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Reviewer Tutorial

Reviewer Software Requirements

As a Reviewer using Editorial Manager, you mustehadobe Acrobat Reader (a PDF reader) installegooin
system. If you need to install this software, yam download the free Adobe Acrobat Reader atdheviing
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/homefatutil.

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

Reviewer Login Overview

When an Editor invites Reviewers to review a sulsioig, the Editor is given the option to ‘Proxy Retgi’ them if
they are not already registered in their PublicesiccM site. This can be done by giving the minimiunformation
of ‘First Name’, ‘Last Name’ and ‘E-mail Addressif you have been proxy registered, you may receaive-mail
detailing this username and password. You mayralseive an e-mail inviting you to review a pap&here will be
links pointing you to the Publication’s site andthe paper that you have been invited to reviewu ¥an choose to
‘Accept’ or ‘Decline’ the invitation.

If the Publication Office has registered for yche first time you log in to the system, you will pempted to enter
more information.

Registering with EM

If the Publication requesting that you review hasissued you a username and password via e-mei,ytou
should assume that you need to ‘Register’ with Ehdilication’s EM site.

From the main navigation menu at the top of theliPation site’s Welcome screen you will see a $ehenu
options. Click onREGISTER".

JEditorial Manager"

HOME = LOGIN = HELP = [REGISTER| = UPDATE MY INFORMATION + JOURNAL OVERVIEW

MAIN MENU = CONTACT LS = 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 First Name*

Last Name*

To register to use the Editorial
Manager system, please enter E-mail Address*
the requested information.
Upon successful registration,
vou will be sent an e-mail with
instructions  to  wverify your WARNING - If you think you already have an existing registration of any type (Author,
registration. 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 Password?' 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 Password? Continue ==

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

Duplicate Registration check

EM will check whether you are already registeredeoyou have entered yokirst Name, Last Nameand E-mail
Address Click on the button labele€bntinue’. This will execute a search of the database ftudicate record.

Note: It is important that you enter your name exaasyyou are known. It is not unusual for variatiarfs
spelling to cause duplicate entries into the datxha

Possible Outcome of Duplicate User Test

If a match is found (i.e., the presence of dupéisptthe user cannot proceed with the Registrationess at this
time. EM gives the user the option of receivingeamail containing the Username and Password te-tneil
address already in the system.

Duplicate Registration
Pre-registration
Page

The data you entered indicates that you have already registered for Editorial Manager.
Would you like us to send an e-mail to sally@ariestrash.com with the Username and
Password?

Yes No

Click on ‘Yes' if you think you might already be registered.ydlu are sure that you are not already registeheah t
click on ‘No’. The system will now present you with the registnatpage, which gives you the option to change
First Name, Last Name, E-mail addresor all three fields.

If no matches are found (i.e. no duplicates), §henwill proceed to the second step in the Redistngrocess.
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Registration Process

The following screens will be displayed:

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

Insert Special Character
- - Personal Information
Registration Page

Title “

First Name *  [Christie

Middle Name ‘

Last Name *  [cat

Degres = | | tPh.D.. M.DL, 3r ete)

Preferred Name | tnickname)

Primary Phone * | | tincluding country cade)
Secendary Phone ‘

| tincluding country cade)

Secendary Phene is for Mobile &) Beeper (O Home (O Work (& Admin. Asst. O
Fax Mumber ‘ | (including country coda)
E-mail Address * [christie@ariestrash.com |

If entering more than ons e-mail address, use 3 semi-
colon betwssn each address (=.g..
joe@thsjournal.com:joe@yahoo.com)

Entering = s=cond =-mail address from = different =-mail
provider decreases the chance that SPAM filters will trap
e-mails sent to you from online systerms. Read more.

