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Introduction

USE SCHOLARONE SUPPORT & FAQS

As a ScholarOne Manuscripts Admin, one of your greatest help tools is ScholarOne’s Frequently
Asked Questions tab on our help site, ScholarOne Manuscripts Support. Our FAQs provide
immediate answers to common user questions.

In addition, the site offers downloadable guides (such as this one), video tutorials, and the
ability to create a case to get assistance from our Support team. We recommend that you
bookmark our help site and consult it often.

FAQs & Help Training Release Notes Blog | AClarivate Analyticscompany =

ScholarOne Manuscripts Support

All the resources you need to answer your questions,
learn new tricks, and explore the product.

Browse & Search FAQs Contact Support

Learn more about the ScholarOne product via video tutorials, user guides, and ScholarOne Product Support
FAQ)s. Become an expert through online certification and live training sessions.
Monday 12:30am ET - Friday 8:30 PM ET
Callus
US: 888 503 1050
UK: 0800 328 8044

Find Resources by Role:
Author | | Editer | Admin @

Reviewer

See what's new in our Product Release Notes, or get in touch with our highly
trained and accessible team through the onfine support portal.

Featured videos e Al

.I'H

+olarOne Manuscripts™ ¢ .olarOne Manuscripts™

famplates

Browse recent content from ScholarOne’s video library, which A ! .
: & : : Betting up an Alternates Reviewer list
contains demos, tutorials, and tips to guide both new and

advanced users through the platform.

View our full video library
Intreduction to Email Templates Setting up an Alternate Reviewer List

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16


https://clarivate.com/webofsciencegroup/support/scholarone-manuscripts/

Web of 12 | AClarivate Analytics company
: ScholarOne Manuscripts™ | Admin Guide Page 6
Science

Group

SITE CONFIGURATION AND THIS DOCUMENT

ScholarOne Manuscripts is configured for your specific site based on the needs of the journal or
publisher. The role names and fields used in this document may differ from your site. The
essential functions will be the same; however, you may not have some of the configurable
options available to you.

SCHOLARONE MANUSCRIPTS OVERVIEW

SAMPLE REVIEW PROCESS

The ScholarOne Manuscripts system can be configured in many ways to suit the needs of a
journal. For the purposes of this guide, the sample review process shown below has been used
to demonstrate the tasks and features of the system.

SAMPLE REVIEW PROCES

Author Journal Admin Editor-in-Chief Associate Editor Reviewers
{Author Center) ~ (Admin Office Center) (EIC Center) (AE Center)  (Reviewer Center)

Complete Checklist

(Admin Checks In)

Assign Editor
(EIC Assigns AE)

h 4

Assign Reviewer
(AE Assigns Reviewer)

¥
Awaiting Reviewer

Scores
(Reviewers Score)
Make Recommendation

(AE Makes 4—‘

Recommendation)

Decision Make Decision |
sentto ‘_—,—— (EIC Makes +
Author Decision)
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REVISED AND RESUBMITTED MANUSCRIPTS

A manuscript may go through several versions while in the peer review process. ScholarOne
Manuscripts has workflow options for revised and resubmitted papers.

Manuscript Definition
Version
Original The first time the author submits the manuscript
Revised Author is asked to make changes to the paper

The Manuscript ID is appended with an “.R1”

The revised submission is linked with the original in the version

history
Resubmission Author is sent a decision of Revise and Resubmit
(if configured for your
site) The paper will receive a new Manuscript ID when resubmitted

The resubmission is linked with the original in the version history

USER ROLES AND FUNCTIONS

A ScholarOne Manuscripts site is organized around Centers, each one a logical destination for
peer review participants. ScholarOne Manuscripts accommodates all possible user role types in
the peer review process including Authors, Editors-in-Chief, Associate Editors, Reviewers,
Administrative Staff and Boards of Editors.

Note: Roles are configured specifically for your journal; role names may be different, and you
may have more or fewer roles than shown in the example here.

© 2019 Clarivate Analytics
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Administrative Center

The Administrative Center allows the journal’s administrative staff to check-in submitted
manuscripts and to monitor the full review process. This is also where you perform your
ScholarOne Manuscripts administrative tasks such as setting up user accounts, and creating e-
mail templates, etc.

Key features of the Admin Center include:

e Peer Review Process Functions
o Quick links and summaries to all submitted manuscripts
o Proxy function with ‘Logged in as’ user display
o Advanced search capability including the ability to save frequently used searches
o Ability to edit all author-submitted manuscript data

e Administrative Tools and Functions:
o Audit trail of all letters and actions by manuscript
o Unique set of email templates for each manuscript status workflow and task
o Generation of broadcast emails
o Journal-specific instructional text on each page
o Selection and merge capability for duplicate user accounts
o Management of all files associated with a manuscript

o Generate and create reports on manuscript and user activity

© 2019 Clarivate Analytics
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Associate Editor Center

The Associate Editor Center is used to invite and assign reviewers as well as make
recommendations or final decisions. The Associate Editor center displays only manuscripts
assigned to the specific AE.

Key features of the Associate Editor Center include:

e Workflow configuration allows the tasks of reviewer selection, invitation, and
assignment to be completed by a single Associate Editor, or to be divided among a
combination of users

e Selection of reviewers by Quick Search, Advanced Search, Related Papers or Keyword
Matching

e Ability to add reviewers “on-the-fly” to journal database with e-mail notification to
potential reviewer and enforcement of journal-required fields for account creation

e Ability to grant reviewer deadline extensions
e Sending final e-mail commits decision (workflow dependent)

e Ability to make recommendations to EIC (workflow dependent)

Author Center

The Author Center is used for submitting manuscripts and tracking manuscript status. The
Author center displays only manuscripts submitted by the specific author.

Key features of the Author Center include:
e Quick links and summaries for all manuscripts submitted
e Display of recent manuscript-related correspondence
e Prompts for creating revision and resubmission manuscripts
e Check status and progress of submitted manuscripts
e Check for existing co-authored manuscripts

e Easy manuscript upload with multiple files and upload progress indicators

© 2019 Clarivate Analytics
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e Validation of complete submission process
Editor-in-Chief Center

The Editor-in-Chief Center is used for receiving and reviewing manuscripts, assigning Editors,
and making decisions.

Key features of the Editor-in-Chief Center include:
e At-a-Glance statistics display for journal site
e Select Associate Editor by dropdown selection list or search field
e Tabs for viewing manuscript information, audit trail, and file management
e Immediate decision capability

e Make final decisions based on AE and/or reviewer recommendations” (workflow
dependent)

Reviewer Center
Reviewers access manuscripts for review through their Reviewer Center.
Key features of the Reviewer Center include:

e Newly added reviewers are required to complete and update their User Profile before
proceeding

e Pan and zoom capabilities on HTML- embedded figures and images
e Links to specified database targets like PubMed for automated referencing

e Manuscript status and final decision can be displayed on completed reviews

© 2019 Clarivate Analytics
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Production Center

ScholarOne Manuscripts also provides you with the capability to include a Production Center
for accepted manuscripts.

As specified by the journal, Production Editors are allowed to:

e Send the Author a web-ready PDF of the manuscript for final approval (First Look™), if
configured

e Track and approve electronic copyright and disclosure forms, if configured
e Review accepted manuscripts for adherence to a production checklist

e Create manual or automated batches for export

e Assign accepted manuscripts to a batch for exporting

e Create and manage journal volumes and issues

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of
Science
Group

12 | AClarivate Analytics company

ScholarOne Manuscripts™ | Admin Guide Page 12

ACCESSING SCHOLARONE MANUSCRIPTS

CREATING YOUR USER ACCOUNT

As an admin, you will need to create your user account and then ScholarOne Implementation
or Customer Care teams will need to add the administrative role to your account. Alternately,
the journal may create your account in advance and you will edit your account to complete the

details.

Each journal’s site has a unique web address that is sent to you by email. To access the site,
click the link within the email or enter the web address (URL) in the address field of your
browser. If the journal has not already created an account for you, you can create your user
account. To begin, click the Create An Account link on the journal’s Log In screen.

Scholarone Manuscripts™

Log In Reset Password Create An Account

LogIn
Journal

Select...

User ID

Password

Reset Passwaord

Resources

» User Tutorials ('
= Instructions & Forms (&'

Create An Account

s Help / Site Support &'

Instructions & Forms | Help

Welcome to the submission site for

ScholarOne University Training Sites

To begin, log in with your user ID and password.

If you are unsure about whether or not you have an account, or have forgotten your
password, go to the Reset Password screen
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» Create your Account

1. E-Mail / Name Screen

During account creation, new users will be given the option to associate an ORCID iD
with their account by either registering for a new ORCID iD or associating and existing
ORCID iD. Each of these options will be presented to the user as links in the first step of
the account creation process. In prior versions, new users entered their ORCID as text in
the third step of account creation and it was not validated by ORCID.

Create an There are three screens to fill out in the Create Account process. In this first screen, enter your name and e-mail
ACCOUﬂt information into the boxes below. Required fields are marked with "req.” When vou are finished, click "Next."

E-mail Addresses

+ E-mails will always be sent to the 'Primary E-mail Address’. If you would also like copies of the e-mails to go to a
second address, please complete the 'Primary Cc E-mail Address' as well.

« ‘'Secondary E-mail Address’ and 'Secondary Cc E-mail Address’ are for the records only and will not receive
correspondence generated from the system. The site administrator may use these if your primary e-mail is unable
to receive messages.

‘ 3] Next
Address
/GRCID \
User ID 2
;assword Select the appropriate option below to associate an ORCID iD to your account.

[E. Create an ORCID iD

/ Associate your existing ORCID iD

Open Researcher and Contributor ID (ORCID) is a3 non-profit organization dedicated to solving the long-
standing name ambiguity problem in scholarly communication by creating a central registry of unique

identifiers for individual researchers and an open, transparent linking mechanism between ORCID and other
current author identifier schemes. To learn more about ORCID, please visit http://orcid.org/content/initiative.

Name @ Special Characters
| \iﬁxy \J

When the user selects one of the options to associate an ORCID iD with their account, a
new browser window will open a registration page on the ORCID website.
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ORCID

Connecting Research and
Researchers

SIGN IN

Email or iD
Password

Signin

Forgotten Password?

DON'T HAVE AN ID? REGISTER

First name

Last name

Email

Re-enter email

Password

Confirm password

Default privacy for new works

@ & a4 e

@

*@

iDea for ORCID site?

The user must sign in using their existing ORCID credentials or register for a new ORICID
iD. Once the user has validated an ORCID iD using one of the options, they will be asked
to either authorize or deny the journal’s ScholarOne Manuscripts site access to their

limited data.
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ORCID

Connecting Research
and Researchers

CONNECTING
ScholarOne Manuscripts
WITH YOUR ORCID RECORD

ScholarOne Manuscripts
has asked for the following access to your ORCID Record

Confirm who you are, to log you in to their system
_Add-an external identifier to your OR.CIDI Reg:orrd
Read limited info from your biography

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

Deny Authorize

ScholarOne Manuscripts

ScholarOne, a Thomson Reuters company, provides online tools to
help many of the world's leading scholarly publishers manage their
submission and peer review processes. A journal on the ScholarOne
Manuscripts platform has requested authorization. Your ORCID iD
and profile data marked "limited” will only be shared with journals and
publishers you authorize.

Note: Journals will be required to use their own ORCID member credentials to utilize
this function. The journal name will be displayed in the screen above where you

see ScholarOne Manuscripts.

If the user clicks Authorize, they will be redirected back to their journal’s ScholarOne

Manuscripts site with a validated ORCID iD.

As part of the redirect process they will have an opportunity to update their account
registration form with data from their ORCID profile.

gl Message from webpage x|

You can update this account with data from your ORCID D
record, Mame and e-mail fields will be imported to your account. 1
Mote: this will overwrite existing data. Would you like to update

your account now?

o ]

Cancel

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16




Web of 12 | AClarivate Analytics company
Science ScholarOne Manuscripts™ | Admin Guide Page 16

Group

Click OK to update the journal’s ScholarOne Manuscripts site. Click Cancel to return to
ScholarOne Manuscripts without updating the data.

Create an There are three screens to fill out in the Create Account process. In this first screen, enter your name and e-mai
information into the boxes below. Required fields are marked with "req.” When you are finished, click "Next."
Account
@ E-Mail /
Name
E— (] mext
Address
ORCIDvE
User ID . . . .
B Select the appropriate option below to associate an ORCID iD to your account.
Password

To register for a new QRCID iD, click here.
To associate this account with vour existing ORCID iD, click here.

Open Researcher and Contributor ID (ORCID) is 5 non-profit organization dedicated to solving the
long-standing name ambiguity problem in scholarly communication by creating a central registry of unigue
identifiers for individual researchers and an open, transparent linking mechanism between ORCID and
other current auther identifier schemes. To learn more about ORCID, please visit
http://orcid.org/content/initiative.

Name |T] Special Characters

Prefix:

First (Given) Mame: req

Middle Name:

Last (Family) Name: req

Degree:

Primary E-Mail Address: req

Primary E-Mail Address (again): req

Primary Cc E-Mail Address:

Secondary E-Mail Address:

Secondary E-Mail Address (again):

Secondary Cc E-Mail Address:

(] mext

Note: Required information is denoted by the required symbol (req) beside the field.

e Enter your name and email information. As needed, click the Special Characters icon
to insert characters in your first, middle, or last name.

e C(Click the Next button.
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Create an Enter your primary and secondary address information into the boxes below. Required fields are marked with "reg.” When you are finished, click "MNext."
Account
¥y, E-Mail /
Name
| @ Previous @ Next
/@Address
User 1D Primary Address Secondary Address
B
Password Institution: | Mational Ing Institution:
. | National Water Research Institute -
Burlington, ON, L7R 446, CA
National Institutes of Health '
Bethesda, MD, 20892-0001, US L 1]
Institut national d'excellence en sante et en |:|
Country: | services sociaux req Country: | —- Select One — v
State/Province: | Quebec, QC, G1V 4N3, CA State/Province:
city: | National Institute of Environmental Health city l:l
Ity
- Sciences
ostal Code: .
Durham, NC, 27709, US Postal Code: ||
Phone: | gratens Folkhalsoinstitut phone: |
Fax: | (National Institute of Public Health) Ostersund, 631 40, Eox |:|
SE
ku Kenkyu Daigakuin Daigaku
-
| R - - @Pre\rious mNext

e Enter your address information.

Note: The Institution field utilizes the Ringgold Identify database to standardize institution
names. Type a minimum of three characters and matches from the database are
displayed. Select a match, or if no match is found, enter the institution name manually.

If you see warning symbol A next to the institution name, it means that the institution
is not a Ringgold connected institution. Please be sure to check again to see if you can
find the correct institution in the database.

e Optionally, you can enter secondary address information.

e Click the Next button.
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3. User ID & Password Screen

v EMail/
Name -
| (4] Previcus (] Finish
v Address
%asswurd User ID: ISchoIar@test.demo req
Password: |esssssss req
Confirm Password: Ioooooooo Teq

If you are planning on being unavailable for a period of time, enter the dates in the boxes below.

From: [ @ To: | @

‘ | L‘

I = Files attached

@
§
3

[{] previous ] Finish

e The User ID field defaults to the email address you entered in Step 1. You can
change your User ID here if you wish. For example, you can use make your User Id a
single word for ease of login. We do not recommend entering a different email
address than that used in Step 1 in the User ID field.

e Enter your password in the Password field then again in the Confirm Password
field. For security reasons, you may not copy and paste.

e Complete additional fields as appropriate:

e Keywords: Many journals require keywords be associated with their users. This
allows journals to keep track of specialty areas for each user. Add keywords to your
account by selecting a word from the left column and clicking the Add button. The
keyword is added to the column on the right. If your journal does not have pre-
defined keywords, you may be able to type in keywords.
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Search on this list:
Case sensitive [E]‘Sean:h

Adolescent Patient Care .« req ] Clear
Adult Patient Care

Radiograph E] Clear
Radiology =

Maolecular Biology Add E] Clear
Cell Biology E] Clear

Stemn Cell Research

Article

emails

htrml e

o Unavailable Dates: Enter calendar dates that you are unavailable as
needed. The journal may also display a field to enter reason for
unavailability.

o Signature: If you enter a personalized signature here the journal may
choose to use the text in email correspondence.

o File Attachments: ScholarOne Manuscripts gives you the option of
attaching files to your user account. The journal may have specific
requests, or you may include documents you deem relevant such as a
Curriculum Vitae. This feature may not be configured on your site.

Note: Thisis NOT the area you use to attach a manuscript.

e After completing all applicable fields, click the Finish button.

4. When your account setup is complete, you will see the following message.

Create an
Account

You have successfully created an account. You may now log in.

5. When you log in you will have only the Author and Reviewer roles (or the default roles
for your journal). Contact ScholarOne Implementation to have your administrative
rights activated.
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ScholarOne Manuscripts™ Gwen Baker » | Instructions 8 Forms | Help  Log Out

# Home # Author (AU) > Review (REV)

Switch to a different ScholarOne University

publication:
Hello have a wonderful day!

s1u-wf1: ScholarOne Ur
Welcome

Join ScholarCne on Facebook
Help Follow ScholarOne on Twitter
s User Tutorials &
« Journal Home &
» Help/ Site Support &

CHANGING YOUR USER ACCOUNT INFORMATION

Your email address, phone number, or address may change over time. To edit your own
account information, click on your name in the upper right corner of the journal pages. Then
select the area of information you need to edit.

Edit My Account pages contain the information you entered when creating your account, in
editable form. Edit information as needed including changing your user ID and password.

Gwen Baker = Instructions

—
E-Mail / Name

Address

User ID & Password

LOGGING IN/OUT
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» Login

1. Each journal’s site has a unique Web address that is sent to you by email. To access the
site, click the link within the email or enter the web address (URL) in the address field of

your browser. The journal’s Log In page opens.

ScholarOne Manuscripts™ Instructions & Forms = Help

Log In Reset Password Create An Account

Welcome to the submission site for

Log In
g ScholarGne University Training Workflow 1

User ID
To begin, log in with your user ID and password.

gw3nnia1
If you are unsure about whether or not you have an account, or have forgotten your
Password password, go 10 the Reset Password screen

Reset Password

Create An Account

Resources
= User Tutorials 2 « Journal Home &'
- Instructions & Forms &' « Help/ Site Support &

2. Enter your User ID and Password.

3. Click the Log In button.

» ORCID Log In

The journal site may be configured to use ORCID Login. Select the Log In with ORCID iD button
at the bottom of the Log In box.
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' LogIn

User 1D Creafte An Account
Password Resel Password
&

Tl Jiarmal l:l'l'-
Orchid-Care

QE; Log In With ORCID iD

You will then log in to ORCID ID or register an ORCID account.

If the you have used this login process before or have already linked your ORCID iD to your
ScholarOne profile, you will automatically be logged in to the ScholarOne site.

If this is their first time linking your ORCID and ScholarOne accounts together, you will be asked
to authorize the publisher or journal to get their ORCID iD and to read limited-access
information such as their name and address. Reading limited-access information will make it
easier for new users who do not have a ScholarOne account to pre-fill their profile information
when creating an account.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of 12 | AClarivate Analytics company
: ScholarOne Manuscripts™ | Admin Guide Page 23

Science

Group

1 User Name
O R( | D https://orcid.org/0000-0000-0000-000

(Mot You) @

Journal Name @
has asked for the following access fo your ORCID Record

® 0

Read your information with visibility set to (user defined)
Get your ORCID iD

This application will not be able to see your ORCID password or any other
information in your ORCID record with visibility set to Only me. You can
manage permission granted to this and other Trusted Organizations in
your account settings.

Authorize

Deny

Next, you will link your ORCID account to the ScholarOne site. You will see the option of
creating a new account or logging in with your existing site credentials.

ORCID
Link your ORCID iD to this Site

Simply log in to your existing account on this site once or create a new
account.

Afterwards, you'll be able to use your ORCID credentials to sign in
immediately.

