STUDY
4]
O

PSYCHOPHYSICS Select->
PUBLIC POLICY\STANDARDS
----- D (PPPs) preferred practice patterns M
----- [0 cost-benefit analvsis
..... [ ethics
..... FDA&
..... [0 legal
----- [0 medical care delivary
..... [0 medicare
----- D Ophth. Terminology
----- D Ophthal. Business Practices
..... [ =zfetr 2
Expand All Collapse All

it
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Click on ‘Select Personal Classificationdo access the screen to enter your areas of éseithe
predefined list can be expanded or collapsed lokiolgy the [+] or [-] checkboxes. To select, chédok
appropriate classification, and click on ti8elect’button. The number of Personal Classificiations
allowed is determined by the Publication. When liaue selected all of the appropriate areas of
expertise, click on theSubmit button on the bottom of the page.

If the Publication is using Personal Keywords, yoay enter your own free-form Keywords that identify
areas of expertise not included in the predefinedéhal Classifications list.

Note: If the Editorial Office has set up Personal Keywoes a requirement, you must enter the minimu
number of Keywords indicated.

m

Click on ‘Edit Personal Keywords’to access the screen to enter free-form areageftse. To add
a new Keyword, simply type the Keyword(s) into tNew Keyword’ field and click ofAdd’.  Click
on ‘Close’ when you have entered all of your Personal Keywords

At the bottom of the form you must enter a prefémeername. Failure to enter a username or amy oth
required information for your registration will idsin the display of the following warning:
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Note: You must remember this username in order to adbesBublication’'s EM System

When you are satisfied with the information you éavovided, click theContinue >>' button at the
bottom to proceed.

A ‘Registration Confirmation’ page will appear,@hlling you to double-check that you have entered the
correct information. Please take a good look tkergure everything is spelled correctly, and ttatrye-mail
address is correct.

If all fields are correct, click ofContinue >>'. You have now completed the registration process,razy
exit out of your browser to check your e-mail foe password that will be sent to you.

Custom Registration Questions

If the Publication has opted to require that usespond to registration questions the followingp stal
appear before you can complete the registratiooga® A box with an asterisk next to it indicatsguired
information.
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Once you have provided the Publication with theeseary information, click on th€bntinue >>' button
to proceed.

Multiple E-mail Address Request

We strongly urge users to enter a second e-maikadd If, for some reason, the system e-mails@eght
in a SPAM filter for one e-mail address, you shaddeive the e-mail at a secondary e-mail address &
different service provider (e.g. Yahoo, AOL, etc.).

When you click theRead morklink, this warning will be displayed:

Logging In

Once you have received a notification e-mail fréwva Editorial Office containing your username and
password, you can start to use the system.

Go to the Publication’s EM website. From the maavigation menu at the top of the screen you i a set
of menu options. Click orLOGIN '- as shown below:

The Editorial Manager Log-In screen will be dismdy Enter your username and password in the apatep
fields. Click on theAuthor Login’ button. This will display the ‘Author Main Menwthich will contain a list
of functions that you have been given permissiopeidorm in the system.
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Note: If you have multiple roles with the Publicationisitpossible to set up a default login role. Th&an to
do this can be found by clicking on thép'date My Informatiori link on the main navigation menu.

Once you have successfully logged in, the AuthomMidenu will display ‘Incomplete Submissions’,
‘Submissions Waiting for Author’s Approval’ or ‘Salissions Being Processed’ links. These links i@ a
referred to as ‘Folders’. The number of submissipou have in process in each folder will be digpiaby the
side of the entry.

Changing your password

You may at any time change your password, but yostfiirst be logged in to the system. From themmai
navigation menu at the top of the screen (see Pedelect UPDATE MY INFORMATION .

The ‘Update My Information’ page dialog boxes vii# displayed:
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You will then be redirected to the Registratioresers where you may look at all of the personalrmédion
currently available to the Publication, and updasltere applicable.