Preferred Contact Method = E-mail & Fax (& Postal Mail (3 Telephone (O

Insert Special Character
Institution Related Information

Position

Institution

Street Address

\ |
\ |
Department ‘ |
\ |
\ |
\ |

City

State or Province

Zip or Postal Code

Country * Please choose a country b

Address is for = work (& Home (&) Other O

Areas of Interest or Expertise

Please indicate your areas of expertise either by
selecting from the pre-defined list using the "Select
Personal Classifications” button or by adding your own
keywords individually using the "New Keyword" field and
associsted "Add” button.

Personal Classifications (None Selected)

Select Personal Classifications

Insert Special Character
Choose A User Name

The username you choose must be unique within the
systam.

1f the one you choose is already in use, you will be
asked for another.

Enter preferred user name

Once you have filled in the required information, click the button below.

Continue =z
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Some Publications may elect to have a Reviewer Bslautomatically assigned when new users redmt&M. |If
this feature is enabled, all new user registranisawtomatically be assigned to the Reviewer Ridsignated by
the Publication.

If the Publication does not use this feature, amdwould like the Editorial Office to know thatyare available as
a Reviewer, you can set the Option “Available &eaiewer?” to ‘Yes'. This means that when an Editor
searching for Reviewers, your name will appear listaof possible Reviewers. However, simply stgtthat you
are available to review does not give you the ‘Bear’ role. The Editorial Office must then desigmgou as a
Reviewer in the EM System.

If the Publication is using classifications, youynadso select your own personal classificationsnftbeir
predefined list. This will give the Editorial Of& the ability to match your personal areas of digeeto
manuscripts with the same classifications.

Areas of Interest or Expertise

Please indicate your areas of expertize either by
selecting from the pre-defined list using the "Select
Personal Classifications" butten or by adding your own
keywords individually using the "New Keyword" field and
associated "Add" button.

Perzonal Classifications (Mone Selected)

Select Personal Classifications

Click on ‘Select Personal Classifications’ to acc® screen to enter your areas of expertise.
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Select Personal Classifications

Flease identify your areas of interest and specialization by selecting one or more classifications from the list below.

Search:

[Matching terms display in red text]

Expand All

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

Collapse All

Search Clear

Selected Classifications:

2-[]10:

B-[]20:

- []30:

Bl []40:

= []90:

----- [].20000:
----- [] .40000:
----- [] .e0000:

----- [] .40000:
----- [] .s0000:
----- [] .so000:

----- [] .10000:
----- [].20000:
----- [] .30000:

“.[].1o000:
...[] -20000:

Oncology

Prevention
Genetics
Treatment
Urology

Eertility
Sexuality
Research
Cardiology
Pediatric

Adult

Treatment

Physical Science

statistical modeling
Astronomy

Spanish Terms

¢ Arritmias

¢ ClAnica

!  Ecocardiografia

Insuficiencia cardAaca

Select-=
<-Remove

Expand All

Collapse All

Cancel Submit

[ 10.20000:
[ z0.40000:
[ 30.10000:

Prevention
Eertility

Pediatric

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

The predefined list can be expanded or collapsedlicking the [+] or [-] checkboxes.

appropriate classification, and click on the ‘Sgldutton.

determined

by the Publication.

‘Submitbutton on the bottom of the page.

If the Publication is using Personal Keywords, yoay enter your own free-form Keywords that identfgas of

expertise not included in the predefined Persotedsifications list.

Note: If the Editorial Office has set up Personal Keywoes a requirement, you must enter the minimum eumi

of Keywords indicated.
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Current Keywords
Edit Personal

Limit Keywords
Keywords

Cardiology Remove Edit

New Keyword: |Oncology

Close

Click on ‘Edit Personal Keywords’ to access theesor to enter free-form areas of expertise. To adtew

Keyword, simply type the Keyword(s) into the ‘Neweyword’ field and click on ‘Add’. Click on ‘Closeivhen
you have entered all of your Personal Keywords.

Insert Special Character
Choose A User Name

The username you choose must be unigue within the
system.

If the one you choose is already in use, you will be
asked for another.

Enter preferred user name Christie]

Once you have filled in the required information, click the button below.