Create An Account Log In With An Existing Account

If you already have an account on the ScholarOne site, you will only need to provide your
ScholarOne login credentials once. Afterwards, you can use either the ScholarOne or ORCID
credentials to log into the participating site.
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» Log Out

4. You can log out at any time by clicking Log Out at the top right corner of the page you
are on.

Gwen Baker + | Instructions & Forms  Help  Log Out

5. You will be returned to the Log In page.

Note: After 3 hours of inactivity you will be automatically logged out and returned to
the Log In page.

FORGOT YOUR PASSWORD?

Select the Reset Password link.

Log In

Journal

ScholarOne University Training Workflow 1 \
UserID

. Reset Password

assword

* - Required Fields

Reset Password

* Your Primary E-mail For This Site

Log In

email@example.com

Cancel Send Reset Link ¥

Enter your email address and click Send Reset Link. You will be sent a link to reset your password.

NAVIGATION OVERVIEW
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HOME PAGE

The Home Page contains top-level navigation based upon roles. You will only see the roles you
for which you have permissions. It also contains side navigation to your different publications
(if applicable).

ScholarOne Manuscripts™ Gwen Baker » | Instructions 8 Forms @ Help  Log Out

# Home # Author (AU) > Review (REV)

Switch to a different ScholarOne University

publication:
Hello have a wonderful day!
s1u-wf1: ScholarOne Ur =

Welcome

Join ScholarOne on Facebook
Help Follow ScholarOne on Twitter
s User Tutorials &
« Journal Home &
« Help/ Site Support &

The Home page contains many convenient navigation features as well as site-specific
information and images.

Header

Quick Links: Access the following functions:

e Your user name — click to edit your account

e Instructions & Forms— journal-specific instructions for users and any journal-
specific forms required for the peer review process; Admins see the screens for
editing the page

e Help - links you to various help functions

e LogOut

Journal Logo
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Top-Level Menu: Access the role-specific centers and functions through this menu. Users see
only centers they have access to. Some centers, such as Admin and Editor, are grouped
together under a heading with a drop-down list. This menu is displayed wherever you are
working in the system to allow you to easily move between functions.

Left menu: Access options to switch to another journal (if configured) and links to help and
documentation.

The Breadcrumb Trail: The menu path you have followed to arrive at the current page. You can
click a link to navigate back to a previous page.

# Home # Author (AU) O Review (REV) & Manage v

Admin Dashboard / Overdue Reviewer Scores / Details for MCU1-2014-06-0023

Simple Search: This feature displays in the header for the Admin, Associate Editor, EIC, and
Production Editor Dashboards. You may perform a wildcard search by placing an asterisk (*) at
the beginning and/or end of your search text.

Manuscript ID QSearch

| Manuscript Title |
E-Mail Address

First or Last Name

Adv. Manuscript Search

ﬂ Adv. User Search

Note: Users with Admin privileges can also use this function to search for a person’s
account by email address and first and last name.
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FOOTER FEATURES

SCHOLARONE™ |> Clarivate
Analytics

holarOne, Inc.

W @ScholarOneNews | #& System Requirements | @ Privacy Statement | 4, Terms of Use
In addition to Copyright and Trademark Information, the footer contains:
e Link to ScholarOneNews
e Link to System Requirements
e Link to Privacy Statement

e Link to Terms of Use

LANGUAGE TOGGLE

Language toggle allows you to switch the display from the default language of English to
another language. If configured for your site, you will find the language toggle located on the
header at the top of the screen.

Gwen Baker » | English (US) » | Instructions 8 For

i3z (Zh)

Francais (FR)
BEE

ScholarOne Manuscripts™

# Accueil # Auteur (AU) O Evaluation (REV) # Gestion
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Note: All uploaded documents and end-user supplied text will not toggle and will be displayed
in the language entered by the user.

ADMIN CENTER OVERVIEW

The Admin role is considered the “Super User” of the system. The Admin Dashboard allows you
to manage submitted manuscripts and monitor them through the full review process. This is
also where you perform administrative tasks such as setting up user accounts, creating reports,
and editing email templates.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of
Science
Group

ScholarOne Manuscripts™ | Admin Guide

1 Cuick and Advanced
Dashboard | Admin Lists Search

Admin Lists /’

Quick Search’- Show Advanced Search

You may click on the manuscript list title to view a full listing of
manuscripts in each status, or click on the number next to the
list to jump directly to the first manuscript in the list,

Admin Complete Checklist
EIC Assign AE

Select Reviewers

Invite Reviewers

Overdue Reviewer Response

Assign Reviewer
Awaiting Reviewer Scores

Overdue Reviewer Scores

[ I — T R [ Ry — I (S By — T (%)

Ready for Final Decision

In Production

Complete Production Checklist
Assign to Batch

Assigned to Batch - Awaiting Exp

You may conduct a wildcard search by adding an asterisk (*) to
the end of the search string. For example, to view a list of all of
the manuscripts whose titles begin with the words
"neuroscience” or "neurology” simply type "neuro®” in the Title
field and click "Search."

Saved search: et

Manuscnpt ID: | |

Title: | |

Author's First
(Given)

or Last (Family} I B}
name:

| (2] Pick
| (] Pick

* Keywords: |

* Specialties: |

Admin Tools
P ——

@ Search

12 | AClarivate Analytics company
Page 29

Awaiting Forms Completion

Admin Tools

Awaiting Forms Approval
0On-Hold Forms

[ I o — I — N [}

Invited Papers
GO Create a Manuscript Stub
Select Author
Invite Author
Assign Author

I

Awaiting Author Submission

Manuscripts Awaiting Revision

Manuscripts Returned to Author
1 Unsubmitted Manuscripts
Transferred and Pre-Transferred Ma
0 Manuscripts Awaiting Author Appn
0 Transferred Manuscripts With Aut

1 Manuscripts Awaiting Revision %

User Search

%'{3 User Administration

Add User Account

Merge Duplicate Users

Broadcast E-Mails

Broadcast E-Mails History

Extended User Search Results

Setup

Email Templates

Long-Standing Papers

Unsubmitted Transferred Manuscripty Reports /

1 Manuscripts Transferred In

Con
Reports
Key
y e
H ript and v Reports

Unusual Activity
0 Medium and High Risk
0 Cleared reports (past 2 years)

[#] Peer Review Details Reports
[#] User Account Reports

[+] User Performance Reports
[+ Invited Papers Reports

* Publication Folders, My Folders, Custom Reports, and Role

Reports

* At-A-Glance Statistics

e Admin Lists: Admin Lists displays the number of manuscripts in any given status. The
Admin Lists section of your dashboard is key to navigating to manuscripts in the peer
review process. Clicking the number opens the first manuscript in that status. Clicking
the status name link opens a list of manuscripts in the status.
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e Admin Tools: This section and its functionality appear only on the Admin dashboard.
Manage the journal’s configuration and functionality through this section.

e Reports: The Admin has a robust reporting section available to them for creating
standard and custom reports.

e Quick and Advanced Manuscript Searches: Except for Author and Reviewer roles, each
center’s dashboard contains a manuscript search section. You can search using the
quick or advanced search functions to find single or multiple manuscripts. See below for
examples of how to use these search functions.

ACCESS MANUSCRIPTS VIA THE ADMIN LISTS

To view manuscript information, you may also select any active hyperlink in the Admin Lists
section of your dashboard.

» Access Manuscripts via the Admin Lists

6. From the Admin dashboard, select any active link in the Admin Lists.

Admin Lists

You may click on the manuscript list title to view a full listing of
manuscripts in each status, or click on the number next to the
list to jump directly to the first manuscnpt in the list,

C 2 Admin Complete Checklist)

EIC Assign AE

W 2

Select Reviewers
Invite Reviewers

Overdue Reviewer Responsze

Assign Reviewer

Awaiting_Reviewer Scores

Overdue Reviewer Scores

| 1 - [ T (E A [ I -

Ready for Final Decision

7. The View Manuscripts page displays a table containing any manuscripts in the selected
status category. For example, if you selected the link for Admin Complete Checklist
task, the table will display the Admin Complete Checklist header and all manuscripts
listed are in a status where the next step is to complete the Admin Checklist.
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VIEW To take action on a manuscript or view the full manuscript record, select the desired action from the "Take
. Action" dropdown menu. Read More ...
Manuscripts
Awaiting Admin Checklist Manuscripts 1-2 of 2
e Manuscript Title
D+ Date -
- Submitted ¥ | Status Take Action
Lrildiniy Submitting_Author
Type
Surgical Compared with
Monoperative Treatment for )
Lumbar Degenerative AE: Mot Assigned
WRK1- SpondylolisthesisFour-Year EIC: Not Assigned
2018-03- | Results in the Spine Patient ADM; Not Assigned
0001 Outcomes Research Tnal
A 13-Mar-2018 Select... v
(SPORT) _Random|zed and_ ar « Complete | EE
Dh;erlva‘glunal Cohorts [ View Checklist {Due 12-
Submission] Apr-2018)
Original Morell, Michelle
Article proxy)

8. Each manuscript listing displays the following:
e Manuscript ID: A system-generated ID unique to the manuscript
e Manuscript Type: Category of manuscript
e Manuscript Title: The title of the manuscript and a link to view the submission

e Submitting Author: Name of the submitting author, a button to view author
details, and a hyperlink to send the author an email

e Date Submitted: Date of submission (or revision if viewing a revision)

e Status: Status of the submission in the peer review process and the editorial
staff assignments

e Take Action: drop-down list or button indicating the next action to be taken on
the submission

9. You can sort the list by clicking on a (linked) column header.

10.Select an action from the Take Action drop-down list to access the Manuscript Details.
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Awaiting Admin Checklist Manuscripts 1-2 of 2
7;"[?":'“"@ Manuscript Title
— Date Status Take Action
Manuscrpt e Submitted ¥
— ===t | Submitting Author
Type
Surgical Compared with
Nonoperative Treatment for ]
Lumbar Degenerative AE: Not Assigned
WRK1- SpondylolisthesisFour-Year EIC: Not Assigned
2018-03- | Results in the Spine Patient ADM: Mot Assigned
o001 Outcomes Research Trial T =
{SPORT) Randomized and 13-Mar-2018 « Complete Select...
Observational Cohorts [ View Checklist (Due 12- Slect... i
jssi
Submission] Apr-2018) J . .
Wiew Manuscript Files
Original Morell, Michelle Wiew Audit Trail
Article (proxy) admin Checklist

Note: For speed, the Admin and Production Editor views allow selection of an action
(including View Details) from the dropdown list.

SEARCHING FOR MANUSCRIPTS

Except for Author and Reviewer roles, each center's dashboard contains multiple ways to
search manuscript information. You can search using the simple, quick or advanced search
functions.

Searches are dependent on your role:

e Administrators can search on all search fields listed in any of the search methods,
including both user and manuscript information.

e Editors can search on manuscript data but may not search on user data.
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e The asterisk (*) allows for wild card searches in many places in ScholarOne Manuscripts.

These are helpful for locating manuscripts, authors, and reviewers.

E.g., if you enter John* in a Last Name field, you will find people with the name
John, Johnson, and Johnston.

e Use at least four (4) characters or numbers in the search string and the results will be
returned more quickly.

e Press the Enter key to start your search. This saves time by avoiding scrolling down the
screen to find the Search button.

» Use the Simple Search

11.The Simple Search is located on the right side of the screen.

Manuscript ID QSearch

thi
anig
eq

Iate

ﬂ

Manuscript Title |
E-Mail Address

First or Last Name

Adv. Manuscript Search

Adv. User Search

12.Enter the search criteria in the search field. If needed, use the asterisk (*) as a wild card.

13.Select the type of search from the drop-down list.
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14.Click the Search button.
15.The Search Results screen displays any manuscripts meeting the search criteria.

16.Select an action from the Take Action drop-down list to access the Manuscript Details.

Search
Results

Manuscripts 1-5 of 5

Search Criteria: Manuscript Title = "*Train®"

W‘J—t Manuscript Title
— Date .
- Status Take Action
: Submitted ¥
Manuscript Authors
Tvpe
MCU1-2013- | Training Methods in Scholarly AE: Not Assigned
07-0009 Research [View Submission] EIC: Mot Assigned
| ADM: Mot Assigned
- ® Author, Carla (contaet) | 28-Jul-2013 Select...
Original (prosy) Select...
Article * Transferred to slu-wfd Wiew Details

» Use the Quick Search

17.The Quick Search appears on the role dashboard. It allows you to find a manuscript by
number, title, author, or keyword.

Quick Search - Show Advanced Search

You may conduct a wildcard search by adding an asterisk {(*) to
the end of the search string. For example, to view a st of all of
the manuscripts whose titles begin with the words
"neurcscience” or "neurology” simply type "neurc™” in the Title
field and click "Search.”

Saved Search: Edit

Manuscript ID: | |

Title: | |

Author's First
(Given) | |
or Last {(Family)
name:

* Keywords: | | @ Pick

E Search

18. Enter search criteria in any of the fields. If needed, use the asterisk (*) as a wild card.
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19. (Note that there is a Saved Search option. You will see in the Used the Advanced Search
section how to save a search.)

20.Click the Search button.

21.The search results appear showing all manuscripts that met your search criteria.

22.Select an action from the Take Action drop-down list to access the Manuscript Details.

Search
Results
Search Criteriz: All
W“E Manuscript Title .
— E‘)Ete — Status Take Action
Manuscript Authors
Tvpe -
Dogwood
MCUL- Flowering AE: Editor, Eddie (proxy)
2013-05- | Patterns in EIC: Mot Assigned
0004 Virginia [View ADM: Cooney, Jane
Submission] 06-May-2013 Select...
- * Make a Decision (Due 13-
Original ® Author, Jun-2013)
Article Alan (contact
MCU1L- The amazing AE: Editor, Eddie (proxy)
_04- world of EIC: igned
’ "“LLE._,U_\ Education [View
iszion] / .

» Use the Advanced Search

23.The Advanced Search can be accessed by clicking the Advanced Search link in the Quick

Search pane of your dashboard. The advanced search allows you to find groups of

manuscripts by workflow or status or assigned person and other criteria.
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i Advanced Search

Search Fields Related to the Manuscript

Manuscript Mgﬁ:é:iﬁ
ID:
ID:
. Tracking
B2k Number:
Title: Ru;g;r;;lj
Country of ~ Workflow / B
Submitting | Afghanistan (=1 Status: | Unsubmitted / Not Yet Submitted =1
Author: | aland Islands In Revised Workflow / Partially Submitted Revisions
Albania &2 In Original Workflow &2
Decision: -
Accept (ORIG - Final Decision) =)
Accept (RES - Final Decision)
Accept (REV - AE Decision) 52
Keywaords:

] Pick anp -
[ rick anD -
W rick anD
[ Pick anp -

(] Piex

Manuscript Type: Select... -

Search Fields Related to People Who Have Performed Actions on the Manuscript

Author First (Given)
MName:

Reviewer First (Given) Name:

24.You are presented with a variety of search fields, filter options, and date options. You
can select any combination of criteria for your search. For example, you can find all
manuscripts accepted last month.

25.1f you want to save your search criteria for future use, select the Save this Search,
called: checkbox and name your search before clicking the Search button. (The saved
search can be accessed from the Quick Search.)

Save this search, called: E Search

26. Click the Search button.
27.The search results display allowing you access to the manuscript.

28.Select an action from the Take Action drop-down list to access the Manuscript Details.
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Search
Results

Search Criteria: All

W‘J—t Manuscript Title _
— - D;lte N Status Take Action
Manuscript Authors
Tvpe
Dogwood
MCU1- Flowering AE: Editor, Eddie (proxy)
2013-05- | Patterns in EIC: Mot Assigned
0004 Virginia [View ADM: Cooney, Jane
SLIb‘I'I'IiESiCII'I] 08-May-2013 Select... i

. » Make a Decision (Due 13-
Original @ Author Jun-2013)
Article Alan (contact

MCU1- The amazing AE: Editor E_cll:he {prosey)

04 world of EIC: ed
f_w\ Education [View

MANUSCRIPT DETAILS OVERVIEW

Your role's view of manuscript details contains any information and action tabs you will need in
order to move a manuscript to the next stage in the peer review process.

Access this page by clicking in the Take Action button of the View Manuscripts page, or, in
Admin or Production Editor view, select View Details from the drop-down list.
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Manuscript

Details
Manuscript
Header

1/2@

This section of the manuscript details usually includes the Manuscript Checklist, the author-supplied
metadata, and add additional data as needed to complete the check-in process. If a companion paper
should accompany the review of this paper, you can search for and link the two papers by using the
companion paper feature on the Details tab. Read More ...

Complete Checklist

Action Tabs

General
Information
Tabs
2013)

+  wol:6, iss:2013

MCU1-2013-05-0007 Invit=d ®

10 days overdue

Letter to the Editor

Author, Alan (contact)

Letter to the Editor

Complete Checklist (Due 22-Jun-

External
Searches

Manuscript

Files

Submitted: 23-May-2013; Last Updated: 17-Jun-2013; 40 days, 5 hours in

AE: Not Assigned
EIC: Mot Assigned
ADM: Mot Assigned

review

Date Submitted:

23-May-2013

17

Admin: | Admin | Date to Admin: | 20-May-2013

F Manuscript Files

Save

Content Area

Manuscript ID

Manuscript Title Date Submitted Decision Letter & Response

[] top

Switch
Details

wou are
wiewing

MCU1-2013-05-0007 @

Letter to the Editor 23-May-2013

el |

[] top

e Manuscript Header: The Manuscript Header displays a summary of information about
the manuscript including the unique manuscript ID number, title, author, and other
basic information about the manuscript. This header remains at the top of page
throughout the workflow.

e Manuscript Files: Click on any of the links to access the manuscript files. There are PDF
and HTML versions of the manuscript files, and other supporting files for the
manuscript (if applicable to the specific manuscript.) Because these files are in the
header, they will display on all Manuscripts screens.

e External Searches: ScholarOne Manuscripts makes it easy for editors and reviewers to
find a variety of information online. Clicking the External Searches button displays the

following popup box:
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Search On:

The amazing world of Education (Manuscript Title)

templates (Keyword)

OOoag

roles (Keyword)

]

Author, Alan (Author/Co-Author)
Burns, Tenise (Author/Co-Author)
Reviewer, Rowan (Preferred Reviewer)

Reviewer, Linda (Preferred Reviewer)

5 T

Other:

Search Across:

Click here to search  Web of Science®

Click here to search Puhmed
Click here to search #High‘l-'l-'lre

Click here to search GOUSIE’.’

Close Window

Select checkboxes in the Search On section. You can enter your own criteria in the
Other field. Then choose from the Search Across search engine links.

e Action Tabs: A tab displays at the top right of the screen for the next action to be taken.
The action displayed is dependent upon the status of the manuscript in the workflow
and the user’s role in the workflow.

e General Information Tabs: Each of these three tabs contains detailed information and
functions for the Admin. They are summarized here, and specific instructions can be
found in later sections of this document.

o Manuscript Information: This tab is displayed by default when you access
Manuscript Details. It contains information such as the manuscript summary, peer
review milestones, version history, author-supplied data, and companion paper
information.

o Audit Trail: A description of time and date-stamped events and changes. The most
recent action is displayed first in the list. If more than 10 events associated with the
manuscript have taken place, access them from the Events dropdown. To view only
the e-mail correspondence, click the letters only link. Clicking the envelope icon
allows you to view and forward the e-mail.
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o Manuscript Files: Within this tab, you (typically the Administrator) have the ability
to manage manuscript files, perform exports, and unsubmit or withdraw the
manuscript.

e Content Area: The main body of the screen displays the content of the General
Information tab (Manuscript Information, Audit Trail, or Manuscript Files) selected on
the left of the screen. In the example above, the contents of the Manuscript
Information tab are displayed.

THE MANUSCRIPT INFORMATION TAB

The Manuscript Information tab displays by default when you access the Manuscript Details
page. It can be accessed through the tab at the left side of the Manuscript Details page as well.