Once you have made your changes, click on$ubmit’ button. EM will check to see if you have filléd all
of the required fields — if you have not, the fellag warning will be displayed:

You have an option to return to your informatioyes (click on the<< Previous PagEbutton) or you can
just click on the button labele@ontinue’.

Submitting a manuscript

Once you have logged in to the system, the AuthainNVienu will be displayed:

Click on the on theSubmit New Manuscript’ link. This will display the Submit New Manusctimenu.
You will be prompted to submit all of the data tlaassociated with your manuscript — this canudeltext,
images and descriptions. Some of this informatidhbe mandatory; other parts will be optionaladh
submission step is outlined below. This informati® customized by the Publication; therefore, ssteps may
or may not be part of your submission process.
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Submission Step Limits

The Editorial Office has the ability to restricethumber of words or characters used for the fotigw
submission steps:

- Full Title

- Short Title

- Abstract

- Comments

- Authors

- Keywords

- Classifications

The word or character count is made available togtahe time of submission if this feature hasbee
enabled:

If you exceed the word or character count limitasiamposed by the Publication, you may not contionie
to the next step. If this is the case, a warniogyWwill appear if you click Next'.
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Once you meet the word or character requirementnyay click Next' to proceed to the next submission
step.

Select Article Type

The first step of the EM manuscript submission pesds selecting an Article Type, which is a reeglistep
in the submission process. Using the drop-downunselect the Article Type that best describes your
manuscript. The Article Type designation deterraindich additional steps will be displayed. (Foample,
an Abstract may not be part of a ‘Letter to thet&itii therefore, that step will not appear in thegess if you
choose that article type.) Clickliéxt’ to proceed orPrevious to make changes on the previous screen.

Enter Article Title

An Article Title is the first required step in tiebmission process. Enter the title of your aetinlthe
space provided. ClickNext when you are ready to proceed to the next step.

Enter Short Title

If the editorial office has enabled this step, yall be required to enter a Short Title in a terixkthat
appears directly below the Enter Article Title Box:
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If the Editorial Office chose to limit the ShorttlEi submission step to a certain number of charscte
you simply will not be able to type past the albotamount.

Add/Edit/Remove Authors

The author submitting the manuscript will be listedthe Corresponding Author by default. Only gsu
the Corresponding Author will receive any e-maitifications from the system. You may change thespe
designated as the Corresponding Author, but thisgmemust be a registered Editorial Manager usengaor
she will need to be contacted throughout the susiomsprocess. Other Authors do not need to betergid

with the system, but may be included for the puepafsappearing in the list of all authors. A firgtme and
last name are required.
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The Author can designate the order in which othethars should be listed, including the Correspogdin
Author. After you have entered the other Authamgrmation, the list of authors can be reordergdlicking
on the arrows next to each name. The Author atapef the list is automatically designated asRhst
Author. The Corresponding Author does not havieddisted first, they can appear anywhere in tte i
(including at the top of the list as the First Aaith

Note: Please note that yado notneed to re-enter yourself in the list of authofhe person who begins
the manuscript submission process is by defaulCreesponding Author.

To change the Corresponding Author, first entemtiime of the Corresponding Author in the First Name
and Last Name textboxes and click the checkbox toe'Rlease select if this is the correspondingaut If
the person you entered is not registered with EdittManager, you will be unable to designate hien/as the
Corresponding Author. If this pers@sregistered with Editorial Manager, you will be adkto enter his or her
username and password. However, please notd @t make this change, once you have finished
submitting the manuscripgou will no longer be considered the Correspondingwuthor and will not be
able to access the manuscriptThe new Corresponding Author will receive an airwhen the PDF is built,
asking them to log into EM to view and approve itisebmission before it can be sent to the Edit@idice.

Click ‘Next' to proceed.

Select Section/Category

The Section/Category list is used by the Authdnthicate that his/her submission belongs to a @aer
‘Section’ of the Publication or belongs to a partéz ‘Category’ within the contents of the Publioat This
step may be optional, required, or hidden by thioldl Office, so the Author may not see it.

Click ‘Next' to proceed.