Continue ==

At the bottom of the form you must enter a preférosername. Failure to enter a username or amy ctlquired
information for your registration will result inéhdisplay of the following warning:
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ERROR NOTICE

Your preferred username was not entered.
wour Personal Classifications were not entered.

FPlease use the button below to go back to the Previous Page and enter the missing
information,

<= Previous Page

Note: You must remember this username in order to adbesBublication’s EM System

When you are satisfied with the information you éagrovided, click the ‘Continue >>’ button at thetiom to
proceed.

A ‘Registration Confirmation’ page will appear, @lling you to double-check that you have enteredctiveect

information. Please take a good look to make swerything is spelled correctly, and that your alraddress is
correct.

Please confirm the following very important information:
Confirm

. . First Name:  Christie
Registration

Last Name: ~ Smith
Username:  Christie
EnaillA e christie@ariestrash.com
Country:  UNITED STATES

If the information is correct and you wish to complete your registration, click the
'Continue’ button below.

== Previous Fage Continue ==

If all fields are correct, click on ‘Continue >>You have now completed the registration procesd,raay exit out
of your browser to check your e-mail for the passimbat will be sent to you.

Custom Registration Questions
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If the Publication has opted to require that usespond to registration questions, the followirepswill appear
before you can complete the registration procésbox with an asterisk next to it indicates reqdineformation.

\

Registration
Questions

Required Questions

Please respond to the question(s) below by checking the box{s) and
clicking Continue:

[ * 1 have read and understand the Registered User Agreement and agree to be
bound by all of its terms.

[ * 1 have read and understand the Privacy palicy and agree ta be baund by all of
its terms,

<= Previous Page

The questions are completely configurable by thigoEdl Office. Once you have provided the Puldiiwa with the
necessary information, click on the Continue buttwproceed.

Multiple E-mail Address Request

You are strongly urged to enter a second e-maitesdd If, for some reason, the system e-mailsaygght in a
SPAM filter for one e-mail address, you should ree¢he message at a secondary e-mail addressafifferent
service provider (e.g. Yahoo, AOL, etc.).

E-rnail Address * smithi@edmgr com

If entering rmore than ane e-mail address, uze a semi-
colon between sach address (e.q.,

joe@thejournal. comjjoe@yahon, cam)

Entering a second e-rmail address frorm a different e-rmail
provider decreases the chance that SPAM filkers will trap
e-rhails sent to vyou from online systems, Read more,

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

Microsoft Internet Explorer, E|

SPAM Information! Some e-mail syskems hawve SPAM filkers in place thak may

! E inadvertently trap e-mails sent ko vou From online systems, ‘We strongly suggest that
woll enker a second e-mail address, iF vou have one, ko ensure that yvou receive all
e-mails sent from the system, The second e-mail address should be from a different
e-mail provider, such as a personal e-mail address not associated with wour university,
institution or organization.

Logging In

Once you have received a notification e-mail frolvh &ntaining your username and password, you Gahtst use
the system.

Go to the Publication’s EM website. From the maéwvigation menu at the top of the screen you i a set of
menu options. Click orLOGIN * as shown below:
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4 Editorial Manager"

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

The Editorial Manager Login screen (see below) béldisplayed. Enter your username and passwdhein
appropriate fields. If you have been asked toensa paper, you should click on the tab labeRelMiewer Login.

This will display the ‘Reviewer Main Menu’, whichillvcontain a list of functions that you have bagwen
permission to perform on the system.

Insert Special Character
Please Enter the Following

Login

Username: | |

Password: | |

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

Send Username/Password  Register Now  Login Help
Software Copyright © 2008 Aries Systems Corporation.

Within EM there are ‘ROLE’ families to which usdselong. Each role is given a set of permissiomsaanser can
have multiple roles on the Publication. When a issérst registered they will, by default, belotgthe
‘AUTHOR’ family. If you have been asked to reviewpaper, then click on the button labelB@vViewer Login.

However, if at any time in the future you want tdsnit a paper to the Publication, you would needlitk on the
button labeledAuthor Login .