\ D + WRK1-2018-03-0001 Submitted: 12-Mar-2018; Last Updated: 13-Mar-2018; 0 days, 0 hours in review

ﬁ + Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-Year Results in the
Spine Patient Qutcomes Research Trial (SPORT) Randomized and Observational Cohorts

+ Morell, Michelle (proxy) (contact)
+ Original Article
+ Complete Checklist (Due 12-Apr-2018) AE: Not Assigned

EIC: Not Assigned
ADM: Not Assigned

,ﬁ HTML [A] POF (B] Original Files Q] Abstract |[1] Cover Latter (&) External Searches (7]

Scroll To... v

Date Submitted: | 13-Mar-2018

Admin: | Admin Date to Admin: | 13-Mar-2018

f Manuscript FiI-ESI/ Audit Trail [ Manuscript Information D

Date Decision | o\ iecp

Submitted etz Details
Response

Manuscript

) Manuscript Title

WERK1- Surgical Compared with Nonoperative Treatment for Lumbar

3018-03- Degenerative SpondylslisthesisFour-Year Results in the Spine Patient 13-Mar-
Outcomes Research Trial (SPORT) Randomized and Observational 2018

ooo1 Cohorts

wou are
Wewing
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Your journal's Manuscript Information tab contains some/all of the following sections:
e Manuscript header
e Peer review milestones
e \Version history
e Author-supplied data
e Companion paper information
e [nformation related to all previous actions performed on the manuscript (if configured)
e Flag Manuscripts

e Notes (Notes display at the bottom of all General Information tabs)

Manuscript Header

Manuscript Details contain a summary section at the top. This header remains at the top of
pages throughout the peer review process.

Manuscript
Details
®2/5@ [Awaiting Reviewer Scores
Q © WRK4-2018-10-0046 Submitted: 10-Sep-2018; Last Updated: 10-Sep-2018; 25 days, 2 hours in review

ﬁ * Title of the submission title of the submission title of the submission title of the submission title of the submission title of the submission title of the
submissicn title of the submission title of the submissicn title of the submission title of the submission

* Example, Anne (contact)
* Original Article

* Awaiting Reviewer Scores (Due 10-Oct-2018) AE: Doe, Jane
1 active selections; 1 invited; 1 agreed; 0 declined; 0 returned EIC: Not Assigned
Lastname, First ADM: Not Assigned

PROD: Mot Assigned
GA: Not Assigned
CE: Not Assigned

@ HTML @ FOF Original Files || Abstract @ Cover Letter External Searches @ Author's Response (7]

Manuscript Files r Audit Trail r Manuscript Information |

Reviewer List | | Progress
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The header may list the following:
e Manuscript ID — may include a revision number,“Invited”, or “Resubmission”
e Notes link —if applicable, appears to the left of the manuscript ID.
e Title
e Companion Paper link — if applicable, appears to the left of the manuscript ID.
e Author (and any co-authors) — author's name is hyperlinked for email correspondence
e Status — appears green if OK, red for overdue
e Dates — submitted, last updated, total time in review

e Names and roles of people assigned to the manuscript. Names are hyperlinked for
email correspondence. If you have administrative permissions, you also see proxy links.

e Author Due — Date for Revised Paper

e Proofs and files — links to the HTML and PDF proofs of the submission as well as other
associate files and the Author’s response (on revisions and resubmissions only)

e Unusual Activity Indicators (if configured) — A red or yellow status indicator will appear
when unusual activity has been detected. For more information please go to the
Unusual Activity Indicators of this guide.

Scroll To...

To jump directly to a section of the Manuscript Details page, select from the Scroll To...
dropdown list.

Scroll To... -

Peer Review Milestones
Wersion History
Manuscript Stub Data
Author-Supplied Data
Forward to Admin
Forward to EIC
Author List

Assign to Issue
Companion Papers
Flag This Manuscript
Comments
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Viewing Proofs

View proofs by clicking the links in the header. See the Viewing Manuscript Proofs and Files
section of this document for more details.

(3] HTML (&) POF [+) Supplementary Files (B Original Files [Q) Abstract |[1) Cover Letter

Peer Review Milestones

This section provides a quick look at a manuscript's current progress through the peer review
process, by role and date. You may also email a person by clicking the named link. Those
viewing this section using admin permissions can perform actions as another person by clicking
the proxy link.

Date Submitted: | 06-May-2013

Admin: | Cooney, Jane AU REV AE EIC ADM PROD Date to Admin: | 06-May-2013
Associate Editor: | Editer. Eddie AU REV AE EIC Date to Associate Editor: | 06-May-2013
proxy
Saue

Version History

You have access to all versions of a manuscript. Revisions are indicated by a revision number
appended to the Manuscript ID. (E.g., R1 or R2.)

: - : Date . Switch
Manuscript ID Manuscript Title Submitted Decision Letter & Response o i
wou aren. | MCU1L-2013-05- Monday » view decision lefter
viguting 0006.R1 training 10-Jun-2013 view the decision letter for MCUI-2013-05-
Dope. R1
» view author's response
view the suthors response to the decision letter
MCU1-2013-05- Monday 20-May-2013 | for MCUL-2013-05-0006 =
oooe training » view decision letter
view the decision letter for MCUI-2013-05-0006
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correspondence regarding a previous version.

Page 44

Click on the Switch Details button to view the Manuscript Details page for a previous

version.

Additional Version Information

To help you keep track of which version you are currently viewing, a colored bar displays
along the left of the page indicating a revision.

Original submission: no colored bar
Revision: purple bar
Resubmitted Manuscript: blue bar

Invited Manuscript: yellow bar

" udi Tral I'.mm.scrlptmfomtion | .

8}
@

q

anuscript Files

©  MCU1-2009-06-0068.R1 Submitted: 22-Jun-2009; Last Updated: 18-Oct-2011; 0 days, 1 hour in review
+  The objectives for ScholarOne University
*+  Clifford, Robin (contact)
= @ *  MCU1-2011-02-0003 Resubmittad Submitted: 08-Feb-2011; Last Updated: 08-Fab-2011; 140 days, 17 hours ir
%_ raviey
"; Last Updated: 29-Jun-2011
*
8 ®
2 + Invited AE: Not Assigned
<o EIC: Not Assigned
= ADM: Not Assigned
S
% : (@) HTML (&) POF | +] Supplementary Files |£]] Original Files Q) Abstract |[3) Cover Letter ] External Searches (7}
E —
Al
T
8
g Status: |A|:t'we vl

Tracking Number: |
| Auther Submission Template: [ | Browse... | [] Upload Template

Revised and resubmitted files will also include a link to the Author’s response on the header.

[&) Author's Respanse
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Author-Supplied Data

This section lists all the information entered by the author during the manuscript submission
process (excluding uploaded files). The Admin may review to ensure the author-supplied data
is correct and edit if necessary.

Manuscript Type: | Original Article

Title: | Test

Manuscript ID: | WRK1-1548- 55837

Funding Information: | There are no funders to report for this submission

| Heid, Christopher ¥ | @ Save @ Heid, Christopher (proxy)

Submitting Author;

* primary affiliation secondary affiliation
Thomson Reuters Thomson Reuters Science -
375 Greenbrier Drive Charlottesville Virginia Philadelphia Pennsylvania 19130-4067
22901 United States

United States

@ Heid, Christopher * Thomsaon Reuters
proxy 375 Greenbrier Drive , Charlottesville,
Correspending Author Wirgima 22901
= United Stat
@ http://orcid.ora/0000-0001-7833- nited States
BIZN
Authors & Institutions: ® Coe-Arthur, Davis » Johns Hopkins Sc_hnol of Medicine +
proxy 123 Main St, Baltimore, Maryland 21205-
2196

United States

Example Mot in Ringgold

205 Any Street, Los Angeles, California
Q0219

United States

Note: The checkmark after the ORCID iD indicates that the iD has been validated through
ORCID. The checkmark after the institution name indicates it has been selected from
the Ringgold Identify database and has been validated by Ringgold.
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Components of the Author-Supplied Data section may include the following:
e Manuscript type
e Title
e Manuscript ID

e Funding Institution — Name of funding institution and grant number using the FundRef
taxonomy

e Submitting author: Name of the submitting author, a button to view author details, and
a hyperlink to send the author an email

e Authors and institutions: Name(s) of the submitting and additional authors, a button to
view author details, and a hyperlink to send the author an email, and a link to their
ORCID iD if configured

o Author contribution using CASRAI’s CRediT taxonomy

( |- Author-Supplied Data

Manuscript Type: | Original Article

Title: | Best colors for a kitchen

Manuscript ID: | WRK1-1594-F 5% 47

Dy, Paul ¥ | [ Save &) pu, Paul (proxy)

Submitting Author:
© primary affiliation
China

® Du, Paul

Authors & Institutions: Erﬁ){

Data curation (Lead)
Visualization (Lead)

e Contact author: The Contact Author defaults to Submitting Author or the
Corresponding Author (if your site is configured to have Corresponding Author).
Depending on role permissions, this field can be edited

e Running head
e Any keyword attributes entered by the author
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e The Author’s preferred and non-preferred reviewers and editors
e Cover letter text

e Custom questions: Click Show to view any custom questions asked by the journal during
the manuscript submission process

Those viewing this section using Admin permissions can perform additional functions:

e Change the Submitting Author. If there are multiple authors on the manuscript, you
may select a different author from the Submitting Author drop down list. Changing the
submitting author will change the author who has the access to make the revision, if
needed, on a paper.

e Change the Contact Author. If there are multiple authors on the manuscript, you may
select a different author from the Contact Author list. Updating the contact author
changes what author receives the correspondence from the journal.

» Editing Author-Supplied Data

29. Locate the Author-Supplied Data section.
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rE Author-Supplied Data

Manuscript Type: | Original Article

Title: | Surgical Compared with Nonoperative Treatment for Lumbar Degenerative

SpondylolisthesisFour-Year Results in the Spine Patient Qutcomes Research Trial (SPORT)
Randomized and Observatienal Cohorts

Manuscript ID: | WRK1-2018-03-0001

Norell, Michelle ¥ E Save ® Morell, Michelle (proxy)

Norell, Michelle

Griffin, Carla
Submitting Author: .

* primary affiliation
78 Baker Strest Belmont 02478
United States

® Morell, Michelle * 78 Baker Strest , Belmont 02478
proxy United States
Authors & Institutions:
® Griffin, Carla * Grand Junction WA Medical Center +
proxy Grand Junction, Colorado

United States
Pl Y

Contact Author {populates the .
##PROLE AU'(I'IIJ-ICL;R ..2# e- || Norell, Michelle ¥ | (7] Save ?”"‘*”; Contact Author: Norell, Michelle
! - rox
RCIRETRIVE norell, Michelle RIS,
Running Head: Griffin, Carla es

Keywords:

Author's Cover Letter:

Custom Questions: | Show

Edit This Information E Save

Tip: By default, the Author who submits the paper is listed as both the contact and
submitting author unless they contact the Admin to make a change.

30. Click the Edit This Information button.
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| = Author-Supplied Data

Manuscript Type: | Original Article

Title: | Surgical Compared with Nonoperative Treatment for Lumbar Degenerative
SpondylolisthesisFour-Year Results in the Spine Patient Outcomes Research Trial (SPORT)
Randomized and Observational Cohorts

Manuscript ID: | WRK1-2018-03-0001

Morell, Michelle ¥ @ Save ® Norell, Michelle (proxy)

Submitting Author:

* primary affiliation
78 Baker Street Belmont 02478
United States

@ Morell, Michelle * 78 Baker Street , Belmont 02478
proxy United States
Authors & Institutions:
@ Griffin, Carla * Grand Junction VA Medical Center v
proxy Grand Junction, Colorado

United States

Contact Author {populates the

£#PROLE_AUTHOR_..## e | | Norell, Michelle ¥ | (7] Save ~ Current Contact Author: Norell, Michelle

mail tags): (proxy)

Running Head: | Spine Patient Outcomes

Keywords:
Author's Cover Letter:

Custom Questions: | Show

( Edit This Informati@@ Save

31.The submission opens to the Review & Submit page of the submission. A message
appears indicating that you are editing Author-Supplied data.

(@ Edit Author-Supplied Data for C (# You are editing author-supplied data for WRK1-2018-03-0001 Submitted: 13-Mar-2018 = Submission Information )
WRK1-2018-03-0001

«Save & Retun Step 5: Review & Submit

* = Required Fields

Step 1: Type, Title, & Abstract
Step 2: Attributes
Step 3: Authors & Institutions * \/erify Step Information

Step 4: Details & Comments
 Step 1: Type, Title, &Abstract | eat

Step 5: Review & Submit >

FIELD RESPONSE

Manuscript Type Original Article

Title Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-
‘Year Results in the Spine Patient Outcomes Research Trial (SPORT) Randomized and Observational
Conorts

Running Head Spine Patient Outcomes

Abstract B: The it of with spinal stenosis

remains controversial. Surgery is widely used and has recently been shown to be more effective than
nonoperative treatment when the results were followed ove

More.

+ Step 2: Attributes | @eat

FIELD RESPONSE

+ Step 3: Authors & Institutions | it
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32.Edit the author's data. Any of the data may be updated by the Admin by clicking the
Edit link located next to each section.

* Verify Step Information

+ Step 1: Type, Title, & Abstract

FIELD RESPONSE

Manuscript Type Original Article

Title Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-
Year Results in the Spine Patient Outcomes Research Trial (SPORT) Randomized and Observational
Cohorts

Running Head Spine Patient Cutcomes

Abstract Background: The management of degenerative spondylolisthesis associated with spinal stenosis

remains controversial. Surgery is widely used and has recently been shown to be more effective than
nonoperative treatment when the results were followed ove

More...

33.Click Save and Return when finished editing Author-Supplied Data. You will return to
the submission in the Admin center.

€ Save & Return

Assign to Issue

If you are using the Issue Management tool in the Production Center, you can pre-assign a
manuscript to an issue. (For more information on the Issue Management tool, see the
ScholarOne Manuscripts Production Center Guide.)

Assign To: Vaolume 6, Issue 2013

Wolume 8 - Issue 2013
Yolume 7 - Issue 2013

-G Gl Volume 6 - Issue 2013

Assign
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To assign to an issue, simply select the issue from the list then click the Assign button. To
unassign from an issue, you do the same thing; select the issue in the list and click the Assign
button. It will be unassigned.

Companion Papers

You can link the current manuscript with another manuscript for many reasons. An Admin may
want to keep track of which papers are going to be in the same special issue. An Editor may
want to compare an older paper with similar subject matter to a paper they have currently
been assigned.

» Assigning Companion Papers

34.Click the Search for a Companion Paper button.

Manuscript ID

Manuscript Title Date Submitted Author Status Delete

(@ Search for a Companion Pa@

Type

35.The Manuscript Search screen displays. Enter search criteria then click the Search
button.
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Advanced Search

Search Fields Related to the Manuscript

Manuscript ID:

Country of [Any

Submitting | Afghanistan
Author: | Aland Islands

Kland Islands

Workflow / Status: |[Any -
Unsubmitted / Not Yet Submitted

In Revised Workflow / Partially Submitted Revisions

In Original Workflow -

Decision: |Any

Accept (ORIG - AE Decision)
Accept (RES - AE Decision)
Accept (REV - AE Decision)

Keywords:
[ | 2] pick [anD ¥ |
[ | (£ Pick [anp ¥ |
[ | 2] Pick [anD ¥ |

[ Pick [anp ¥
" earch for manuscripts that

have at least the following
flags: [ ] @ Special Note

(] @ Language Checks
(] D scope?
[ ¥ Reduce Priority

] © statistical Review

] @ Fast Tracks

m] @ Special Concern

| O Themed Issue Candidate
] A Raise Priority

"1 @ 2l Issued Cleared

Auscripl not flagged

ol =
Date published: @ all ) YD O Specify:

oW o w
o | o n
O
Dates
Date Submitted: & all ) YTD () Specify: Decision Date: (g All () YTD () Specify

Date Assigned To Issue: g, All () YTD () Specify

36.When you locate the desired manuscript, click Use This Paper (+) button.
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3 Records Found.
Search Criteria: Search for manuscripts that have at least the following flags = @ 130f3
Manuscript ID Manuscript Title Bets == 17T
Submitteq | Status Editor P::er 1S
Manuscript Type Submitting Author
AE: Ning, Ning
EIC: Ning, Ning
WRK1-2012-06-0012 @ @ | test paper [ View Submission] ADM: Garrison, Faith
* Awaiting Reviewer Scores (Due 26-May- ;
21-Jun-2012 | 2016) :f;.t;sr:'ﬁge‘i /
1 active selections; 1 invited; 1 agreed; 0 "
declined; 0 returnad
Original Article Smith, Matt Reviewer, Mere
656 days overdue
AE: Potter, Ian
EIC: Potter, Ian
WRK1-2014-10-0007 @ | This is @ manuscript [ Yiew Submission] ADM: Potter, Ian
* Accept (07-Oct-2014) Mot Assigned /
-Oct- +
0702018 |, Tk Copyright Form Potter, Tan
0 of 1 completed
Original Article Author, Alex * Assign to Batch (Due 06-Nov-2014)
1223 days overdue
AE: Potter, Ian
Maximising Editorial Office Efficiency with ScholarOne Manuscripts [ EIC: Not Assigned
WRK1-2014-11-0010 @ | EIEEIE S 00M ADM: Potter, Ian
06-Mov-2014 Potter, Tan
* Make a Decision (Due 04-Mar-2015)
Original Article Author, Annis 1105 days overdue

37.The companion paper information will now be viewable in the Companion Papers
section with links to View the Submission and View Details.

=
|-/ Companion Papers
Manuscript 1D Date
Manuscript Title : Author Status Delete
Submitted
Type
MCU1-2013-04- AE: Editor, Eddie (proxy)
o003 The amazing world of Education [View e Author EIC: Mot Assigned
Submission] [Wiew Details] 26-Apr-2013 Alan ADM: Baker, Gwen E
COriginal Article

E Search for a Companion Paper

38. A handshake icon will also appear on the Manuscript Header and is a direct link to the
companion papers section.

&7

39.If you no longer need the papers linked together, you can delete the paper from the list.

Note: Designating a companion paper is reciprocal - both papers will be linked to each other.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019

Document Version: 2.16



Web of 12 | AClarivate Analytics company
: ScholarOne Manuscripts™ | Admin Guide Page 54
Science

Group

Flag this Manuscript

ScholarOne Manuscripts provides 10 color flags that can be used to mean special information
regarding a manuscript. For example, a blue dot may mean the paper was submitted by a non-
society member. You can use multiple flags by selecting more than one from the checklist.

fE Flag This Manuscript

@® Leave this manuscript unflagged
@ [ ®

B [ @
0o o
ov [ A
oo L9
B o &
0= [ .

[ =

[BEEWE

The colored flags appear after the Manuscript ID number. You can also create custom reports
based on the colored flags.

© WRK1-2018-03-0001 @ ©
+ Surgical Compared with Nonoperal

Note: You can have the flag labels configured with specific names meaningful to your site by
the Client Solutions team. Be advised that a later change to these flag labels would
change the label in all papers, including historical papers.

Adding & Viewing Notes

Notes are only viewable to the Admin and Editor roles. Authors and Reviewers will not see the
notes section. Notes appear at the bottom of each tab. They can be configured to have the
ability to attach files to this section, as well as the ability to carry over from the original
submission to the revised submission.
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Add anote * WRK4-2010-05-0033 Submitted: 25-May-2010; Last Updated: 15-Oc

+ Better Management of Cardiovascular Diseases by Pulse Wave Velocity: Joining
Research using Evidence Based Medicine

c
\g

A + Kessler, Martin (contact)
E + Original Article
Recsntadditicn E + Assign AE (Due 14-Nov-2010)
¢hange 3 | @ v (& Por () original Files (@) Abstract (1) Cover Letter (&) External Searches

No notes ———

udit Trail

Notes exist,
nothing recent

» Adding a Note

40.Click the Add a Note icon in the manuscript header.