Submit Abstract

The ‘Submit Abstract’ step allows the Author to éypr copy and paste the manuscript’s Abstractanto
textbox. This also may be an optional, requiredjidden step.
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Click ‘Next’ to proceed.

Enter Keywords

Enter the keywords for your manuscript, with eaeford separated bysemicolon(for example: active
vitamin D; parathyroid hormone-related peptide; drgalcemia; bone resorption). This may be an aptjo
required, or hidden step.

Click ‘Next' to proceed.
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Select Classifications

Click 'Select Document Classificatiorido open a window containing a list of the classifions used by
the Publication. Classifications can be viewed psedetermined list of terms associated with your
manuscript. The Editorial Office can cross-refeeeyour Manuscript Classifications with Personal
Classifications of potential Reviewers to find dfiedl Reviewers.

Click the checkbox next to any classification yoisiwto select. You may select as many classificatias
is appropriate. ClickSubmit' when you are done. This may be an optional,ireduor hidden step..

Click ‘Next' to proceed.

Custom Submission Steps

The submission step called ‘Additional Informati@iiows the Publication to create custom questibas
can be answered during the Submit Manuscript peaoc&he questions in this step are defined by the
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Publication and can be mandatory. Examples oftopresinclude: ‘How many pages is the manuscrigi?g
you have color images?’

Enter Comments

Enter any comments you would like to send to thitcdEidl Office. These comments will not appeayaur
manuscript. The Publication may configure thisa®ptional, required, or hidden step..

Click ‘Next' to proceed.

Suggest Reviewers

If this function is enabled by the Editorial Officgou will be asked or required to provide names an
contact information for as many review candidatetha Publication requires for your manuscripteaBe fill
in the necessary information:

Confidential — Subject to change — Copyright © 2088es Systems Corporation - 18



When you are finished, you may click thdd Reviewer button to submit additional Reviewer
information. Click theNext' button when you have finished providing Reviewdbrmation and are ready to
move on to the next step.

Oppose Reviewers

If the site is configured to include this step, yave provided with the opportunity to inform theitedal
Office of Reviewers that you would prefer not ravigour submission. Provide all of the necessantact
information:
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The Oppose Reviewers step is similar to the RedqRegiewers step in that when you are finished, iyay
click the ‘Add Reviewer button to submit additional Oppose Reviewer Cdatis. Click theNext' button
when you have finished providing Oppose Reviewfarmation and are ready to move on to the next step

Request Editor

Depending upon how the Editorial Office has confegltheir EM site, you may be asked to request a
particular Editor to be assigned to your submissi®he request will be taken under advisement by th
Editorial Office. Select the Editor of your choilbg using the drop-down menu and clidkext' to proceed.
This may be an optional step for your particulablRation, so if you are not directed to RequesEditor,
your submission will be assigned to the appropiatior(s) as determined by the Editorial Staff.

Click ‘Next' to proceed.

Select Region of Origin

You can identify a geographic region (or countripagin for your manuscript: a manuscript can have
‘Country of Origin’ designation that is differeritan the Author’s country. This is referred tolaes t

‘Manuscript Geographic Region of Origin’.
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Select the country/region of your choice by usimg drop-down menu and clickléxt' to proceed. This
may be an optional step for your particular Pulbica

Attach Files

Next, you will be asked to attach all of the filessociated with your submission.

Some Publications accept information offline orside of their EM websites (e.g., e-mail, postallpwi
fax). If you are offered the option of selectinther ‘Online Web System’ or ‘Offline’, then clicke
appropriate button.

For each Item you want to upload into the system:

Choose the Item from a drop-down box. Manuscfigtires or tables may all be separate Items in
the drop-down box, as the Items listed may varjwech Publication. Make sure to choose the
correct one.

Enter a Description in the text box (i.e., Figurd &ble 2, etc.)
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Select the Delivery Method by which the Item wébich the Editorial Office (online or offline).

The option of online or offline may not always heaiable since the Publication may require the
Item to be submitted online only.

Locate the file on your hard drive using tiBrowse button.