If the Publication has not allocated the REVIEWEIRto your username, the following warning willpaar:

. You do not have Reviewer privileges on this journal.
Login Error

Please re-enter your password and select one of the login options below.

Insert Special Character
Please Enter the Following

Password: | |

Cancel ‘ Login as Author | Login as Editor ‘

You will need to contact the Editorial Office arehjuest that they allocate this role to you.

Once you have successfully logged in, the Revidaan Menu will display any New Reviewer Invitatigns
Pending or Completed assignments that you may -halese links are also referred to as ‘Foldergie iumber of
assignments you have within each folder will bgliged by the side of the entry.
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Review Assignments
REVIEWER MAIN
MENU Mew Reviewer Invitations (2)

Pending Assignments (1)

Completed Assignments {1}

Changing your password

You may at any time change your password but yost finst be logged in to the system. From the nmaivigation
menu at the top of the screen (see below) cliftRDATE MY INFORMATION

JEditorial Manager”

HOME = LOGOUT = HELP = REGISTER = UPDATE MYINFORMATION] « JOURMAL OVERVIEW
MAIN MENU « CONTACT U5 = SUBMIT A MANUSCRIPT = [NSTRUCTIONS FOR AUTHORS

The ‘Update My Information’ page dialog boxes vii# displayed (see below):

Login Inf p Inzert Special Character
ogin lnrormaton
Update My
Information The username you choose must be unique within the
system.
If the ane you choose is already in use, you will be

To update any information, asked for another.

make the changes on the form

and click Submit. Reguired User Name ":hristie |
fields have an asterisk next to
the label. Password * |Ch|-i3tie | Pazsword Rules

The default lagin 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:

You will then be redirected to the Reviewer Registn screens where you may look at all of therimfation
currently available about you to the Publicatiod apdate where applicable.

Once you have made your changes, click on the mlatmeled Submit’. EM will check to see if you have filled in
all of the required fields — if you have not, tlidldwing warning will be displayed:

Required Field Warning

CONFIRM

INFORMATION

UPDATE <ne or more required fields are not filled in. If you wish to enter the missing
inforrnation, click 'Previous Page' to go to the previous page or you may click
'Continue' to submit the changes vou did make and proceed.

<< Pravious Page | | Continue

You have an option to return to your informatiomes (click on the<< Previous Paggbutton), or you can just
click on the button labelec€Continue >>'.
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New Reviewer Invitations

If you are invited to review a manuscript, you wiled to indicate whether you choose to accepedireg the
invitation. From the Reviewer Main Menu, clidkéw Reviewer Invitations to go to a list of your reviewer
invitations that you have yet to agree or decline:

Review Assignments
REVIEWER MAIN

MENU Mew Reviewer Inwvitations (2]

Fending Assignments 1)

Completed Assignments (23

You may receive the text of the abstract in yoitiahe-mail inviting you to review. Depending upbow the
Editorial Office has configured their invitationgmess, you may also have access to download thestidpt
before you agree to review.

[=]
New Reviewer Invitations for Joe Bloggs
“vou have been invited to review the follawing manuseripts. Please Agres to review ar Decline to review the manuscript,
Page: 1 of 1 (2 total submissions) Display |10 [ results per page
Date Days
Manuscript  Article  Article Status  Current Reviewer Invitation Editor's =
Number Type Title Date Status Invited  Outstanding Name Keywords Classifications
10 Heart Failures
10.1 Blocked Arteries
102 Heart Walve defects
View Submission 10.3 Heart failure due to disease
peaSubmission 10.4 Another Minor Term under
J0WM-2005- Test Manuscript - for classification  0S-08- Under 0s-03- Harry H First
Aaree to Review Test Article 115
- 13 arrar 2005 Review 2005 Editour 20 Gynaecology
Decline to Review
Sirnilar Articles in MEDLINE 0.1 Owarian Cancer b
Similar Artisles in MEDLINE 20.3 Endometriosis
2005 TuF
30 Endocrinalogy
30.2 Diabstes
view Submission
\iew Abstract 10 Heart Failures
Aaree to Review JOWM-Z005- 1 b soript This is 3 test manuseript @2=2e Uil TE=2- 27 John Editor  jtuidhurit; 102 Heart valve defects
2008 Review 2008
Decline to Revien 0.1 Ovarian Cancer
Similar Arficles in MEDLINE
o o nmmnan o s IO e B [~