@

41.The Add a Note screen displays.
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Title: |

Mote:

Attach Files: |

Browise... | Attach

|-

(If you are composing a long note, you may want to copy and paste the text of the note from an
e-mail or text editor.)

Save Cancel

42 Enter the Title and Note text.

43.Click the Save button.

44 Notes appear at the bottom of the Manuscript Details screen. You may add, edit, or
delete notes from this section.

Mote Title Updated By Updated On Edit | Delete
This is a note Cooney Jane - Admin 29-Jul-2013 X
[#] Add a Note

TIP:  Notes can be configured to have the ability to carry over to revisions and to attach files.

THE AUDIT TRAIL TAB

The Audit Trail page contains a chronological listing of events, communications, and changes to
a manuscript's history in the system. The audit trail page lists the time/date, event description,
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and status of the actions, letters, and changes that occur. This page also displays the
manuscript details Notes section.

Note: The Audit Trail tab displays for the Admin role and may also be configured for the EIC or
AE.

1 1
O * WRK1-2018-03-0001 @ © Submitted: 13-Mar-2018; Last Updated: 13-Mar-2018; 0 days, 1 hour in review

ﬁ © Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-Year Results in the Spine Patient
QOutcomes Research Trial (SPORT) Randomized and Observational Cohorts

@ + Norell, Michelle (proxy) (contact); Griffin, Carla
+ Original Article
+ Complete Checklist (Due 12-Apr-2018) AE: Mot Assigned

EIC: Mot Assigned
ADM: Mot Assigned

HTML (&) PoF (Bl Original Files (@) Abstract (1] Cover Letter [&5) External Searches ©
Trail - view all / letters only Events: 1-10 v of16 4 »
Date / Time Event Manuscript Status

A flag was changed on this manuscript.
13-Mar-2018 1:33 PM EDT | From: {none)

13-Mar-2018 5:33 PM GMT | To: @ O Unchanged
by Baker, Gwen (Admin)

[ Manuscript Fne!\[' Audit Trail p Manuscript Information |

S To: carla@test.demo
From: ga-mc@manuscriptcentral.com
13-Mar-2018 1:18 PM EDT Subject: Sales Demo Workflow 1 - Account Created in ScholarOne
13-Mar-2018 5:18 PM GMT Manuscripts
Results: not yet sent: Awaiting further processing.
Email Audit History

AE: Not Assigned
EIC: Not Assigned

ADM: Mot Assigned
# iﬂ- or Griffin, Carla was added —

The following events are tracked in the Audit Trail.

e Actions: If the event in the list was an action, the list displays the date of the action, the
name of the action, who performed the action and their role, the date and time that
the action was performed, and the status of the manuscript at the time the action was
performed.

e Changes: If the event that occurred was a change, the list displays the date of the
change, what general aspect of the manuscript was changed (manuscript metadata,
custom questions, checklist), what specific aspect of the manuscript was changed (plus
a link to view the previous value), the person and role who changed the aspect, the
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date and time the change was performed, and the status of the manuscript at the time
the change was made.

e E-mails: If the event that occurred was the sending of a letter (any e-mail, including
decision e-mails, automatic reminder e-mails, invitation e-mails, etc.), the list displays
the date the letter was sent, the name of the letter, who sent the letter, and the date
and time the letter was sent.

Tip:  Clicking the Envelope icon opens a popup box with the text of the e-mail that was sent.
You have the option to re-send, forward, and edit from the popup box.

e Revisions and Resubmissions: If a revision or resubmission is created, it is indicated in
the last audit trail entry. If the screen shows the details for a revised/resubmitted
manuscript, the first entry in the audit trail indicates that a revision/resubmission was
created and displays the original Manuscript ID.

e File Management Activity: The audit trail also displays file management activity. If a
manuscript file is deleted, uploaded, or re-categorized (from the Manuscript Files tab),
the activity is recorded and displayed in the audit trail.

Tip:  You can view only correspondence by clicking the Letters Only link in the Audit Trail
pane title bar.

Uploading Correspondence

The audit trail allows users to enter correspondence sent or received outside of the system.
This allows you to include that correspondence as part of the manuscript record. A section at
the bottom of the audit trail allows you to save the information about the correspondence.

Enter correspondence sent/received from outside of ScholarOne Manuscripts
Date Sent: L=+ TimeSent: 1 ~w : 00 = AM w (GMT-05:00) Eastern Time (US & Canada) «
Ta: Body: n
From:
Subject:
File Attachment: Browse... -
@ Save
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» Upload Correspondence
45. Complete the fields with information regarding the correspondence.
a. Besure toinclude both the date and time

b. You may upload a file attachment with the correspondence or paste the text
into the body field

46. Click the Save button. This correspondence is saved in the audit trail. It includes Last
Updated information and a link to edit the entry.

THE MANUSCRIPT FILES TAB

Based on role permissions (typically Admin), your journal's Manuscript Files tab allows you to
perform the following:

e Manage manuscript files
e Upload files
e Export files

e Change the manuscript's status
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O © WRK1-2018-03-0001 @ © Submitted: 13-Mar-2018; Last Updated: 13-Mar-2018; 0 days, 1 hour in review

ﬁ + Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-Year Results in the
Spine Patient Outcomes Research Trial {(SPORT) Randomized and Observational Cohorts

Q? + Norell, Michelle (proxy) (contact); Griffin, Carla
+ Original Article

+ Complete Checklist (Due 12-Apr-2018) AE: Not Assigned
EIC: Not Assigned
ADM: Not Assigned

[ v (&) poF (E]) original Files (@] Abstract 3] Cover Letter (5] External Searches (?]

|-/ Manage Manuscript Files

( Manuscript Files n Audit Trail ( Manuscript Information ‘

Manuscript Files
" HTML / PDF Ready for Batch / PubMed Edit
gtz Rk e Proof Page Count PDF  Details Dz
references.bib (v1.0) (8] « @ @
'/ Supplementary File
Uploaded by Morell, Michelle (Author) on 18-Nowv-2009
ametsoc.bst (v1.0) 0 ] @ & X

Supplementary File

Uploaded by Morell, Michelle (Author) on 18-Nov-200%8

\

Note: You may access the Manuscript Files tab as shown above or select it directly from the
Take Action drop-down list on the View Manuscripts screen.

Manage Manuscript Files

The Manage Manuscript Files section displays all files associated with a submission. It may
include Manuscript, Review, Recommendation, and Decision files as well as file sent in offline.
In addition to the displayed files, you may also upload files from this section.

For each file, the following elements are displayed.
e Order: Change the display order of the files by selecting from the drop-down list
e File Name: Select the hyperlink to download the file
e File Designation: The type of file, e.g., “Main Document”
e Uploaded By: The name of the person who uploaded the file
e Upload Date: The date the file was uploaded
e HTML/PDF Proof: The checkbox will be checked if the file was included in the proof for

review. You may deselect the checkbox if you wish to remove the file from the proof
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e Ready for Batch/Page Count: This will usually be checked automatically and indicates
that the file will be included in the export for production. You may deselect the
checkbox if you wish to exclude the file from export

e Edit Details: Click the Edit Details button to edit the details including changing the file
designation, uploading a later version

e Delete: We recommend you do not delete any files as you will lose historical data in
the system. If you choose to delete a file, click the Delete button.

Edit Details

Click the Edit Details button to change the file designation, upload a later version of the file,
and, in the case of images, edit the proof caption and/or file tags. The File Details page opens.

Edit
Details

&
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File This is the file details page

Details

req

File Size:
Uploaded On:
Uploaded By:

Sample ManuscriptRevision.doc
25K
10-Jun-2013

Jane Cooney

File Name:

File Designation:  main Document

Upload later version of file:

(] (1] upload

Comments:

Version History

@ Minor Version (1.2) () Major Version (2.0)

1.1 Sample ManuscriptRevision.doc PDOF HTML Cooney, Jane 10-Jun-2013
1.0 Sample Manuscript.doc PDF HTML Original file Author, Alan 06-May-2013
(] save

Here you can perform a variety of actions on the file, including:

e Change the file designation: Select from the drop-down list; see the About File
Designations section of this document for additional information

e Upload a new version of an existing file: Click Browse to locate the updated file and
click Upload. You can choose to designate the uploaded file as a minor or major version.
We also recommend that you type notes in the Comments field.

e Edit the Caption / Legend of a figure file
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File Name: BlueRidgeMtns.jpg
File Size: 3382K
Image Dimensions: 3222 x 2163 (235 x 235 DPI)
Uploaded On: 28-Jun-2013
Uploaded By: Gwen Baker

File Tags |Figure 1

req File Designation: | Image -
Blue Ridge Mountains d
Caption / Legend: _I E Special Characters

Upload later version of file: | Browse... | [i] Upload

Comments: [Added File Tag & Caption ® Minor Version (1.1) ¢ Major Version (2.0)

Version History

Version  File Name Comments Uploaded By Uploaded On
1.0 BlueRidgeMtns.ijpg Original file Baker, Gwen 28-Jun-2013

Save

e View Version History: When you upload a new version of a file, previous versions are
stored in Version History. To avoid confusion, these versions are only viewable from File

Details.

When finished making changes on the Edit Details page, please click the Save button to save
and close the window.

Uploading Files

As needed, you can upload new or additional files for a manuscript. When you upload files, the
system automatically re-concatenates the manuscript PDF Proof.

Note: If you are uploading files for authors or reviewers while the manuscript is in their
centers, then you should not use this. Instead, proxy as the author or reviewer and
upload from the Author or Reviewer Centers.
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Note: If your journalis using the Overleaf integration, see the Uploading Overleaf Files section
below.
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» Upload Files

47 .Select the Choose File button in the Manage Manuscript files section. Browse to the file
you wish to upload.

Upload file(s): | Choose File | No file chosen '#q  File Designation: | Select: v |
Choose File | No file chosen %1 File Designation: | Select: v
Choose File | No file chosen "1 File Designation: | Select: v

[¥] upload ] save [&)] Export

48.Select a File Designation from the drop-down list.
49.You may upload three files at a time.

50.Click the Upload button.

51.When the upload is complete, the File Details page displays. Review the information,
enter a comment if needed, and click the Save button.

File This is the file details page
Details
File 1 of 1
File Name: Take time to smell the flowers.doc
File Size: 84K
Uploaded On: 13-Mar-2018
Uploaded By: Gwen Baker
r=q File Designation: | Supplementary File ¥
Upload later version of file: | choose File | No file chosen (@) upload
Comments: ® Minor Version (1.1) Major Version
| o)
Version History
Version | File Name C 1its | Uploaded By | Uploaded On
1.0 Take time to smell the flowers.doc PDF HTML Original file | Baker, Gwen | 13-Mar-2018
( Save D
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About File Designations

When uploading files, you must pick an appropriate file designation for each. Here is a brief
description of file types that may be available. Your journal may have different items or
different names.

e Main Document: The main content of a manuscript
e Figure: An image file that depicts a graph or chart
e Image: An image file that shows a drawing or photograph

e Supplementary Files Not for Review: Files intended for reference or background
information, but not suitable for peer review

e Supplementary Review Files: Files that provide valuable background or reference
information for peer review

e Table: An image or other format document that contains a table
e Table Data: The data used to create a table

e TeX/LaTeX Suppl File: Any file that is part of a TeX/LaTeX document

Additional Tex/LaTex Upload Information

When uploading a TeX/LaTeX main document, the system analyzes the file to determine what
additional resource files (such as image files and bibliographic files) are necessary to complete
the document. The system will not allow submission until the author has completed the full
TeX/LaTeX document upload, including all necessary resource files. The system will also not
allow submission of the manuscript if a file is designated as a TeX/LaTeX Suppl File but is not
referenced by any TeX/LaTeX files uploaded to the system.

When you view the HTML proof of a manuscript, a link to the TeX/LaTeX document opens the
PDF proof. This is necessary to ensure all formulas, and other special formatting, are rendered
correctly.

Files uploaded as TeX/LaTeX Suppl Files will not be viewable as individual files in the HTML
proof and will not be rendered independently of the entire TeX/LaTeX document. Therefore,
images and other content will show up in the PDF proof at the location specified in the
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TeX/LaTeX document. In addition, captions for images displayed within a TeX/LaTeX proof must
be created in the TeX/LaTeX document, since image proofs cannot be created separately.

Uploading Overleaf Files

Overleaf files are uploaded directly to ScholarOne Manuscripts through the integration.
Authors create and edit the files in Overleaf. Refer to the Author Guide for details. The
instructions below detail how an Admin may upload Overleaf files.

If an Author or Admin removes the Overleaf files from a submission, the Admin can upload
Overleaf files if they are provided to them by the Author. Two new designations have been
created to ensure the system reads the files correctly, Overleaf PDF and Overleaf ZIP.

Upload file(s): No file selected. =1 File Designation: Select: |L]
Nofile selected. et File Designations | 5=
oWSE... o file selected. ile Designation: |, . 5 ocument
Mo file selected. 121 File Designation: Figure
Image
Nao file selected. 129 File Designation: | SuPplemental File for Review

Supplemental File NOT for Review
Browse... | Mo file selected. 129 File Designation:  ----

Overleaf ZIP

Once an Overleaf file is uploaded, it will marked by the Overleaf logo.

Manuscript Files

HTML / PDF Ready for Batch /  Edit

Proof Page Count Details fz==

Order  File Name

1~ (gverleaf _
ExampleZIP.zip (v1.0 O [

Supplemental File NOT for Review

Uploaded by Kloiber, Greg {Admin) on 25-Aug-2015

Exporting files

You may export a manuscript directly from the Manuscript Files tab. All files with "Ready for
Batch / Page Count" checkbox selected will export.
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Upload file(s): | Choose File | No file chosen #1  File Designation: | Select:

Choose File | No file chosen '=q  File Designation: | Select:

Choose File | No file chosen '#9  File Designation: | Select:

[F] upload [#] save @ Expa

53.The Export window displays.

Export

Export - Manuscript ID: MCU1-2013-05-0007 @

Select a pre-defined export target

Export Target:
(7) Export to Publisher

or define a new export target

@ Location Specified Below:

Export Name:

(©) Metadata Only (zip file with metadata, manifest, and DTD (if applicable))

o export. The PDF Proof is not included)

™) Single file (xml, html, or csv) only

) Single file (xml, html, or csv) only & PDF proof - First Look sites only

[ & Files (xml metadata file and zip file containing article fi ed for export)
-

@ Files & Metadata (zip file with metadata, manifest, DTD (if applicable), and files marked for export)

—. Original Files & Metadata (zip file with metadata, manifest, DTD (if applicable) and only original files marked for

\—_——“-

54.Choose one of the following two options:
a. Select a pre-defined export target, or
b. Define a new export target and format

i Enter the Export Name, optional

ii.  Select aradio button for the types of files you want to export

iii.  Specify the Location

iv.  Select a Format
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v. Select when it will be available
55.Click the Export button.

56.The Export History section lists all exports that have been performed for this
manuscript.

Note: See Batch Configuration in the Production Center Guide for detailed information.

Changing the Status of a Manuscript

Click here to unsubmit the manuscript

Click here to withdraw the manuscript

If the author has made an error in their manuscript submission and wishes to edit it, or if the
journal would like to withdraw the submission from peer review, the Admin may either
unsubmit or withdraw the manuscript by clicking the appropriate link. Perform these actions
from within the manuscript's Manuscript Files tab.

Unsubmitting a Manuscript

You should only unsubmit a manuscript that has not yet begun the peer review process
because it will remove all history of work on the manuscript so far by the editorial office. Often,
unsubmitting a manuscript is used when an author has additions or removals to make to the
manuscript files. Clicking this link places the manuscript in the author's Unsubmitted
Manuscripts list. The manuscript retains its Manuscript ID number and the author may edit it
and re-submit.

Note: Do not unsubmit a manuscript that has a decision.
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Withdrawing a Manuscript

This action takes the manuscript out of the peer review process and places it back in the
author's dashboard, in the Withdrawn Manuscripts list. Withdrawing a manuscript makes it
unavailable to resubmit. (Use Advanced Search if you need to locate a manuscript that has
been withdrawn.) The manuscript ID number is no longer used by the system.

Note: If you need to withdraw a manuscript that has already begun the review process, first
remove all reviewers.

PROXY

As the Journal Administrator, you have the unique ability to proxy (log in) as another user,
which means that you may perform tasks in the system as that user. This is helpful when you
need to push papers through the review process or assist a user with any of their tasks in the
system.

The upper right of the page indicates when you are proxied in as another person. ScholarOne
Manuscripts logs all actions you perform while you are proxied as another user. This
information is tracked in the Audit Trail tab.

Key Points

e You may proxy as another user whenever you see a proxy link near a user’s name.

{j © WRK1-2018-03-0001 @ ©
G + Surgical Compared with Nonope

Ou Trial (SPOR
QE Jiorell, Michelle (proxy)Xcontac|

+ Original Article
+ Complete Checklist (Due 12-Ap

uscript Information

e You can return to your account using the End Proxy link in the header.

(Gwen Baker) 3s Michelle Norell*  End Proxy
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e You cannot “double-proxy” (proxy as another user when you have already proxied).
You must first select End Proxy. E.g., if you are proxied as the Associate Editor, you may
not then click the Proxy link to proxy as the Reviewer.

There are several ways to access this capability. Two methods are described below.

» Proxy as another User via Manuscript Details

57 .Select a hyperlink in the Admin Lists section of the Dashboard.

58.The View Manuscripts page displays. Select the View Details link in the Take Action
column.

59.The Manuscript Information page displays. All users associated with the manuscript
appear in the header with a proxy link next to their names.

ﬂ " WRK1-2016-07-0005 Submitted: 14-Jul-2016; Last Updated: 14-Jul-2016; 606 days, 24 hl:::iseilw'l
ﬁ © Estructura y densidad de la red de caminos en la Reserva de |a Biosfera Mariposa Monarca
+ Franco, Fernando (proxy) (contact)
+ Original Article
+ Select Reviewers (Due 23-Mar-2018) AE: Potter, Ian (proxy)
0 active selections; 0 invited; 0 agreed; 0 declined; 0 - =
returned ADM: Baker, Gwen
[&3) HTML [A] POF (B Original Files (@) Abstract [[3] Cover Letter [ External Searches (7] ‘

60.Select the proxy link.

61.When you are proxied in as another user, you will see a note in the upper right corner.
It will have your name and the user’s name you are proxied as.

(Gwen Baker) 35 Michelle Norell*  End Proxy

» Proxy as another User via User Search

62.Search for users using either the Adv. User Search in the Quick Link area on the top
right of pages or through Admin Tools > User Administration area of your dashboard.
(See the User Search section of this guide for detailed instructions.)
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Manuscript ID = Q Search

Manuscript Title
E-Mail Address

First or Last Name

LI B —-—

Adv. Manuscript Search

Adv. User Search

OR

First (Given) Mame:

User ID:

| |
Last {Family}) Mame: | |
| |
| |

E-Mail Address:

[édvanced Search ) @ Search

63.When you have located the person, click the Proxy link.

Search results - New Search - Modify Search - Change Sor

Search Criteria: Last {(Family) Name = "auther"

MName User 1D / E-Mail

authorSitest@testdemo.com /

Author, test@testdemo.com
Alex ( proxy
mark for merge

send account info

64.When you are proxied in as another user, you will see a note in the upper right corner.
It will have your name and the user’s name you are proxied as.
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{Gwen Baker) as Michelle Norell =

» Return to Your Role

65.To return to your role, you simply click the End Proxy link in the upper right corner of
the screen.

(Gwen Baker) as Michelle Morell ¥  End Proxy

66. The proxy will be removed and you will see “Logged in as” your name in the upper right.

Note: You cannot “double proxy” (proxy as another user when already proxied). To proxy in as
another user, first click End Proxy, then proxy as the next user.
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JOURNAL ADMINISTRATOR CENTER PEER REVIEW TASKS

In the following section you will learn about the tasks that the Journal Administrator is
responsible for, as well as any other times during the peer review process that you might need
to assist another user with a function. We recommend that you review the user guides for the
Authors, Editors, and Reviewers to fully understand the functions they perform in the system.