Authors may attach files to their submission thaténbeen ‘compressed’ (i.e. zip files). This
allows Authors to upload several files at onceheathan having to upload one file at a time. It
also enables a faster upload of a large single filee system will automatically ‘unpack’ or
‘un-zip’ the file, so that the individual file(spa be attached to the submission. There is more
information regarding the upload of compressed fidethe end of this section.

Click ‘Attach This File’ to upload the file (uploading may take severahutes for larger files),
and the following window should appear:

For Items to be sewiffline, please select the Item from the drop-down meliek the ‘Offline’ Delivery
Method, and then clickAttach This File’. The Item will be added to your list of submissifiles with the
‘Offline’ designation so that the Editorial Offican anticipate the Item’s arrival through an akgerdelivery
method.

Repeat this process until all ltems in your subinisbave been specified. You can see everything yo
have attached in the list at the bottom.
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When all Items have been attached, cligkext’ at the bottom of the page

At this point, you will see the summary of the dilgou are sending to the Editorial Office, and oeake
sure that everything you want to include is listedl. message above the grid will prompt you if you hay
left out any of the required pieces of the submissi.

Click ‘Build PDF for my Approval’. A message will appear on the screen thankingfgo your
submission. Your manuscript will now be found ie tBubmissions Waiting for Author’s Approval’ in yo
Author Main Menu. To complete the submission psscgou will need to make one final approval befbee
Editorial Office receives your submission (See #art PDF Approval’ in the following section).

If you are unable to complete the submission pmogsur data will not be lost. You can access your
unfinished submission in théncomplete Submissions’ list on your Author Main e

File Ordering Mechanism

File order can be changed by entering numberseitietkt box next to each Submission Item. The fies
numbered in the sequence in which they were upbha@fer example, if four files are uploaded, théadk
value for each Itemis 1, 2, 3, and 4, respectivdllge user can then change the order of thelfijeyping in a
new order and clicking the ‘Update File Order’ loutt

If the Publication has chosen to impose a partidilaorder that differs from the order used, thlposed

order will supercede the order used. If the fies uploaded in an incorrect order, the followingesn will
appear:
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You may now change the order of the files thatadithe same Iltem Type. In the example above areu
given the opportunity to reorder Iltems 2 and 3 heedhey are both the same Item type.

The Submission Item Label Can Be Changed after thEile Is Uploaded
If you are uploading a Figure, but did not selket ‘Figure’ Item from the Item drop-down box, thibe
Item label would be incorrect.

The ‘Item’ column in the list of attached files hdr®p-down boxes for each file, so the Submissieml|
can easily be changed after the file has been dptha

[Above: File ‘Order’ and ‘Iltem’ designation, and éScription’ can all be changed after file upload]

Uploading a Compressed File

Compressed files are any files created by a “pachitility, such as PKZip or WinZip. A compresskig
may consist of a single file, or multiple filesh& primary purpose of ‘zipping’ or ‘compressingés is to
reduce the overall file size, thus facilitatingteagransmittal. The following compressed filerfats are
supported:

1) Zip — such as WinZIP

2) tar.gz — this is a UNIX file compressiatility

To upload a compressed file, choose a Submisstom Type from the drop-down list, and upload a
compressed file containing one or more individilasf The resulting behavior varies slightly, degiag on

whether the zip file contains a single file or ripl# files. You can always change the Items andrijgsons
once they have been uploaded.
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Zip File Contains a Single File

The single file is listed in the Attached Fileg,lisith the Item and Description designation mageHe
user before the file was uploaded. You then hageopportunity to change the Item and/or Descnipténd
re-order the files (if there are other files alrngauthe list).

Zip File Contains Two or More Files

The unpacking process lists all of the files indially. You must then explicitly select a Subrossitem
for each file. The Description fields are dynarficpopulated based on the Submission ltems seleated
the user can modify the Descriptions, if desiree Tiser then has the opportunity to reorder tesfil

Uploading arXiv Files from the Los Alamos Nation&laboratory

You can upload source files directly from the Ldamos National Laboratory arXiv database. Many
Authors (primarily in Physics and Math) post theisearch on the arXiv server as a resource for othe
researchers. You may then wish to submit youclardirectly from the arXiv database.