By clicking ‘Agree to Review, the submission will move from your ‘New Reviewewitations’ folder and to your
‘Pending Assignments’ folder, where you can befmreview process. You will also be given confitimathat
you have agreed to review as follows:

AGREE TO REVIEW

CONFIRMATION Thank you for agreeing to review Manuscript Number JOWM-2005-13,
Tao view the manuscript, please click the 'Pending Assignrents’ link below.

Pending Assignrments

Main Menu

Clicking ‘Decline to Revieviwill alert the Editorial Office that you will ndbe reviewing the paper. The system
will ask you to give the reason why you are unableeview and will also ask you to suggest otheéeptal
Reviewers.
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DECLINE REVIEW
Please state a reason for declining to rewiew Manuscript Mumber J0OWM-2005-15,
Please suggest a colleagueis) qualified to review this paper.
Provide some information that will help us contact this person(s),

You will also be given confirmation that you hawectined to review.

DECLINE REVIEW
CONFIRMATION Thank you for considering the invitation to review Manuscript Number JOWM-
2005-15.
Tour decision to decline has been forwarded to the journal.

Return to Main Menu

Deep Links

Deep Links are hyperlinks that the Editorial Offibay include in any e-mail notification that thegnd or that are
sent as part of the automated invitation eleme@Mf E-mail deep links are available for the fallag Reviewer
actions:

Accept a review invitation- The Reviewer will be able to click on the lirkttigger the ‘Agree to
Review’ function. If you ‘Agree’ to do the revieassignment in this manner, you will be fully
logged in and will be able to access the submiss@n the Main Menu.

Decline a review invitation- The Reviewer will be able to click on the lirkttigger the ‘Decline to
Review’ function. If you ‘Decline’ the review aggiment in this manner, you will still be delivered
to the ‘Decline to Review’ page, where you will &gked to state a reason for declining the
assignment and suggest other qualified Reviewers.

View Reviewer version of the PDF This link is available if the Editorial Officeonfigures their
invitation e-mail to include it in the notificatidn you. The Reviewer will be able to click on the
hyperlink to download the Reviewer version of thaH?

Update Unavailable Dates This link is available if the Editorial Office @tudes in their e-mail
correspondence to you. Clicking the link autow®ly logs you into the system and brings you
directly to the ‘Edit Unavailable Dates’ page.

Note: In order for the links in the e-mail to work, yowst NOT be logged into EM. Clicking on the linK wi
open your default browser and will take you to éippropriate screen in EM.

Submitting your review

Once you have agreed to your review assignmentcgawaccess the manuscript by clicking Bariding
Assignments on the Reviewer Main Menu as shown below.

There are several actions you can perform fromrtaau:
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You may download the PDF of the manuscript to yaesktop by clickingView Submission. To print out a copy

of the submission from the PDF file, select thée’ menu in the upper left corner of the Acrobat wimdand select
‘Print’.

You may search online databases, such as MEDLINEGgetv articles that may be similar to a particutsanuscript
by using Similar Articles in MEDLINE. Clicking tkilink displays a new browser window featuring immwledge
Finder® MEDLINE search engine. Other bibliographic seanlgines work in a similar fashion.

When you are ready to submit your review, cliSkibmit Recommendation. This will bring you to the ‘Reviewer
Recommendation and Comments’ screen.

You can choose your recommendation term (AccegedReRevise. etc.) via the pull-down menu for
‘Recommendation’.
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When you navigate to the ‘Submit Reviewer Recomragad and Comments’ page, the Reviewer Instructaons
Review Form text will be displayed in the commens.