In this section, we will follow the Sample Review Process shown below, referring to additional
user guides where appropriate.

Sample Review Process:

Author Submits
Admin Checks and Passes to Editor-in-Chief
Editor-in-Chief Assigns to Associate Editor
Associate Editor Invites and/or Assigns Reviewer(s)
Reviewers Score
Associate Editor Recommends Decision
Editor-in-Chief Makes Final Decision

As Journal Administrator, you have specific tasks to perform on manuscripts as part of the
review process. This work begins in the Admin Lists section of your dashboard. Here you view
the number of manuscripts that are in each status category or queue. As the Admin, you will
see all status categories or queues and the number of manuscripts in each of those queues for
the entire journal. Other roles, such as Editors and Associate Editors, will view only those
manuscripts assigned to that role or user.

If a queue has an active hyperlink, there are manuscripts in that stage of the peer review
process. Clicking any of the links opens the View Manuscripts page for that task. The number of
manuscripts in that stage appears to the left of the link.
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You may click on the manuscript list title to view a full listing of
manuscripts in each status, or click on the number next to the
list to jump directly to the first manuscript in the list.

Admin Complete Checklist
EIC Assign AE

Select Reviewers

Invite Review

= o @ o o

Cverdue Rey UL

]

Assign Revig| vq may click on the manuscript list title to view a full listing of
e manuscripts in each status, or click on the number next to the

Awalting Rev

list to jump directly to the first manuscript in the list.

[ =T =]

Cwverdue Rey

1 Readvy for Fir

i 0 EIC Assign AE
In Production
0 Select Reviewers
0 Complete Pr
i 0 Invite Reviewers
0 Assign to Baf
. 1 Assign Reviewesr
0 A=ssigned to g
o 0 Awaiting Reviewer Scores
0 Awarting Forr|
. 0 Overdue Reviewer Scores
0 Awaiting Forr
1 Ready fo
0 On-Hold Forn -
Invited Papers
GO Create a Mar] Reports You may click on the manuscript list title to view a full listing of

manuscripts in each status, or click on the number next to the
0 Select Authol & Manuscrip{ list to jump directly to the first manuscript in the list.

0 Invite Author [+ Peer Revis

’-'ﬂ;j_gn Autho| [# User Perfol

“-Buth « publication F
Reports

Select Reviewers
Invite Reviewers

Owverdue Reviewer Response

Asz=ign Reviewer

o
o
o
o
0 Awaiting Reviewer Scores
o

Owerdue Reviewer Scores

#‘Ei E.'_!j‘y’ for Fi H‘E”_D?\

Note: Journal list configurations vary widely among journals and roles.
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WORKFLOW STEP: AUTHOR SUBMITS MANUSCRIPT

The first step in the peer review process is for an Author to submit a manuscript. The Admin
may need to assist the author in the steps for submitting the manuscript. The Admin may proxy
as the Author. Please review the Author Guide below.

ScholarOne Manuscripts Author Guide

Additionally, the Admin may need to assist the Author with account setup. Please see the
Adding User Accounts section of this guide.

WORKFLOW STEP: ADMIN COMPLETES CHECKLIST

The admin reviews the submission to ensure it is complete and follows journal submission
requirements before sending it into the peer review process.

Access the Manuscript

» Access Manuscript for Check-In

67.From the Admin Dashboard, click the Admin Complete Checklist link.

You may click on the manuscript list title to view a full listing of
manuscripts in each status, or click on the number next to the
list to jump directly to the first manuscript in the list.

1 Admin Complete Checklist
0 EIC Assign &E
1]

Select Reviewers

68.The View Manuscripts page displays a list of all manuscripts awaiting check-in.

69. In the Take Action drop-down list, choose Admin Checklist. (Alternately, you can select
View Details and from there click the Complete Checklist tab.)
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Awaiting Admin Checklist

Manuscripts 1-1 of 1

(=] Export to CSV

;:janﬂp_t Manuscript Title
e Date Status Take Action
Manuscrint Submitted ¥
Hanuscript Submitting Author
Type
Surgical Compared with
MNonoperative Treatment for .
Lumbar Degenerative AE: Mot Assigned
WRK1- SpondylolisthesisFour-Year EIC: Not Assigned
2018-03- | Results in the Spine Patient ADM: Not Assigned
0001 @ © | Outcomes Resear;h Trial 13-Mar-2018 Select... v
{SPORT) Randomized and » Complete Select
Observational Cohorts [ View : _ SlECt...
Submission] Checklist (Due 12-| | view Details
Apr-2018) View Manuscript Files
Original Norell, Michelle rewr—fdtFrot N
Article praxy) Ad Che

Manuscripts 1-1 of 1

(Complete Checklist

* WRK1-2018-03-0001 & &

+ Surgical Compared with Nonoperative Treatment for Lumbar Degenerative SpondylolisthesisFour-Year Results in the
Spine Patient Qutcomes Research Trnial (SPORT) Randomized and Observational Cohorts

Submitted: 13-Mar-2018; Last Updated: 13-Mar-2018; 0 days, 2 hours in review

gec

+ Norell, Michelle (proxy) (contact); Griffin, Carla
+ Original Article
+ Complete Checklist (Due 12-Apr-2018)

AE: Not Assigned
EIC: Not Assigned
ADM: Not Assigned

Admin Checklist

[ HTML [&] POF (B Original Files (O] Abstract [[1) Cover Letter (o) External Searches (7]

O

Check figure format (300 dpi format).

(]

Verify conflict of interest form (if applicable).

O

Verify IRB requirements (if applicable).

[ was cover letter submitted?

O

Are all author/institutions information included?

f Manuscript Files r Audit Trail r Manuscript Information |
I I I ‘

@ Unsubmit @ Approve

Reject @Reject and Transfer @ Save

e Unsubmit allows the admin to move the paper back to the Author

e Approve moves the paper to the next step in the process

e Reject will create a reject decision and letter to the Author

e Reject and Transfer will allow the admin to transfer the paper to another journal
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e Save will save all changes you make in the checklist
Viewing Manuscript Proofs and Files

Viewing manuscript proofs is generally the first action the Admin will take for any manuscript.
From the Manuscript Details page, view manuscript files using the icons contained in the
header. Depending on your journal's preference, you may view some or all of the following
options.

» Viewing HTML Proofs and Files

70.0n the Manuscript Details page header, click the HTML button.

&3] HTML

71.The HTML Proof displays in your browser and may contain:
e Links to figures called out in the text

e References link to Web of Science or PubMed (if properly formatted and
configured by your journal)

Each experiment comprised 3 blocks of mials (Fizure 1). The initial “baseline”™ block delivered app

Below is a list of the files that pursuit by having the target move in the basic step-ramp fashiondescribed above for both rightward

were uploaded az well az a

e e R 600-800 mals For each experilmem__ 50% of the trials were ""leamjng trials” that provided double-st
on a file name to view the direction™ We controlled the time of the second step of target velocity by having the computer sen
FFEUJ of E"_'I'at f':je- Files E_‘fr_ﬂd time when eve velocity exceeded 50 deg's and mvoke the change in target velocity at that tume. Th
isted in the order specifie : i = ; . . zo, . . e as
) et single-steps of target velocity in the non-adapted direction (23% of trials), and “probe trials™ m wiy

mtra-saccadic velocity step. The third and final “recovery™ block provided control and probe trials

Files Uploaded either increase or decrease the eve velocity at the mitiation of pursuit. For increase-velocity expert

DocB568718-85438081 step increased velocity to 30%'s. For decrease-velocity experiments, the tarzet had an initial veloct
b Figure 1(1)

--- Figure 1{2) . . . : :
--- Figure 1(3) Each daflv experiment used one of several different learning paradigms, each customized to answe

Paradigm 1. The fixation target appeared at straight-ahead gaze. The target step was alw
the right, toward or away from the vertical meridian.  Learning trials provided an i
directions. The configuration of trials for this paradigm is shown in Figure 1.

Elue Ridge
348x233mm ) i . .
(235 % 235 DPT) FParadigm 2. The fixation target appeared i one of 4 possible positions, located at the cory|
target then underwent a position step to the center of the screen and began to mov
Other

across pesitions that were just over 7° eccentric in the four quadrants of the visual
| N — were provided for only one combination of position in the visual field and direction
however, all combinations of initial target position and direction of target motion we

@ Close Windaw

o - P 4
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72.All of the submission files display separately in the column to the left of the main
document. Click the links to view the individual files.
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» Viewing PDF Proofs and Files

73.From the Manuscript Details page, click the PDF button.

74.The concatenated manuscript files display in Adobe Acrobat. By default, the first page
of the proof is the cover and metadata. The PDF will contain all files submitted by the
author that have the HTML / PDF Proof checkbox selected on the manuscripts files tab.

If something is missing, check which files are checked.

Sign | Commen|

Beez=|t®ha| e ® ]| HBD |
A EmI Page 1 of 29 ScholarOne University
g E

Geography Education:
The Importance of Content and Instruction as
Demonstrated Through the Use of a Web Site

Amy Author, Audrey Author, and Andrew Author
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» Viewing Supplementary Files

75.From the Manuscript Details page, click the Supplementary Files button.

E Supplementary Files

76.The Supp. Files for Review page displays. These are files sent in by the author with the
manuscript. Your journal may be configured to designate file types that automatically
separate files into "For Review" and "Not For Review."

& Supplementary File for review: cactus.jpg ( 301K )

Close Window

77.Click the File Name link to view a file.

» Viewing Original Files

78.From the Manuscript Details page, click the Original Files button.

([B) original Files

79.The Original Files page displays the original submission files (e.g., .DOC, .JPEG, etc.).
Select a link to open a file.

#» Main Document: Main Document.doc { 1131K )

» Figure: AlbCoferial.jpg { 1745k )

Close Window
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» Viewing the Abstract

80.From the Manuscript Details page, click the Abstract button.

(O] abstract

81.The Abstract page displays the abstract as submitted with the manuscript.

Abstract: Sample Abstract Text

Close Window

Completing the Admin Checklist

Many review processes include a step where manuscript files and details are reviewed prior to
sending the manuscript out for peer review. If your journal has configured this step into the
review process, the first step in the Admin Lists section of the dashboard will be to complete
the Admin Checklist.

» Admin Complete Checklist

82.Tasks to complete the Admin checklist may vary by journal, but in most cases, you will
be required to review the manuscript and supporting files. To do so, use the HTML or
PDF links in the header, and any other appropriate file links. (See previous section for
details.)

83.Complete all tasks listed in the Admin Checklist, checking the boxes when complete.
Complete any additional fields as required.

84.Click the Approve (or Checklist Complete) button to move the manuscript to the next
step in the peer review process.

85.Click the Reject button to reject the manuscript immediately. The system requires you
to confirm this choice. Some journals give you the option to reject a manuscript
immediately.
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86. Click the Save button to save your work without moving the manuscript to the next
step in the peer review process.

Note: There is also the option to send the manuscript back to the author using the
Unsubmit a Manuscript on the manuscript files page. See the Changing the
Status of a Manuscript section of this manual.

Tip: If the Admin does not have the ability to Reject a manuscript, a Checklist Complete
button is displayed in place of the Approve button.

WORKFLOW STEP: EDITOR-IN-CHIEF ASSIGNS TO ASSOCIATE EDITOR

The next step in the peer review process is for the Editor-in-Chief to assign the manuscript to
an Associate Editor. The Admin may be required to assist the EIC in this process. Please review
the Editor Guide below.

ScholarOne Manuscripts Editor Guide

Additionally, the Admin may need to assist the EIC with account setup. Please see the Adding
User Accounts section of this document.

WORKFLOW STEP: ASSOCIATE EDITOR INVITES AND/OR ASSIGNS REVIEWER(S)

The Associate Editor assigns the manuscript to a Reviewer. The Admin may be required to
assist the AE in the process. Please review the Editor Guide below.

ScholarOne Manuscripts Editor Guide

Reviewer Locator

Some site will have a search option for Associate Editors called the Reviewer Locator. Reviewer
Locator analyzes manuscript metadata and abstracts, linking key entities and topics to create a
manuscript “fingerprint.” This fingerprint is then compared to the fingerprints of other papers
indexed in the Web of Science, finding relevant research in the same field and thus, qualified
reviewers.
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When Reviewer Locator is configured, results from the Reviewer Locator service display on the
Select Reviewers tab just below the Author’s Preferred/ Non-Preferred Reviewers.

Current / Days
Potential Reviewer Details Past 12 Since Last
Months Review

Average

R-Score il

Plischuk, Santiago

santiago@cepave.edu.ar; Ctr Estudios Parasitol & Vectores
CEPAVE CCTLP CO, Univ Ghent

Relevant Works:

* Apicystis bombi (Apicomplexa: Meogregarinorida) parasitizing
Apis mellifera and Bombus terrestris (Hymenoptera: Apidae) in
Argentina view details Add

Invasive Bombus terrestris (Hymenoptera: Apidae) parasitized
by a flagellate (Euglenozoa: Kinetoplastea) and a necgregarine
(Apicomplexa: Neogregarinorida) view details

[ ]

+ Sphaerularia bombi (Nematoda: Sphaerulariidae) parasitizing
Bombus atratus (Hymenoptera: Apidae) in southern South
America view details

Search requests are generated automatically for each manuscript when it reaches the Select
Reviewers task so results are waiting for the editor as soon as they enter the site.

Note: Only submissions with an abstract will return Reviewer Locator results.

Each potential reviewer found in the Web of Science is returned with a set of biographic and
bibliographic data designed to help the AE assess the potential reviewer’s suitability for the
submitted manuscript. In addition to the reviewer’s name, their email address and institutional
affiliation will be provided, when available. Their ORCID iD will be provided as a link to their
ORCID record (if configured for the site).
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= Reviewer Locator Results from the Web of Science® Results 1-20 of 20

Current Days o Date of Average
Potential Reviewer Details Past 12 Since Last Invil;El:irl:ms Last turnaround Add
Months Rewvigw Invitation time
Fargo, Tina.
51, Electronic Pub
@ http://orcid.org/0000-0001-7756-6625 + Add

Roles: AU REV

* SPECTROSCOPIC MODELING OF THE
ALGOL-TYPE
view details

In addition, up to three papers published by the potential reviewer will be listed in order of
relevance to the submitted manuscript. Each listed publication will have a View Details link
which, when selected, will bring up more information about the paper. In addition to authors,
journal name and publication year, both the DOl and Web of Science record are provided as
links for quick access to additional information.

[=| Reviewer Locator Results from the Web of Science® Results 1-20 of 20

Current § Days o Date of Average
Potential Reviewer Details Past 12 Since Last I ‘;Ehr; Last turnaround aAdd
Months Rewviaw v "5 Invitation time
Fargo, Tina.
51, Electronic Pub
@' http://orcid.org/0000-0001-7756-6625 + Add

Roles: AL REV

* SPECTROSCOPIC MODELING OF THE
Oy D

view details
il

SPECTROSCOPIC MODELING OF THE ALGOL-TYPE

* Tkachen

* ASTROMOMICAL JOURMAL, 2010

* DOI:10.1088/0004-6256/139/4/1327
* Dpen record in Web of Science®

When new Reviewer Locator results are received by a ScholarOne site we attempt to match
these potential reviewers to user accounts already in the system. We use both email address
and ORCID iD to generate matches. For example, if a new reviewer is received and this person
shares an email address with an account already on the site, we link them together. This helps
prevent the creation of duplicate accounts when an AE wants to add a new account based on a
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Reviewer Locator results. It also allows the AE to view not only information from Web of
Science when making their reviewer selections but also current reviewer statistics from the site
such as current reviews, days since last review, average R-score, etc. Review Locator results
matched to an existing account will appear with a magnifying glass logo next to their name.
This logo will link to their Person Details Pop-up page.

[=| Reviewer Locator Results

Potential Reviewer Details

ia.

davide.
Bologna, Univ Boloana

C

Relevant Works:

- -

When adding a reviewer from Reviewer Locator, the EA clicks the Add button. A new window
will appear to create an account for the reviewer and add them into the reviewer list for

invitation.
| [= Reviewer Locator Results from the Web of Science® Results 1-20 of 20|
Current / Days o Date of Averags
Potential Reviewer Details Past 12 Since Last I ‘;ehr; Last turnaround Add
Months Revigwr i "5 Invitation time
Fargo, Tina.
51, Electronic Pub
@ http://orcid.org/0000-0001-7756-6625 v nd,j
Roles: AU REV
* SPECTROSCOPIC MODELING OF THE
ALGOL-TYPE
view details
Create | 2
Account
Create Account
Sal: req First (Given) Name: Middle Mame: req |Last (Family) Name:
|Dr. v ||Tina || ||Fargo
Degree: req E-Mail Address:
| | |tina@tesl:.dem0| |
Institution: Department:
Thuringer Landessternwarte | |
Tautenburg x
Close Windnm( Create and Add )
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Additionally, the Admin may need to assist the AE with account setup. Please see the Adding
User Accounts section of this document.

WORKFLOW STEP: REVIEWERS SCORE

The Reviewer will review and score the manuscript. The Admin may be required to assist the
Reviewer in this process. The Admin may proxy as the Author. Please review the Reviewer
Guide below.

ScholarOne Manuscripts Reviewer Guide

Additionally, the Admin may need to assist the Reviewer with the following functions:
e Account Setup. Please see the Adding User Accounts section of this document

e Granting Extensions to Reviewers. Please see the Using the Person Details Page section
of this document.

e Editing a completed review. Please see the Editing a Completed Review or
Recommendation section of this document.

Editing a Completed Review or Recommendation

Administrators have the ability to edit completed review or recommendation forms without
rescinding them. This may be useful if there is a comment to the author that is not appropriate
or if there is anything else that needs to be edited. Exercise caution in editing; if edited, there is
no way to get the original review back.

» Edit a Completed Review or Recommendation

87.To access the completed review form, select the appropriate link from the Admin Lists
section of the Admin Dashboard. Alternately, use Quick Search to locate the
manuscript.
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88.From the View Manuscripts page, select from the Take Action drop-down list. You may
access the completed review from the View Details page or from one of the actions
such as Assign Reviewers or Make Decision.

Take Action

Select...

Wiew Details
EIC Immediate Decis...
Assign Reviewers

89.You will find the View Review link either in the Status column or in the Reviews section
on the right.

Reviewer List

Order

MName

Status

History

Remove

Revucky, Steve
® Clarivate &nalytics, G55 @

Minor Revision
View Review

rescind

Invited:

Agreed :

Due Date:
Review Returned:
: 4 Days.

Time in Review

# in Decision Letter:

view full history

28-Jun-2017
28-Jun-2017
28-Jul-2017
03-Jul-2017

1

Alternates

AE Recommends

Reviews

() | Accept

# reviews required to
make decizion

() | Minor Revision

® Revucky, Steve

() | Major Revision

* Minor Ra

() | Reject & Resubmit

* view review

* rescind

() | Reject

@ Save

90.The Completed Review form displays.

The form opens in editable mode.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16

Click the Edit button at the bottom of the screen.



Web of 12 | AClarivate Analytics company
Science ScholarOne Manuscripts™ | Admin Guide Page 89
Group

Completed
Review

Reviewer 1: Revucky, Steve

Rewviewer Affiliation | Clarivate Analytics, G55

Manuscript ID: | WRK4-16-Dec-0062

Manuscript Type: | Onginal Article

Keywords: | coastal morphodynamic models

Classification: | Administrative Unit

N 23-Dec-2016
e S //_/,‘-—‘—';‘--_\ ;__,

Quality Assessment

3 - Review was highly relevant

2 - Review was sufficient

1 - Review was below average

@ Save F‘rin Ed@ Close Window

91.Make changes as needed and then click the Save button. Any changes made to these
forms are tracked in the Audit Trail.