To upload files from the Los Alamos arXiv servesuygo to the ‘Submit New Manuscriptiterface, fill in
each step (Article Title, Article Type, etc.), apbceed to the ‘Attach Files’ step.

If the Article Type is configured to ‘Allow file Upads from Los Alamos arXiv server’, the Attachesil

page displays special instructions and a text boxfitry of the arXiv file identifier. You can alsipload
additional ‘regular’ files on the same page, iniidd to the arXiv file.
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[Above: Attach files page with arXiv file upload Xjo

Select a Submission Item from the drop-down listl anter the arXiv code which consists of a stafg
letters and numbers identifying the particular id@mos database (e.g. hep-th or physics.acc-ploweld by
a forward slash and a 7-digit number unique to Alasnos (e.g., hep-ex/0401001, physics/0401001,
math.AG/0401002).

Next click ‘Attach this File’. When the arXiv code is recognized by the LoamAbs server and
corresponding file is found, the compressed filar(gz format) containing the source files is davadled from
the Los Alamos server.

The .tar.gz file is unpacked by the system, andfahe individual files are uploaded to EM. Edithis
listed individually so you can associate eachMiith an appropriate Submission Item, edit the Deson,
and re-order the list of files for PDF creation.

Note: This function is not available when submitting stas. When you decide to submit a revision, ypu
would not re-upload the submission from the arXitatiase, but rather would choose to carry forwdrd t
files that do not require revision, and can theroap just the revised files

Note: Most documents on the Los Alamos arXiv serveirataTex format. To assist Authors who may
not be sure which Submission Items to select foowa arXiv file components (such as .bbl, .clsg, .stc.), the
Publication can create Submission Items in the doayn menu, which describe these components
(Bibliography file, Style File, etc). If you ar@elear about which Item to choose, select the tteah most
closely describes the file and the system will peacwithout a problem

Author PDF Approval

You must approve your submission before it is semte Editorial Office. ClickSubmissions Waiting for
Author’s Approval ' to bring up a table containing all of your mantgts that are waiting to be viewed and
approved (see below):
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Once the PDF version of your manuscript has beesited by the system, you will see a set of linkhén
Action column of the table (far left).

Note: The actual building of your PDF may take a fewurt@s once you have uploaded your files or as lor

as 30-60 minutes depending on the size of filedcatistanding PDF building activity

‘View Submission allows you to view the PDF version of your subsiis (if you do not
have Adobe Acrobat installed on your system, singfibk the ‘Get Acrobat Reader icon
at the bottom of the ‘Submissions Needing Approwatnu and follow the instructions
from Adobe’s web site). You may choose to makerattons to your submission such as
spelling corrections, description changes, extegphics, etc. — you can do this by selecting
‘Edit Submission. If there is a problem creating the PDF you’tewing, there will be a
message in the PDF explaining what may have cabsegroblem. You must view the
PDF before you are able to approve it.

‘Edit Submission’ will bring you to the same interface you used wiea initially submitted
the manuscript. You can remove or add files atittech Files portion of the submission
if you need to change anything. If you make changenew PDF file for you to view and
approve will be built. Once you are satisfied withur submission and are ready to send it
to the Editorial Office, click Approve Submission.

‘Remove Submissiohallows you to remove your manuscript from thetsys (the
Manuscript will never be received by the Editof@dfice). You can always remove your
submission and start over if you experience problem

When you approve your submission, it will now Hediin the ‘Submissions Being Processed’ list inryo
Author Main Menu.

Tracking the progress of your submission

Once your manuscript has been submitted to thedatioln, you can track its progress by viewing your
submission in the ‘Submissions Being Processet(dee below).

Note: Viewing the status date of your submission mighbeavailable to you, depending on the system
configuration chosen by the Publication.