Reviewer forms are configured by the Editorial €dfi but you will typically be asked to answer Maoripgt Rating
Questions on the Submit Reviewer RecommendatiorCamdmentgpage as shown below. These questions may
appear at the beginning or end of the screen:

The Publication can choose which questions to afgpbach Article Type/Reviewer Role combinatiord amdicate
whether each question is required or optionathdfsubmission you are reviewing is a new, rathan revised
submission, the Publication may also request thatassign an overall rating to the manuscript (0310

Each Publication provides specific instructionsr@riew of a submission — you can access theseigtsins by
clicking the button labeled ‘Reviewer Instructioas’the top of the review fields.

Enter your review comments to the Author and Editahe fields provided. For your convenience yoay use
your regular word processing prograend.,Microsoft Word, WordPerfect) when typing your rewi. You should
then ‘copy’ and ‘paste’ your comments into the ®geovided. Click theSave & Submit Later button to save
your comments and continue working. Clicking tBgén in New Window button at the top right of the data
entry fields will open the field in a new browseindow. This provides you with a larger view of tteview field,
which may make things simpler for you.

Clicking ‘Proof & Print ’ will open a window containing all of the reviewformation you have provided as a way
for you to make a printout of your review for yaecords.
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Click *Submit Now’ to proceed. This will bring up a screen thaba# you to proofread before sending it to the
Publication Office. If you need to make furtheitedclick ‘Edit Review'. If you are satisfied with your review,
click ‘Submit Review to Journal Office.

Reviewer Attachments

If the Editorial Office has enabled this permissitiien you may upload files with your review inte tsystem as
part of the ‘Submit Recommendation’ process. Yoy mant to upload annotated files, non-manuscripsfsuch
as images or related materials.

Uploading Files as Part of a Review (Reviewer Attatents)

You may upload any files that they deem approptiathe review. You can download or remove younow
attachments prior to submitting your review. Yagoad files by clicking the button labeledpload Reviewer
Attachments.

You are given the option to provide a descriptiefobe attaching any files and can attach singlauaitiple files to
your review. Each file is listed separately, amel ability to Download and Remove is availabledach uploaded
file.

Please take note of the following:

Care should be taken as some attachnmaaiscontain information revealing the originator's
identity, including information that appears inila'é Properties' (on Windows) andGet Info'
(on Macintosh).

Authors and Reviewers are not sent these attaclsmene-mail. The attachments made via the
Reviewers recommendation process can only be amtessthe EM site.

Reviewer attachments, including edited versionthefattachment, can only be accessed by the
Reviewer who attached the file. This means thatid®eers cannot access other Reviewer’s
attachments.

This function does not affect the PDF, nor doesld or edit files of the actual submission.

When you have finished attaching your review fildik on the button labeledProceed with Recommendatioh
If you need to change anything, click on the buttdeled Back'. If you have not attached any files, then the
following warning will be displayed:
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Click ‘Ok’ to proceed without adding a file or pre€&ancel to go back and attach one.
Either way you will be returned to the main ‘SubR&commendation’ screen. If you have filled inrefjuired
information, press the button labeldtoceed.

A summary screen will be displayed. This informaatshould be checked for accuracy and edited éseary. If
all of the information is correct, click on the tan labeled Submit Review to Journal Office.

You are given a final opportunity to check youraeenendation — click on OK to proceed or Cancel &ken
further changes.

Once you have successfully submitted your reviews, will receive a screen thanking you for your esviwith a
button to take you back to your main menu.

Authors Respond to Reviewers

If the Publication has made this a required oranal step of the process for Author’'s submittinyiBiens, then
you will see the following link when you login te&gin your review of the revised submission:
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Click on ‘View Reviewer Comments A pop-up box will appear with a link to thAuthor's Response to the
Reviewers comments:

Click on this link, and the Author’s response tbadlthe reviewer comments will be listed:
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