Setting Search Preferences for Reviewer Search

Editors and Admins may set search preferences for how they search for reviewers. The Admin
may also proxy in as the Editor and set these preferences on their behalf.
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» Set Search Preferences

92. Access the Assign Reviewers tab for a manuscript requiring reviewers to be assigned.

Aszign Reviewers

93.Select the Set My Search Preferences button on the right side of the screen.

Set My Search
Preferences

94.The Set My Preferences screen displays with options for reviewer search and sort
order. Select the options you wish to use.

When I am searching for Reviewers, I would like the search options displayed as follows:
\Expanded | Collapsed

Author's Recommended / Opposed | ®

Reviewer Locator Results from the Web of Sclence| .

Quick Search

Related Papers Search

Reviewer Auto-Suggest
Advanced Search

When [ am searching for Reviewers, [ would like the following information populated by

default:
Reviewer Activity Information
= Current Assignments Min: I_ Max: _
£ Assignments in Past 12 Months Min: [ Mac|
# Days Since Last Review Submitted Min: .; Maxz|
# Invitations Declined in Past 12 Months Min: [ | Maxz[ |
R-Score Min: | Max: |

In the Reviewer Search Results and Preferred/Non-Preferred Reviewers area, I would like
the following fialds displayed (select a il of five fields) :

| Reviewer Search Results

# = Current Assignments / # Assignments in Past 12 Months
¥ Days Since Last Review

| Average R-Score
# # Open Invitations

# Date of Last Invitation

#| average turnaround time

MNumber of search results per page: |30 ¥
= Exclude unavailable reviewers

Sort Order

Quick Search

Primary Sort: Name (Last, First) v || Ascending v |
Secondary Sort: | Number of Current Assignments v | [Descending ¥ |

Related Papers Person Search

Primary Sort: | Name (Last, First) v | [Ascending v |
Secondary Sort: | Number of Current Assignments v | [Descending ¥ |
Auto-Suggest

Primary Sort: | Name (Last, First) v |[Ascending v |
Secondary Sort: | Number of Current Assignments. v | [Descending ¥ |

Advanced Search
Primary Sort: Name
Sacondary Sort: | Numbe

(B Close Window [ Save
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95.Click the Save button.
WORKFLOW STEP: ASSOCIATE EDITOR RECOMMENDS DECISION

The Associate Editor will recommend a decision on the manuscript. The Admin may be
required to assist the AE in this process. Please review the Editor Guide below.

ScholarOne Manuscripts Editor Guide

WORKFLOW STEP: EDITOR-IN-CHIEF MAKES DECISION

The Editor-in-Chief will make a final decision on the manuscript. The Admin may be required to
assist the EIC in this process. Revisions may be required of the Author before a final decision is
made or a final decision may be made at this point. Please review the Editor Guide below.

ScholarOne Manuscripts Editor Guide

WORKFLOW STEP: PRODUCTION CENTER

Some sites utilize the Production Center to prepare accepted manuscripts for publication. The
Production Center is also a place that can be used to export submissions to a depository such
as an FTP site or email address. It may also be used for in-house exports for independent
publishers or journals.

The Admin or a Production Editor role may perform the Production Center tasks. Please review
the Production Center Guide below.

ScholarOne Manuscripts Production Center Guide
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INVITED PAPERS

Invited Papers is a method of formally inviting an author to submit a manuscript to your
Journal. This can be useful to invite specific authors to submit a manuscript, or you can
determine a topic and match to authors in the system based on keywords. Once submitted, an
invited paper follows the same peer review process as all other manuscript submissions.

The basic steps in the process are as follows:
e Create an Invited Paper (Manuscript Stub)
e Select an Author
e Invite the Author

e Author Submits and Invited Paper

CREATE AN INVITED PAPER (MANUSCRIPT STUB)

The process to create an invited paper starts with the creation of the Manuscript Stub or draft.
This is the start of the submission process and acts as a placeholder in the system for the
paper. The Admin creates the stub by completing some basic information. Much of the
information will be left blank to be completed by the Author during submission.

P Create a Manuscript Stub

96. In the Invited Papers section of the Admin Lists, select the Go link.

Invited Papers

GO Create a Manuscript Stub

GO
Cl Select Author )

Invite Author

L

2 Assign Author
0

Awaiting Author Submission

97.The Manuscript Details screen displays. The header says Draft Invited and a yellow
ribbon on the left side of the screen.
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98.Add a Stub: Complete fields on the Add a Stub section as needed. You may leave all
fields blank or with default values and still create the stub, however there may be some
fields you wish to use.

a. Status: Should always be set to Active. The other options that appear in the
dropdown list are for Books and Encyclopaedia sites.

b. Tracking Number: You may enter your own tracking number. Your site may be
configured so that the tracking number becomes the Manuscript ID number.
You can also create reports on the tracking number.

c. Author Submission Template: If needed, you can upload a template for the
Author to follow. This may be a submission format for a specific type of
document, like a book review.

d. Assign to Issue: If your site is using Issue Management in the Production Center,
you can pre-assign the invited paper to an issue.

99. Click the Add Stub Submission Details button.

Add Stub Submission Details »
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# Create a Manuscript Stub > ( [# You are creating details for a submission stub + Submission [nformation)
Submission Details

e > Step 1: Type, Title, & Abstract

« Commit Stub & Create Another "
= Required Fields

« Save & Return

Step 1: Type, Title, & Abstract 2 X Type: © Edit
Step 2° Attributes [ mMake Read-only for Author
Step 3: Authors & Institutions CHOICE  TYPE DESCRIPTION

Step 4: Reviewers & Editors Invited Review

Step 5: Details & Comments

Book Review
Slap SoReVIew. 8 SUDIIt Original Article An ariicle describing original research.
Letter to the Editor A topical letter to our editorial staff intended for publication
* Title @ Eait

[T Make Read-only for Author

Preview 0 Special Characters

100. Type: You may select the manuscript type from a list. You have the option to
make this read-only so that the author cannot change the manuscript type later in the
submission process.

* Type: @ Edit
@ Make Read-only for Author
CHOICE TYPE
Invited Review
Original Article

Letter to the Editor

101. Click the Next Step button.
Next Step »
102. All Other Fields: We recommend you leave all other fields at the default values

or blank. The Author will complete them as appropriate during the submission process.

Tip: Do not enter the Author in the stub.

103. Click the Commit Stub button.
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Commit Stub »

SELECT AN AUTHOR
The process of selecting the Author is same process a selecting a Reviewer.
Use one of the search options to search the user database:

e Quick Search

e Related Papers Search

e Auto-Suggest

e Advanced Search

Or the Create Author Account option on the right-side of the screen. We recommend you
always search the database for an author before creating a new account.

» Select an Author

104. After you commit the stub, the Manuscript Details page displays the Select
Authors tab.
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' Select Authors l'

c O © Draft Invited Last u.EE: 14-Mar-2018

o .

=

ERIT

c

2 + Invited Review

C

= + Select Authors (Due 24-Mar-2018) AE: Not Assigned

EL EIC: Mot Assigned

§ ADM: Mot Assigned

c

2 i HTML ﬁ PFCF B Supplementary Files @ Original Files @ Abstract @ Cover Letter@ External Searches (7]

E

=

3 Author List Create Author Account
7 Order | Mame Status History | Remove || Salutation:

% Dr. ¥

Save

E‘- req First (Given) Name:

8 Mep (L |

é req Last (Family} Mame:
Sl L 1

| = Potential Authors

req E-Mail Address:

Mame, Keywords, Institution, Roles, Reason Add l:l
Mo people entered. Provide more account info
[«] t=p @ Create and Add
Set My Search
Preferen:
=] Quick Search rences
First (Given) or Last (Family) Mame: | | [7]
Sert Order
Primary Sort: | Mame (Last, First) v ||Ascending v |
Secondary Sort: | Institution v || Descending ¥ |
I
n E(] Clear E] Search
E top
105. Search for an author.

a. Search for the Author by Name: If you know the author you wish to invite, use
either the Quick Search or Advanced Search to search for the author.

b. Search for the Author by Keywords: If you would like to identify an author by
topic or keyword, use the Related Papers Search or Auto-Suggest features to
search for an author.

106. Select the Author from Search Results by ticking the Add checkbox and clicking
the Add button.
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Results - New Search - Modify Search - Change Sort 1-2 of 2

Search Criteria: First (Given) or Last {Family) Name = "Christina"

Add
Mame, Keywords, Institution, Roles B
Role
@Porter, Christina. (s1lu-wfl Office) (Scholarone)
ScholarOne, AC O

Roles: AU REV AE EIC ADM PROD null

@Porter, Christina.

Adolescent Patient Care
ScholarOne, Training

Roles: AU REV
@ MNew Search E Madify Search Add
Export to CSV Results 1-2 of 2

Tip: We recommend that you select only one author at a time for a manuscript stub. If the
author declines, you may select another.

107. If you could not find the author in the system, you may create an account for the
author using the Create Author Account box on the right side of the screen.

Create Author Account

Salutation:

Dr. -
™ First (Given) Name:
eq Last (Family) Name:

2] E-Mail Address:

Provide more account info

Create and Add

e Enter First Name, Last Name, and E-Mail Address.
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e C(Click the Create and Add button.

108. Once selected, the Author appears in the Author List.

Order | Name Status History Remove
Author, Boris
pro=y
] . Selected: 06-Sep-2013
1= ] Invite | = _
I_—I @ @ wiew full history E
http://orcid.org/1234-
1234-3214-0000 =
Save

INVITE THE AUTHOR

The next step is to invite the author. This formally invites the Author via email and provides
the Author a method to respond to the invitation.
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» Invite the Author

109. On the Author List, click the Invite button.

Invite Authors

g © Draft Invited Last Updated: 14-Mar-2018

+*
ﬁ + Porter, Chnistina (suggested suthors)
+ Invited Review

+ Invite Authors (Due 24-Mar-2018) AE: Mot Assigned

EIC: Not Assigned
ADM: Not Assigned

i HTML i FOF B Supplementary Files @ Criginal Files @ Shstract @ Cover Letter@ External Searches (7]

[ Manuscript Files | Audit Trail | Manuscript Information |

Author List Create Author Account
Order | Name Status History Remove Salutation:
Parter, Christina N Dr. : hd )
® ScholarOne, Training m Invite E:::c;;i;i]:‘;:ar—zola E %
proxy " 129 Last (Family) Mame:
@save | ([ |
req E-Mail Address:
E| top I:I
Provide more account info
110. An invitation email displays.
Edit E-Mail (Draft) Select Alternate Template'.| IW - Admin Assign Author ¥ | E

From: gwen.baker@test.demo

To: |cporter0327@gmail.com
CC:
BCC:

Subject: |Invitation to Submit to the ScholarOne University Training Workflow 1

Body: |instructions in your Author Center, -

I realize that our solicited papers greatly contribute to the high standards of the Journal, and I thank you for your present
and/or future participation.

Sincerely,

Gwen Baker

ScholarOne University Training Workflow 1 Editorial Office
gwen.baker@test.demo

*** PLEASE NOTE: This is a two-step process. After clicking on the link, you will be directed to a webpage to confirm.
Ll
L2

Agreed: https://mc-beta.manuscriptcentral.com/s1u-wf1?URL_MASK =fede35c886654e9b5f5ab7c0asf5f3al

Declined: https://mc-beta.manuscriptcentral.com/s1u-wf17URL_MASK=e807fe170aad40e0a618c8ef85238579

Unavailable: https://mc-beta.manuscriptcentral.com/s1u-wf1?URL_MASK=c6d4el13836ccdaad801cfab6ae511bel P
=
Attach a file to this e-mail: Files attached
No file chosen File Name Unattach
Select a manuscript file to attach: No Files Attached
Select a file... ¥

@ Save and Send Cancel and Close Window
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111. The invitation email is editable before sending, so you can add additional
information for the Author if needed. You may create more than one invitation letter
template if you wish.
112. The invitation can be configured to include the automatic response links of
Agreed and Decline. (Refer to the Email Templates user guide for details.)
113. You may attach files if needed. Any files attached when you created the stub
will be included automatically.
114. Click Save and Send to send the invitation email.
115. The email is sent to the Author.
From: onbehalfof+gwen.baker +test.demo @manuscripteentral.com on behalf of gwen.baker @test.demo Sent: Fri7/12/2013 1:29
To: Cooney, Jane (IP&Scence)
Cc
Subject: FW: Invitation to Submit to the SchaolarOne University Training Workflow 1

Dear Dr. Author:

I would like to receive a manuscript entitled "" to be considered for publication in the
ScholarOne University Training Workflow 1.

I invite you to submit this manuscript. Please let me know as soon as possible if you will
be able to accept my invitation. If you are unable to submit at this time, I would
appreciate you recommending another expert author. You may e-mail me with your reply or
click the appropriate link at the bottom of the page to automatically register your reply
with our online manuscript submission and review system.

Once you accept my invitation to submit this manuscript, you will be notified via e-mail
about how to access Manuscript Central, our online manuscript submission and review system.
You will then have access to the manuscript and instructions in your Author Center.

I realize that our solicited papers greatly contribute to the high standards of the Journal,
and I thank you for your present and/or future participation.

Sincerely,
Gwen Baker
ScholarOne University Training Workflow 1 Editorial Office guwen.baker@test.demo

Agreed: http://mc.manuscriptcentral.com/slu-wfl?URL MASK=gS9RCnkbIrnb6dKEkTyT

Declined: http://mc.manuscriptcentral.com/slu-wfl?URL MASK=FNm5kscGZ{SMTbTGbdxf
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ASSIGN THE AUTHOR

The Author may accept or decline the invitation using the Agreed and Declined hyperlinks in
the email. However, there may be times when you want to update the status manually. For
example, an Author may verbally agree to submit a paper or may have already agreed offline
before you created the stub in the system.

» Assign the Author

116. Select Assign Author in the Invited Papers section of the Admin Lists. (If you are
assigning an Author immediately after inviting the Author, you will already be at the
correct screen and may skip this step.)

Invited Papers
GO Creats a Manuscript Stub
7 Select Author
3 Invite Author

( 2 Assign Author )

0 Awaiting Author Submission

117. The Invited Paper Stubs screen displays. Select Assign Author in the Take Action
column.

Invited Paper Stubs Stubs 1-2 of 2
Search Criteria: Status="Assign Author”

Status: | Assign Author b |
Tracking Title Status Take Action
:L"#Eﬁpt Lssigned Users
D Author Due Date Select All [

# Assign Author (Due 03-
none AE: Not Assigned Oct-2013) Select... v
EIC: Mot Assigned ol

LDM: Mot Assigned

View Details
author, Arlene; Author, Kyungyang 03-0ct-2013 “iew Manuscript Files

A .
(suggested authors)
,- .
Assign Author )]
—/

* Assign Author (Due EK?‘S-
none AE: Not Assigned Jun-2014) Select... v
EIC: Mot Assigned

LDM: Mot Assigned

Author, &rlene; author, kheehiang R —
(suggested authors) 27-Jun-2014 U

Stubs 1-2 of 2

Display records per page

@ Export to CSV @ Inactivate Delete
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118. The Manuscript Details page displays. Select an option from the Response drop-
down list.
Author List
Crder | Name Status History Remove
Porter,
Christina i
IE' @ Invited ] Invited: 14-Mar-2018 X
ScholarOne, | Response Save |)view full history
Training
proxy
Late Response Save
Mo Response
Unavailable [«] top
119. Click the Save button.
120. ScholarOne Manuscripts will send an email to the Author confirming that they

have agreed to submit a paper. It will contain a link for them to access their Author
Center on your site.

AUTHOR SUBMITS THE INVITED PAPER

For the Author to complete the invited paper, they will select Invited Manuscripts.

Invited Manuscripts

1 Invited Manuscripts ?
ACTION MANUSCRIPT TITLE
RIS SubI Continue (No Title Entered)
Submission View Submission

5 Most Recent E-mails

English Language Editing
Service
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THE COMPLETED SUBMISSION

Once the author submits, the word Invited will appear after the manuscript ID number.

Select Reviewers 1 Blinded Manuscnpts 1-2 of 2
SAs Manuscnpt Title

= — Stat Take Acti
Manuscript - Submitted ¥ il = an
ZENUSENPL | o\ bmitting_Author

Type

MCuU1- AE: Gerber, Adrienne (proxy)

201703- MNEW TITLE [ View EIC: Mot Assigned

Submission] ADM: Baker, Gwen
Inwited )
v

172-Sep-2017 | Select...

@ * Select Reviewers (Due 18-
Invited Author, Jane Mar-2013)
Review lcontact) (proocy) 0 active selections; 0 invited; O

agreed; 0 declined; 0 returned

The yellow ribbon will remain after the invited paper is submitted.

© MCU1-2014-03-0001 Invited Submitted: 27-Mar-2014; L3
ﬁ + Australian Cattle Dogs

+ Author, Carla (proxy) (contact)

+ Invited Review

+ Submitted

[€3) HTML (&) POF (] Supplementary Files [El) Original Files [Q] Abstract ] d

j Scroll To... v

Audit Trail r Manuscript Information |

DELETING AN INVITED PAPER

If the author does not submit the paper, it will still be in the queue of Awaiting Author
Submission.

» Delete an Invited Paper

121. Select Awaiting Author Submission in the Invited Papers section of the Admin
Lists.
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Invited Papers
GO Create a Manuscript Stub
7 Select Author
4 Inwvite Author

1 Assign Author
1 Awaiting_Author Submission )

122. The Invited Paper Stubs screen displays. Select View Manuscript Files from the
Take Action list.

Invited Paper Stubs Stubs 1-10of 1
Search Criteria: Status="Awsaiting Author Submission”
Status: | Awaiting Author Submission ¥ |
Tracking Title Status Take Action
Number Assigned Users —
Manuscript ID | Author Due Date Select All L
. » Awaiting Author Submission (Due 15-
none AE: Mot Assigned Mar—ED?SJ ( Select... v
none EIC: Mot Assigned ele
ADM: Mot Assigned Wi
@ Porter, Christina 15-Mar-2018 C Wiew Manuscript Files
{proxy) View Audit Trail
Stubs 1-1 of 1
Export to CSV Inactivate |X| Delete
@ P @ Display records per page
123. The Manuscript Details screen displays. Select the Manuscript Files tab. Select

Delete Manuscript Stub in the Change Manuscript Status section.
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G + Draft Invited Last Updated: 14-Mar-2018

-
ﬁ + Porter, Christina
+ Invited Review
+ Awaiting Author Submission (Due 16-Mar-2018) AE: Mot Assigned

EIC: Mot Assigned
ADM: Mot Assigned

[£2) HTML (A PDF |+ Supplementary Files |B] Original Files O] Abstract (Y] Cover Letter &3] External Searches P}

( Manuscript Files | ) Audit Trail | Manuscript Information |

Manuscript Files
Order File Name HTH;::O"L?DF Realflavg:c(r:mh / Dfaﬂ:ils Delete
Review Files (no files in this category)
Recommendation Files (no files in this category)
Decision Files (no files in this category)
Upload file(s): Mo file chozen 'eq File Designation: | Select: v |

Mo file chosen 21 File Designation: | Select: v

Mo file chosen 21 File Designation: | Select: v

(1] upload ) Save [S] Export

{ Delete Manuscnpt Stub }

IE‘ top

124. Click OK to delete the manuscript stub.

From mec-beta.manuscriptcentral.com

Deleting this manuscript stub will mean that you will no longer have
access to any manuscript files or history, Are you sure?
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UNUSUAL ACTIVITY DETECTION

Unsusual activity detection identifies unusual activity by users during submission and review.
Journals will see a risk indicator on the manuscript header. The risk indicator is derived from
using proprietary algorithms based on existing web traffic and server data such as when
Reviewers are suggested by the Author and when Reviewers use a non-institutional email
address.