You will be notified when the Publication has maddecision. If the Publication has given you ascgsu
will see a ‘Send E-mail’ link within your list ofvailable actions. This will allow you to send amail to the
Publication at any time. They will have set ufheitone or multiple Ad Hoc e-mails that you can ifyodith
your own information.
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Submitting Revised Manuscripts

When asked to ‘Revise your Submission’, the subiotissioves into the folder called ‘Submissions Neagdi
Revision’ under the Revisions heading on your Auofidain Menu page.

From this folder the following options are listddlew Submission, File Inventory, Revise Submission,
Decline to Revise and View Decision.

View Submission
The View Submissiori link allows you to see the PDF of the most recesion of the submission.

File Inventory

The File Inventory link allows you to download amfythe source files that make up your submissigau
can access your files and work on them before Yiok the ‘Revise Submissionlink.

Reviewer Attachments

If the Publication’s EM site is configured to da #iten Reviewers may download source files, anaotat
them as needed, and upload them back into themsydReviewers may also wish to upload non-manuscrip
files such as images or related materials. TheoHdItOffice may give you access to these filesdioling in

submitting your revision.

Submit Revision
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The ‘Revise Submission’ link provides access to'$hémit Revised Manuscript’ interface that leads y
through the submission process.

This interface is similar to the ‘Submit New Manupt interface. When you get to the ‘Attach Filsgep
in the process, you are presented with the lisbofce files from the previous version. You magade
whether or not to carry over files from the predaersion to the new Revision.

When presented with the list of source files, ther@ checkbox displayed to the right of each filde
checkbox must be checked to carry the file ovéhéonew version of the submission. Read the iostms
the Publication will provide on screen to see vithay prefer. (See below)

Click ‘Next' to proceed to the next page where you will beegithe option to upload your revised files to
attach to the Revised Submission. Again, you béllable to reorder your files with the arrows, aptbad
your new files (see below). Clickext' to Build PDF for your Approval.

Respond to Reviewers

A ‘Respond to Reviewers’ Submission Step can belajed on the ‘Submit Revision’ page. You can
click the View Decision Letter link to view the decision letter, which includé®e blinded comments
from each Reviewer. If your Publication has thépsenabled, then you should respond to each
Reviewer's comments, by typing (or copy and pastiegponses into the text box.
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If the ‘Respond to Reviewers’ step is ‘Requiretien you will not be able to build the revision PDF
until text has been entered in the ‘Respond to &esis’ text box.

You may access to your own responses to Reviewem@mts in the ‘Revisions Being Processed’ and
‘Submissions with Decision’ folders.

Decline to Revise

This link is used when you decide not to submitaiBion. Your submission record then moves to the
Author’s Decline Revisions folder. If this is doimeerror, you will be able to reinstate a Declifeelvision.

Reinstate a Declined Revision

If you accidentally Decline to Revise or Removaihreission you intended to revise, by clicking on
‘Decline to Reviseor the ‘Remove link, you should reinstate the submission. Iastef submitting a New
Manuscript, the proper course is to reinstate thgrgssion so you can continue with the revisiorcpss.
Please contact the Editorial Office to do so.

View Decision

You can view the Decision Letter by clicking on thek in the ‘View Decision’ column.

Invited and Commissioned Papers

Some Publications have a pre-submission phaseygutiich time you are inviteh submit articles. The
invitation may be for a specific subject area, mggsium in print, or a festschrift honoring a digtiished
colleague (e.g. a retiring Editor from an emineublization). There are two general scenarios irciviAuthor
solicitations may occur:

1) Commentaries A Publication may solicit commentaries on a sutediarticle (that may or may not
have yet been accepted for Publication). Thisufegprovides a way to invite an author to submit a
paper and link the existing (‘parent’) submissioritte associated commentaries.