Visibility to the use of and report from this feature is limited to the publisher, Editor role types,
and Admin role types. The public, Authors, and Reviewers will not know it is in place unless you
decide to announce its use by your organization.

UNUSUAL ACTIVITY INDICATORS

Standard Access (Editor roles by Default)

A red or yellow status indicator will appear on the manuscript header when unusual activity
has been detected. Editor and Admin roles with standard access will see the indicator while
users with full access will have a link to a report. By default, Editors will have standard access.

Example of High Risk Alert, shown on Manuscript Details
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Manuscript
Details
®z2/5@ (Awaiting Reviewer Scores
G WRK4-2018-10-0046 Submitted: 10-Sep-2018; Last Updated: 10-Sep-2018; 25 days, 2 hours in review

ﬁ Title of the submission title of the submission title of the submission title of the submission title of the submission title of the submission title of the
submission title of the submission title of the submission title of the submission title of the submission

Example, Anne (contact)
Original Article

Awaiting Reviewer Scores (Due 10-Oct-2018) AE: Doe, Jane
1 active selections; 1 invited; 1 agreed; 0 declined; 0 returned EIC: Mot Assigned
Lastname, First ADM: Not Assigned

PROD: Not Assigned
GA: Not Assigned
CE: Mot Assigned

@ HTML @ FOF Original Files Abstract @ Cover Letter External Searches @ Author's Response (7]

f Manuscript Files r Audit Trail r Manuscript Information |

I| Reviewer List || Progress

Example of Medium Risk Alert

Some unusual activity detected on this submission as of 1400 ET 29 JUN 2018..
Please contact a person with full access Typically an Admin for more infarmation. What is this?

Full Access (Admins by Default)

A red or yellow status indicator will appear on the manuscript header when unusual activity
has been detected. Users with full access will see the indicator with a link to the report. By
default, Admin roles will have full access.

Example of High Risk Alert

High rate of unus vity detected on th alyq I JUN 2 is thi EReport

Example of Medium Risk Alert

= e e

=
3
=
@ HTML @ FCF [E Supplementary Files Qriginal Files Abstract @ Cover Letter External Searches Q
Some unusual activity on this document detected as of 02:03 ET, 09 Dec 2017. What is this? I Report

inuscript Files

Smemnll T
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CLEARING THE FLAGGED SUBMISSION

Once the activity report has been reviewed and a decision has been made, the flag may be
cleared by a user with full access using the report page.

Clear This Submission?

[[] I have reviewed this report and clear the submission to proceed and understand that this will be
logged for future use.

My Reason and Notes

& Print Clear Submission

Once it has been cleared, a message will appear at the top of the form:

+ Cleared on 14 AUG 2018 by Firstname Lastname

Notes: We did research on the author and Reviewer yarrow ricebean rutabaga endive cauliflower sea lettuce
kohlrabi amaranth water spinach avocado daikon napa cabbage asparagus winter purslane kale. Celery potato
scallion desert raisin horseradish spinach carrot soko.

Also, the unusual activity indicators will turn green:

Standard Access view

Full Access view

This submission was cleared of unusual activity by Firstname Lastname on 14:00 ET 14 ALUG 2018, What ig this? EReport

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



W, Web of 12 | AClarivate Analytics company
\\

Science ScholarOne Manuscripts™ | Admin Guide Page 110
Group

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of
Science
Group

ScholarOne Manuscripts™ | Admin Guide

SUBMISSION “WHAT IS THIS?” INFORMATIONAL POP-UP

12 | AClarivate Analytics company
Page 111

All of the unusual activity indicators will have a link to the informational pop-up via the

hyperli

nk, “What is this?” This pop-up will provide the following:

e Information and explanation of the feature

e Why itis important to the industry

e Next steps for the journal when they suspect unusual activity

e legal disclosures

Journal Name

Unusual Activity Detected
WHAT IS THIS?

In order to prevent unusual submission and peer review activity, ScholarOne has developed a
program to detect actions that may warrant further investigation by the journal

Journal staff can see a risk indicator on all submissions and reviews. This indicator status is
calculated using proprietary aigorithms that analyze web traffic and server data such as when
Reviewers are suggested by the Author and when Reviewers use a non-insfitutional email
address

WHY IS THIS IMPORTANT?

The integrity and trust of joumnals is at risk when Authors and Reviewers "game the system"

Peer review, in particular, is the key element in ensuring the quality and validity of published
papers. Peer review relies on impartial opinions given by suitably qualified and experienced
peers. As with any system, there are opportunities for unethical practices. The new aigorithms
help to thwart these practices

WHAT TO DO IF YOU SUSPECT UNUSUAL ACTIVITY

Consult guidelines provided by the journal and/or publisher of the content on this site. You may
also want o speak to with the journal Admin about details.

For more information, go to the Committee on Publication Ethics: COPE web site

Terms of use | Privacy Statement | Cookie policy

© Clarivate | © ScholarOne, Inc., 2017 All Rights Reserved

ADMIN DASHBOARD

Administrators have the ability to see all of the currently flagged submissions in a queue called
Unusual Activity. There is also a queue that will show all cleared reports in the past 2 years.

Unusual Activity

3

i

Medium and High Risk
Cleared reports (past 2 years)
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REPORT

Users with full access will be able to view a popup with a detailed report of the actions which
elevated the risk level of the submission.

Journal Name

« Cleared on 14 AUG 2018 by Firsthame Lastname

Notes: YWe did research on the author and Reviewer yarrow ricebean rutabaga endive cauliflower sea
lettuce kohlraki amaranth water spinach avocado daikon napa cabbage asparagus winter purslane
kale. Celery potato scallion desert raisin horseradish spinach carrot soko.

Unusual Activity Report

The following submission should be evaluated by the journal staff due to unusual activity.

Report Date

HH: rdbd Bladhd DD Y

Manuscript ID

ABC-004563-2018

Title

"Powered application passive inertia fuzzy development fragmentation element plasma transistorized
embedded dynamic bypass engineered inertia super with reverberated microscopic key developer internet
equipment timer signal services sampling record scan proxy dynamic bypass engineered inertia super with
reverberated microscopic key developer internet equipment timer signal services sampling record scan

promy"

B Frint

Review turnaround time was unusally short @

1. Reviewer, Firstname Lasthame (0 days, 2 hours)
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TRANSFER OF MANUSCRIPTS BETWEEN JOURNALS

Manuscripts are often submitted to one journal when they are better suited for another
journal. To address this, your site and one or more partnering journal sites can be configured
by ScholarOne to transfer manuscripts.

Transfers can be made through a manual process or through a Reject with Transfer decision
type.

Transfers are recorded in the manuscript’s Audit Trail on both the sending and receiving sites.

MANUAL MANUSCRIPT TRANSFER

The manual transfer functionality allows key journal users to transfer a manuscript from their
journal site to another journal site to which it’s better suited. The transfer is easily initiated
from the Manuscript Files page. Once the transfer is complete, the manuscript on the sending
site will no longer be in the workflow. The receiving site will show the manuscript in an
Unsubmitted Transferred Manuscripts queue on the Admin Dashboard. The Admin on the
receiving site will check the manuscript in, and then the manuscript will enter the first task in
the Submitted Workflow.

Manual Transfer

» Manually Transfer the Manuscript

125. From the Manuscript Files tab of the manuscript to be transferred, locate the
Transfer Manuscript section.
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= || Manuscript Files
3 HTML i
. J/ PDF Ready for Batch /  Edit
i Order  File Name Proof Page Count Details Delete
E author.pdf (v1.0) 8 X
i Main Document
— Uploaded by Meneses, Susana (Author) on 07-Jul-2017
Review Files (no files in this category)
Recommendation Files (no files in this category)
Decision Files (no files in this category)
Upload file(s): Mo file chosen =9 File Designation: | Select: v |
Mo file chosen %9 File Designation: | Select: v |
Mo file chosen =1 File Designation: | Select: v |
[ upload () save (&) Export
[+] top
Click here to unsubmit the manuscript
Click here to withdraw the manuscript
[4] top
!Move To: | Select v =
\ salesdemoplus - Sales Demo Plus ) E Transfer Manuscript
126. In the Move To field, select a journal from the dropdown list
127. Click the Transfer Manuscript button.
128. Optionally, click the Audit Trail tab to confirm the transfer. It will be reflected in

the header and the Manuscript Status.
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~ WRK4-2011-04-0015.R2 Last Updated: 17-Jan-2012
+ Effectiveness of corticosteroids in controlling childhood eczema

+ Author, Allan (proxy) (contact)™; Moebes, Nancy

+ Original Article

+ Mame of Special Issue:

+ Request Automatic Export to NIHMS:

+ i = .

+ Transferred to another journal.

AE: Smith, Matt (proxy)
EIC: Not Assigned
ADM: Not Assigned
PROD: Not Assigned

©)HTmL (&) poF () original Files [Q) Abstract |[)) Cover Letter () External Searches (7

1-10 v

Date / Time Event g Manuscript Status

Transferred To }
17-Jan-2012 9:10 PM EST . . .
18-Jan-2012 2:10 AM GMT The manuscript was transferred to salesdemol by Smith, Matt (Admin} ( salesdemol

=M To- rickvitest demo

iersations r Manuscript Files r Audit Trail r Manuscript Information |

Receipt of Manually Transferred Manuscript

» Receipt of Manuscript in the Receiving Journal

129. Once transferred, the manuscript will appear in the Manuscripts Transferred In
queue under the Unsubmitted Transferred Manuscripts heading in the receiving
journal’s Admin Center.

Unsubmitted Transferred Manuscripts

1 Manuscripts Transferred In

130. Click the Manuscripts Transferred In link then View Details to access the file
and go to the Manuscript Details screen.

131. Check for an error message at the bottom of the Author-Supplied Data section.

e This document has errors: Errors occur if the required fields during the original
submission are incomplete, or the required fields in the sending and receiving
journals are not an exact match. The Author-supplied data must be edited (see
below).

e This document may be submitted: There are no errors.
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|-/ Author-Supplied Data
Manuscript Type: | Original Article
Title: | Sociology and Mature: Histery of Voluntaristic Action
Manuscript ID: | Draft @
Funding Information:  No funding details provided
Author, Allan 7 | (7] Save (&) Author, Allan_ (proxy)
Submitting Author:
« primary affiliation
Boston & University - Biomedical Sciences
1 Beacon Street Boston Massachusetts 021110
United States
Author, Allan « Bosten University - Biomedical Sciences
Authors & Institutions: prOXy. 1 Beacon Street , Boston, Massachusetts 021110
From mc-beta.manuscriptcentral.com
Contact Author (populates thef .. irum entries for attribute Keywords not entered. Enter one allan
##PROLE_AUTHOR_..## e- & 5 o1m 2
2 | sttribute st a time prior to clicking the (+) plus sign. ** No Funders
mail tags):
Entered
Running Head:
Keywords: f L
cl T g
Author Recommended : .
Reviewers: Gt?(ge Halpern , - reviewers2@gmail.com
Author Opposed Reviewers: /
Author Recommended Editors:}f
Author Opposed Editor/
Author’s Cover Letfer: | cover letter cover letter cover letter
Cover Letter.doc  PDF HTML
Custom Qgstinns: Show
t his document has error;.) |
[#] edit This Information (] Save
. . . 4.
132. Click the This document has errors message to see a screen listing the errors.

133. Click OK.

134. Correct the

errors or ask the Author to do so.

e The Admin corrects the errors: Click the Edit this Information button. Make

necessary changes then click the Save & Check for Errors button.

@ Save & Check for Errors [a Save [E Cancel

A resource for the Admin to make appropriate changes can be found on the
Manuscript Files tab. In the Managed Manuscript Files section, you will see the
Transferred Document Metadata. Click the link to view a listing of the manuscript

metadata exactly as it was entered on the sending site.
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o
it
a8
g Manuscript Files
;iﬂ Order  File Name HT';:‘O’;:DF Reap?;go‘r::frtl? / Di?:;tils Delete
5 Manuseript-AAS journal.doc (v1.0) £ £ E
E Main Document
g Uploaded by Author, Allan {Author) on 14-Aug-2009
h Figure 1. Cost of FOBT screening..gif (v1.0) £ CJ] E
Figure
Uploaded by Author, Allan {Author) on 14-Aug-2009
@ Elgure 3. Necrosis after acute rejection of kidney transplant..jpa v 3 E
(v1.0)
Table
Uploaded by Author, Allan {Author) on 14-Aug-2009
Review Files (no files in this category)
Recommendation Files (no files in this category)
Decision Files (no files in this category)
First Look Corrections (no files in this category)
'ﬁransferred Document Metadata \
l\ transferred.html (v1.0} ) @ E
Uploaded by Bissonette, Lisande (Admin) on 01-Sep-2009
Upload file(s): No file chosen =1 File Designation:
No file chosen =1 File Designation:
No file chosen =1 File Designation:
[1]) upload (] Save Export
[&] top
e The Author corrects the errors: The Admin must unsubmit the manuscript so it
returns to the Author Center and the Author may then update and resubmit the
manuscript.
135. Once all fields have been corrected, the Admin will click the This document can
be submitted link at the bottom of the Author Supplied Data section.
136. Click OK to place the manuscript in the first task in the journal workflow,

typically the Complete Admin Checklist task.
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|-/ Author-Supplied Data

Manuscript Type: | Original Article

Title: | DO NOT MOVE THIS MANUSCRIPT - Sociology and Mature: History of Voluntaristic Action

Manuscript ID: | Draft @

Funding Information: | There are no funders to report for this submission

Save ® Author, Allan (proxy)

Submitting Author:

« primary affiliation
Boston & University - Biomedical Sciences
1 Beacon Street Boston Massachusetts 021110
United States

Author, Allan « Boston University - Biomedical Sciences
Authors & Institutions: proxy 1 Beacon Street , Boston, Massachusetts 021110
United States

Contact Author (populates the

££PROLE_AUTHOR_..%% e | |Author, Allan ¥ " Save Current Contact Author: Author, Allan

mail tags): (proxy)

Running Head: | Vo .
L From mc-beta.manuscriptcentral.com

Keywords: | Gr

This will submit the manuscript. Are you sure?
Classification: | Ch

Author Recommended G E| Cancel |

Reviewers: i
Author Opposed Reviewers: /
Author Recommended Editors: /

Author Opposed Editors:

Author's Cover Lettep! | cover letter cover letter cover letter
Cover Letter.doc  PDF HTML

Custom Quygtions: Show
@is document can be submitted. )

[#) Edit This Infarmation [ Save
[+] top

Note: The sending journal can still find the manuscript for historical purposes by selecting the
Transferred to Another Journal option in the Workflow/Status area of the Advanced
Manuscript search. Once a manuscript is transferred out of a journal, the manuscript
details are inaccessible.

E-mail Templates for Manual Manuscript Transfer

To support the manual transfer functionality, a System E-Mail called Transfer Manuscript is
received will need to be made active for the site.
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The email tags that can be used for the email are:
e H#HTARGET JOURNAL## (the receiving journal)

e HHTARGET_JOURNAL_ADMIN_CONTACT_EMAIL## (the e-mail address of the Admin
Center Contact for the receiving journal)

e HHTARGET JOURNAL_ADMIN_CONTACT NAME## (the full name of the Admin Center
Contact for the receiving journal).

Additionally, there is an email template that may be configured to send a reminder if the
author does not respond to the transfer request within a configured time. It is located in Misc.
Event-Driven E-Mails and is named Request to transfer your manuscript.

Tip:  You may want to configure two emails, one to go to the receiving site’s admin as a
notification, and one to go to the Author letting him/her know about the transfer. It is a
good idea to notify the Author once the manuscript has been transferred and checked
in so the Author knows his/her manuscript’s status and the new manuscript ID.

TRANSFER BY DECISION

The Reject with Transfer decision type allows the sending journal to render the Reject with
Transfer decision and commit the transfer at the same time. This decision type will be recorded
as a hard reject decision where applicable in the application, and is available in any place a
traditional Reject decision can be made, including the Admin Checklist.

Selecting a Reject with Transfer decision allows the user to select the journal they’d like to
transfer the paper to. Rendering the decision automatically records both the Reject decision
and transfers the manuscript into the selected site. There is an option for the Author to
approve the transfer. The manuscript and associated metadata are transferred to the Author
or Admin on the new journal. An example transfer process is depicted below.

If configured, journals may also utilize the Transfer Choice for Authors functionality. This
allows journals to give the author a choice of multiple journals to choose from. In this case,
may select one of the offered transfer options or decline the transfer. Declining the transfer
renders the reject decision.

Making the Reject with Transfer Decision from the Admin Checklist
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The Admin can make the Reject with Transfer decision directly from the Admin Checklist. Do
not use this method if your site uses the optional feature for the Author to approve before a
transfer. (See below for details.)

» Reject and Transfer from the Admin Checklist

137. Access the Manuscript Details page for the manuscript to reject and transfer.

138. From the Admin Checklist you can click the Reject and Transfer button.

Admin Checklist

Il Was cover letter submitted?

I Are all author/institutions information included?

&) unsubmit Approve  [X] Reject (@ Reject and Transfer Save
139. Click the OK button to confirm.
140. In the Move To field, select a journal to transfer the manuscript to.

|~ Transfer Manuscript

Mowve To: |Select -
clientreviewb - Client Review B
salesreviewbooks - Sales Review Books
testc - TestC

@ Transfer Manuscript
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Making the Reject with Transfer Final Decision by the Editor

» Reject and Transfer as a Final Decision

141. Access the Manuscript Details page for the manuscript to reject and transfer.
142. Select the decision to Reject with Transfer.
143. Select the journal site you would like to transfer the manuscript to

a. Single journal option:

Make a Decision

o]

Accept

Accept for First Look
Minor Revision

Major Revision

Reject & Resubmit
Reject

Provisional Acceptance

Reject with Appeal

o Jke Bk Bk TEe BEEe TS S

Reject with Transfer

Transfer to: |Select a site

|clientreviewb - Client Review B
salesreviewbooks - Sales Review Books

testc - TestC ' l

Decision Commel

b. Transfer Choice for Authors option:
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Authors will be offered a choice of transfer to journals selected below:

(¢ Journal of Tomorrow - zzztmrw

Lizard Journal - zzzliz
L) Parrot Journal - zzzparrot
] Cow Journal - zzzcow

P

@ Save @ Commit Decision

eb of ScholarOne M ipts™ | Admin Guid
.
cnolarone Vlanuscripts min Guide
Science pts™ |
Group
EIC Decision ]
Make a Decision
EIC Decision
D Accept Make a Decision
| Minor Revision
N () Accept
() Major Revision
4 . () Minor Revision
) Revise for Language Editing
2 s () Major Revision
() Reject & Resubmit -
5 it () Revise for Language Editing
) Rej
: & () Reject & Resubmit
() Reject with option to Appeal
() Reject
® Reject and Transfe -
SpRcLanG: TraneTer () Reject with option to Appeal
Authors will be offered a choice of transfer to journals selected b| & Reject and Transfer
¥ Chicken Journal - zzzbjoc ¥ Eqg Journal - zzzeggs
¥" Journal of Temorrow - zzztmr & Chicken Journal - zzzbjoc
» Egg Journal - zzzegg
Dog Journal - zzzdog
| | CatJournal - zzzcat
| Journal of Yesterday - zzzyest
Decision Comments:
Decision Comments:
[ create Draft E-Mail Save
[ create Draft E-Mail
144. Click the Commit Decision button.

Author Approval Prior to Transfer

Many journals prefer to obtain author permission before transferring their manuscript prior to
actually transferring it. To support this process, an Approval step can be added. Once a Reject
with Transfer decision is rendered on the sending site, the submitting author will be able to
approve or reject the transfer request either from their Author Center or an e-mail.

TIP:  There are two “deep link” email tags titled ##APPROVAL_TRANSFER_AUTHOR## and
H#HREJECT_TRANSFER_AUTHOR## that, when clicked, will register the Author’s approval

or rejection of the transfer.