2) Proposals A Publication invites a leading expert (or expetd submit a manuscript about a
particular topic; or a Publication devotes an entisue (special issue) to invited manuscriptafor
particular topic(s). This feature provides a waynvite authors to submit papers and link the
submissions for the purpose of tracking.
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Invited Author’s Perspective

You are notified of an invitation to submit a maewist via an e-mail. Once you receive the e-mail
must log in to the system. From the Author Mainndeou will see a heading called ‘Invited Submissio
with two links below:

My New Invitations — this folder holds Proposals and Commentary Satioins for which the
Author has not yet ‘Agreed’ or ‘Declined’ to subraitrelated article. A link appears for you to
View the Submission for which your opinion/commewts being invited. You are also given
a link to the invitation letter sent by the EdiadrDffice. Once you have decided, you will be
able to either Agree to Submit, or Decline.

My Accepted Invitations - this folder holds Proposals and Commentary dalicins for which an
Author has ‘Agreed’ to submit a related article.lifk appears for you to View the ‘parent’
submission for which you opinion/commentary is resfed. You are also given a link to the
invitation letter sent by the Editorial Office. I8uissions move out of this folder once the
‘Submit Invited Manuscript’ link is clicked. The Author can then submit tm&anuscript
when ready. Once you begin to submit your invitexhuscript, it will move into the regular
folders for Submitting and Incomplete—just likeeggular manuscript.

Author Rebuttal of a Rejected or Withdrawn Submisson

This feature is used when you wish to dispute &&eajecision or reverse a ‘Withdrawn’ submissidfou
will need to contact the Editorial Office outsiditloe system to inform the Editors of your desoedbut the
decision.

Artwork Quality Check

If the Publication Office has this option enabletits site, figures submitted to the Publicatiotl e
processed through EM’s Artwork Quality Checking (B8Jsystem. The AQC system analyzes the artword, an
provides results back to Editorial Manager. Thesellts are then made available to you and/or thi®iEon
designated pages.

Displaying AQC Results

After submission files are uploaded and sent tbuikt into a PDF all designated files are sent® AQC
tool. From the Submissions Waiting Approval or Rens Waiting Approval pages, a link will appear
labeled View Artwork Quality Results’. You should click on this link to view the ressil Publications have
the option to require that you view the resultobefproceeding.
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[Above: View Artwork Quality Results link]

All files will be listed in the AQC Results, but lgrthose designated as requiring analysis will idig@ny
results (e.g., Pass, Pass with Warning, Fail). ay View the PDF, Download individual source fjlaad
View the Artwork Quality Results for each file.

[Above: AQC Results page]

When the Artwork Quality Results are viewed, a fiigbt Detail Report’ will provide analysis of tHée.

[Above: Analysis of the Artwork Quality Check]
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The Artwork Quality Results will also display specinformation regarding any problems with theefds
well as possible solutions. This means that yaurnake any necessary changes to the artwork fiés a
upload new files, better suited for production.

[Above: Diagnostic information from the Artwork Qlitg Check]

eXtyles

Some Publications opt to use EM’s ‘Reference Chagkiol, which will automatically check the valtgliof
the references listed in each manuscript’'s bib&pby.

Reference Checking will attempt to find each Piian citation in PubMed and/or CrossRef. However,
Reference Checking will not search for books quriess articles, as these texts are not listed lnVied or
CrossRef. If the Reference Checking tool is ablnd the citation in PubMed and/or CrossRefnk lio that
citation is created.

If the Publication has Reference Checking enaljed,will see a link that says “View Reference Chagk
Results™

Clicking on the View Reference Checking Resultsink will allow you to see the results of the eeénce
check:
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If the bibliographic entry is listed and ‘Validatethen the reference checker was able to find ecimia either
PubMed or Cross Ref, or both. If the entry islisais ‘Not Validated’, the reference checker wasabte to
locate the citation in CrossRef or Pubmed.

Publication citations that cannot be matched witkeatry in either PubMed or Cross Ref will be listes
either ‘Not Validated’ (see #6 in the figure abgueeaning the tool views the citation as a Jouref@rence but
cannot locate it on PubMed or CrossRef OR as Netc&dd (see #3 above), meaning the citation doesppsar

to be from a Journal.

You should view your Reference Checking Resultsattempt to resolve any problems with your refeesnc
prior to submitting.
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