» Author Approval Prior to Transfer — Via E-Mail
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If configured, an e-mail template will display. This email will be sent to the
Author with links to the target journal, as well as links to directly accept or reject from
the email.

From:|

editorial@test.demo

To:|

tim.author@test.demo

co:|

Bec:|

Subject:|

[Decision on Manuscript 1D RED-13-0025

Body:

©@date to be populated upon sending@@

(Oear Or. Thomas:

Thank you for giving the editors the opportunity to review your manuscript {our reference number

RED-13-0025) which you submitted recently to the Journal.

(We are going to reject and transfer to SALESReview-OPEN if you approve. Here is the info for you

tc approve/decline:

Target Journal:
http://me-beta.manuscriptcentral.com/RECHopen

Attach a file

(@) Attacn

Select a manuscript file to attach: | No Files attached
Select a file... ']

Your manuscript number on this journal:

RED-13-0025
04 provides an good overview and approach to the and it of =l
to this e-mail: Files attached

File Name

Lgfl Save @Cance:

and Close Window

146.

Click Save to send.

From:
To:

Cc
Subject:

Baker, Gwen {IP&Science)
Cooney, Jane (IP&Sdence)

Decision on Manuscript ID red-10-1734

Sent: Thu8/1/2013 2:45 PM

Augustl, 2013
Dear Professor:

Thank you for giving the editors the opportunity to review your manuscript, at this time, we are going to reject and
transfer to red-OPEN if you approve. Here is the info for you to approve/decline:

Your manuscript number on this journal:
red-10-1734

Click a link below
Approve: http://mcheta.manuscriptcentral.com/cmajURL MASK=c43d08a37d474a0b3f3c6a101fedlbde

J» 1

Reject: http://mcheta.manuscriptcentral.com/ecmajURL MASK=706b010ebb554f1agh587cebbfe094a8

Editorial

Kind Regards,

Office

4]
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Note: If the author has a choice of journals, the email will contain a link which opens a page
offering the choices. The author does not need to log in, but can choose a journal or

reject the transfer from that screen.

147. The author clicks either the Approve or Reject links.

» Author Approval Prior to Transfer — Via the Author Center

148.
Author Center.

a. Single journal option: Click Approve or Reject.

The Author selects the Manuscripts Awaiting Approval to Transfer queue in the

Manuscripts Awaiting Approval to Transfer

1 [;Jm;uhmwlted and Manuscripts in Due on 20-May-2018
ra

ACTION ID TITLE
1 Revised Manuscripts in Draft
o WRK4-17-Jun-

Approve 0005

The deconstruction of the metaphysical protocomposite: a didactic
approach
View Submission

4 Submitted Manuscripts

© Reject

7 Manuscripts with Decisions

1 Manuscripts | Have Co-Authored

1 Manuscripts Awaiting >
Approval to Transfer

DATE APPROVAL REQUESTED

20-Mar-2018

b. Transfer Choice for Authors options: Click View Transfer Options and choose a

destination. Declining the transfer renders a reject decision.

Author Dashboard

1 Unsubmitted and Manuscripts in
Draft

Manuscripts Awaiting Approval to Transfer

Due on 07-Jul-2018

ACTION ID TITLE

2 Submitted Manuscripts
View Transfer
Options

WRK4-2009-11-0048 quick test for deletion after

View Submission

08-May-2018
1 Manuscripts with Decisions

8 Manuscripts | Have Co-Authored
2 Invited Manuscripts

1 Manuscripts Awaiting >

Approval to Transfer Select a Transfer Destination

Please review the transfer options below for your manuscript, Estrogen controls
PKC-dependent mechanical hyperalgesia through direct action on nociceptive
neurons , and select your desired choice.

Start New Submission

5 Most Recent E-mails

English Language Editing
Service

@® Sales Demo Workflow 0

© Sales Demo Workflow 1

© Sales Demo Workflow 4

) Decline offer for manuscript transfer
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Receipt of Transfer by Decision Manuscript

Once a manuscript is transferred into a receiving journal, it may be placed directly in the
Manuscripts Transferred In queue in the Administrator Center.

Unsubmitted Transferred Manuscripts

1 Manuscripts Transferred In

If the site receiving the transferred manuscript needs to await author approval, the admin will
see the manuscript in a queue awaiting author approval.

Transferred and Pre-Transferred Manuscripts with
Author

1 Manuscripts Awaiting Author Approval to Transfer
0 Transferred Manuscripts With Author

Note: If there are custom questions that need to be completed or additional files required on
the receiving site, the administrator must unsubmit the manuscript to return it to the
author.

In order to expedite processing of transferred manuscripts, journals have the ability to
configure their sites so that manuscripts can be automatically sent to the author on the
receiving site. The Transferred Unsubmitted Manuscripts queue houses these transferred
manuscripts in the Author Center.
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Author Dashboard

17 Unsubmitted and Manuscripts *

9 Submitted Manuscripts

19 Manuscripts with Decisions

Unsubmitted and Manuscripts in Draft

in Draft CONTINUE ID TITLE CREATED
2 Revised Manuscripts in Draft draft Estrogen confrols PKC-dependent mechanical hyperalgesia through 27-Feb-2014

direct action on nociceptive neurons
View Submission

DELETE

Delete

If the transferred paper is present in the Admin Center, and the Admin wishes to send it back

to the Author, clicking the
manuscript directly to the

Send Transferred Paper Back to Author button will move the
Transferred Unsubmitted Manuscripts in the Author Center.

|-/ Author-Supplied Data

Article Type:

Title:

Barriers to Uptake of Referral Services from Secondary Care to Tertiary Care

Manuscript ID:

Draft

Funding Information:

There are no funders to report for this submission

Submitting Author:

[Khanna v | @save & Khanna (proxy)

« primary affiliation
L.V.prasad eye institute
L.V.prasad eve institute, road no. 2, babjara hills hyderabad
500034
India

Does this manuscript require significant/additional copyediting for poor English?

Requires language

editing L Yes

@) Edit This Infc:rmation( Send Transferred Paper Back To Aut@ Save

[+] top

DISPLAY OF TRANSFER DETAILS ON BOTH THE SENDING AND RECEIVING SITES

When a manuscript is transferred from one journal to another, it is important that critical data

be displayed on both the sending and the receiving sites. Access to this data helps prevent

possible delay in the peer

review process and assists journal staff in data collection and

reporting. Information is displayed in the following areas:
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e Version History: The receiving site can view details about a transferred manuscript in
the Version History section on the Manuscript Details page. A link to the Review Details
of the transferred manuscript is also available (if configured) on the Audit Trail tab.

e Manuscript Notes: When a manuscript is transferred, the notes associated with the
manuscript prior to transfer are transferred to the receiving site.

e Person Details: When a manuscript is transferred, information about the transfer is
displayed in the History column of the Person Details pop-up screen.
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ADMIN TOOLS MENU FUNCTIONS
USER ADMINISTRATION
User Search

Simple User Search

Use the Simple Search function in the upper right corner to quickly search for users.

*+ Search

= Search

Manuscript ID QSearch
Manuscript Title

E-Mail Address

;( First or Last Name )
1

Adv. Manuscript Search

|

]
=
-~

Adv. User Search

=

» Use the Simple Search

149. Enter the name text in the box.
150. Select an appropriate option from the drop-down list.
151. Click the Search button.
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As the Journal Administrator, you have significant user search capabilities. User search can find
any system user including Authors, Reviewers, and Editors. The User Search link is in the
Admin Tools, User Administration area of your dashboard. The Quick Search page allows you
to search for a user based on their First Name, Last Name, User ID, and/or Email Address.

Advanced Search provides more search options for such as keywords and flags. You may use an
asterisk (*) as a wildcard in your search.

Admin Tools

a&? User Administration

Add User Account

Merge]
Broad|
Broad| First (Given) Name: | |
Extent Last {Family) Name: |_ |

usermp: [ |
E-Mail Address: |:

First (Given) Name: Middle Name: Last (Family) Name: Suffix:™
( Advanced Search ) ‘ H H H |
Degree: E-Mail Address: Comments User ID
\ | | | |
Institution: * Department: = ID #
\ | | | |
City State/Province Postal Code Country

@ hltp:.r‘.r‘urcid.urg/l

Person Designations:

All -
DO NOT USE

Editorial Board Member
Statistical Reviewer
Society Member -

Roles:

Where to Search:

All

ScholarOne University Training Sites -- Client Configuration
ScholarOne University Training Sites -- Configuration
ScholarCne University Training Sites -- Support Config Center
ScholarOne University Training Sites -- Support

» |ScholarOne University Training Sites -
ScholarOne University Training Workflow 1
ScholarOne University Training Workflow 4

® Do not consider account flag

[ = o F
= [
o= oF
[ = o=

* Multiple entries separated by commas are permitted
Search for people that have at least the following flags:
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» Use the Quick Search

152.
153.
154.
155.

Select User Search from the Admin Tools.
Enter the search criteria.
Click Search.

The system displays any user that matches the criteria.

» Use the Advanced Search

156.
157.
158.
159.
160.

Select User Search from the Admin Tools.

Click the Advanced Search link.

Enter the search criteria in any of the fields or combinations of fields.
Click Search.

The system displays any user that matches the criteria.

Search Results

Regardless of how you searched, the Search Results Screen displays any user who meets the
search criteria. For each user found, you will see the Name, User ID / E-Mail address and
Journals and Roles.
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SEE!I’C"'I » Click the "proxy” link under a user's name to proxy as that user.

Results ® Select the "Details" icon to view the user's account information. You can then send their username/password

information, view their information via the PubMed database, or send the user an e-mail.
& Select the "Edit” icon edit the user's account information and change their permissions.

Search Criteriz: First (Given) Name = "jana"

Mame User I / E-Mail Journals & Roles Details | Edit
janecooney [/ Last Modified: 19-Apr-2013

Cooney jane.cooney@thomsonreuters.com

Jane Dromy ScholarOne University Training Workdflow 1 [Last in: 22- @ E
mark for merge Apr-2013 10:21 AM]

Authar

send account info Reviewer

(& New search (8] Modify Search (M GoToMerge  [&) Export to CSV People 1-1 of 1

You can perform some basic functions from the results screen. Examples include:

e Click the Name link to create an email to the user.
e Click the Proxy link in the User ID/ E-Mail section to proxy in to the system as the user.

e C(Click the Send Account Info link to send the user their User ID and Password
information.

e Click Details to view more user details. You may re-send emails from the Details screen.
You may remove a person from the system in Details>Administration Options.

Administration Options:

Click here to send person login information.

Remaove this person (GDPR)

e Click Edit to update user account information.
e Click New Search to return to the search criteria screen and enter new criteria.

e Click Modify Search to return to the search criteria screen with you existing criteria pre-
filled.

e Go To Merge allows merging user accounts. This function will be described later in this
manual.

e Export to CSV exports search results to a file that can be accessed in spreadsheets and
other programs.
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One of the tasks of the Journal Administrator is to create user accounts. Adding a new user is a
process accessed from the Admin Tools section of the dashboard.

Adding User

Accounts

Tip:

accounts.

Always search for the user before adding a new user to avoid creating duplicate

Admin Tools

User Search

%‘&} User Administration

Add User Accoun

=

1erge Duplicate

Broadcast E-Mail:

Broadcast E-Mail!

Extended User S¢f

Name

| ] Special Characters

Prefix:

L —

Primary E-Mail Address: ‘

Primary E-Mail Address (again): ‘

Primary Cc E-Mail Address: ‘ |

Secondary E-Mail Address: ‘

Secondary E-Mail Address (again): ‘

Secondary Cc E-Mail Address: ‘

Primary Address

Secondary Address

Institution:

Country: | United States
State/Province:
Y —
Postal Code: I:l

v

Institution:

Country: | --- Select One --—-
State/Province:
N
Postal Code: l:l

ot e

,—%
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» Add User Account
In each of the following sections, complete the fields listed below.
161. Name (Required for Account Setup)

Enter name and email address information.

Name [it]) Special Characters
Prefix:

First (Given) Name: | |'eq

Middle Name: | |

Last (Family) Name: | |feq

Degree: | |

Primary E-Mail Address: | |'eq

Primary E-Mail Address (again): | |'eq

Primary Cc E-Mail Address: | |

Secondary E-Mail Address: |

|
Secondary E-Mail Address (again): | |
|

Secondary Cc E-Mail Address: |

162. Primary Address (Required for Account Setup)

Enter primary and (optional) secondary address information.

Primary Address Secondary Address

Institution: Institution:

Department: - Department:

address: Address:

Country: United States - Country: --- Select One --- -

State/Province: - Select One -—  ~ State/Province: - Select One — -

ciey: City:

Postal Code: Postal Code:

Phone: Phone:

Fax: D Fax:

163. User ID (Required for Account Setup)

The User ID defaults to the primary email address. An email with a temporary password
is sent to the user when you finish adding the account.
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User ID: req

Note: The temporary password allows users to log in and set their own password (they
can also change their User ID). Our best practice is to avoid sending permanent
passwords via email.

164. Keywords (Optional, may be required by your journal)

If your journal uses keywords to further define a user, add those keywords here.

Search on this list:
Case sensitive i Search

Adolescent Patient Care . req i Clear

Adult Patient Care

Radiograph i Clear
Radiology —_—

Molecular Biclogy ﬁ Add i Clear
Cell Biology i Clear
Stem Cell Research

Article

emails
html 2

If the list is hierarchical or allows for multiple selections, highlight a word (or multiple
words) and click the Add button.

If keywords are configured as a dropdown list, select from the list. If not, you may enter
keyword text.

165. Unavailable Dates and Email Exemptions (Optional)

You can enter dates that a user is not available for assignments or contact. You can
further designate what happens to any task-related email reminders during the user's
absence.

If you are planning on being unavailable for a period of time, enter the dates in the boxes below.

From: To:

@ Do not exempt this person from any task-related e-mail reminders

(7) Exempt this person from all task-related e-mail reminders

(7) Exempt this person from all task-related e-mail reminders for manuscripts on which this person is a reviewer

From: To:
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Enter unavailable dates in mm/dd/yyyy format or click to select from a calendar. Your
journal may also display a field for entering the reason for unavailability.

Next, select a radio button for email activity during the user's absence. The three
choices are:

e Any reminder emails will still sent by the system - default
e No reminder emails will be sent
e Only email reminders for the role of reviewer will not be sent

If choosing one of the two exemptions, you have the option to enter exemption start
and end dates that are different than the unavailable dates (e.g., start sending reviewer
reminder emails three days before the unavailable end date).

166. Person Designations (Optional)

Your journal may include this configured section. Person designations flag users as
specialized, e.g., Editorial Board Member, and may be useful when searching for
reviewers.

Select the person designations for this user:
Cio Mot Use (DNU) Editorial Board Member (EBM)

Statistical Reviewer (STAT) Society Member (SOM)

167. Comments (Optional)

Enter comments as appropriate. These comments are visible only to the Admin, Editor-
in-Chief, and Associate Editor roles.

168. Signature (Optional)

Users can enter a signature as part of their user profile. Your journal can then choose to
use that signature by entering a specific Signature e-mail tag in templates.
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169. Attach File(s) (Optional)
Attach files as needed by browsing to the file and clicking the Attach button.
Attachments can be managed from the right side of the section. The journal may have
specific requests or you may include documents you deem relevant such as a
Curriculum Vitae. This feature may not be configured on your site.
(Browse... | Files attached
@ Attach Mo files have been uploaded.
Note: Do not upload manuscripts in this area. Manuscripts are uploaded through the
Author Center’s Submit a New Manuscript function.
170. Roles & Permissions (Required for Account Setup)

In the final step, set user roles and permissions.

Note: The Admin may assign any role to a user except the Administrator role. This role

may only be added or modified by ScholarOne Customer Support.

Site Name lzmizzr Roles Permissions | Edit
Status

ScholarOne University Training Sites Active Default @
Member

ScholarOne University Training Active AU, REV, AE, EIC, ADM, PROD

‘Workflow 1 Member ST i

ScholarOne University Training Active AU, REV, AE, ADM, EIC, PROD

Workflow 4 Member Susoi i

For each of the sites listed, click the Edit button to edit the default roles and
permissions. The user Permissions & Roles dialog box displays.
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Member Status on ScholarOne University Training Worlkflow 1:  Active Member

Permissions on ScholarCne University Training Workflow 1:  Default -

Reviewer Status: Eligible Reviewer -

Reles. To grant a role to this user, check the checkbox to the left of the role name. To
remove a role fram this user, select an expiration date in the "Hard End Date" column.
COnce a role has been granted, it cannot be remowved. It must be expired. The "Soft End
Date" field can be used to remowve the ability to assign this user to new manuscripts, but
allow the user to complete existing assignments.

Role Start Date Soft End Date © Hard End Date ©
[7] Author E= B E=l
[V] reviewer = = Elr
Associate
Editor E:l. (£ E=E
Eelorin- = Er Bl
cator " Er . S

[a Save |E| Close Window

Edit roles and permissions by selecting choices from the configured dropdown lists and
using the checkboxes. You can give a user any combination of roles by selecting the
checkbox for multiple role names.

e Member Status on [Site Name]: Select from the drop-down list whether the person
is active, inactive or staff.

e Permissions on [Site Name]: Select Default or Admin permissions. Default should be
used for all roles other than the Admin role

e Reviewer Status: Indicate whether the user is eligible to review manuscripts, see
the Excluding Reviewers section for more details

e Role Checkbox: Select a checkbox to grant a role to a user

Note: Once a user has been assigned a role, you cannot deselect the checkbox next
to the role. See Inactivating User Roles for details.

Start Date: Enter the date the role will become active for the user
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e Soft End Date: A soft end date is used when a user will be ending a role but has
existing work to complete. For example, enter the date an Associate Editor will no
longer be accepting new assignments. The user will still have access to complete
existing assignments.

e Hard End Date: Enter the date the user will no longer have access to this role.
e C(lick the Save button at the bottom of the dialog box.

171. To save and create the account, click the Save button at the bottom of the Add
User screen.

Editing a User Account

You can edit a user's account to update or change any of the account information.

First, perform a user search in order to display their account. Click the Edit button on Search
Results to view account screens. Move through the editable pages and click Save when you
have completed your changes.

User may also edit their own account. See the Account Owner Modify Account section below.

Inactivating User Roles

Use the Soft End Date and Hard End Date fields to inactivate a user’s role. You cannot remove a
user role by deselecting the checkbox next to the role.

Role Start Date {gft End Date © Hard End Date © )

4 Author | | =4 || | B | | =5
¢ Reviewer | | || | = | | EH
O Eator | | B \_ | = | J=Ct
@ Eiorin | | | = | =
O Admin | | EH | | B | | =
@ production | EH | | =H | | EH
() save [E) Close Window

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of 12 | AClarivate Analytics company
: ScholarOne Manuscripts™ | Admin Guide Page 140

Science

Group

Instead, use the Start Date and Soft End Date and Hard End Date fields to inactivate the role by
calendar date. When a Soft End Date is entered for a role, the user will have the privileges of
that role only for papers they were already working on, but will not be able to be assigned any
new papers under that role. This function is particularly useful for editors who will be leaving
their role, but, need to complete work on manuscripts assigned during their tenure. When the
Hard End Date passes, the user will no longer have privileges for that role.

If a journal is using the feature to automatically assign the editorial staff member who worked
on a manuscript to later revisions, those revisions may be automatically assigned to them
during the period between the Soft End Date and Hard End Date, even though they would not
otherwise receive new assignments during that period.

Account Owner Edit Account

A useful feature is the user's ability to edit their own account. Please encourage your users to
use the Edit Account tab to update their contact information.

Gwen Baker = Instructions

—
E-Mail / Name

Address

User ID & Password

The Edit Account link displays on all Manuscript pages after log in. Users do not have access to
change roles & permissions. Otherwise, they can change all information including their User ID
(which they will want to do if their User ID is an old email address) and password. The User ID
does not have to be their email address.

Also, please remind users that they must click the Finish button in order for their changes to be
saved.

Excluding Reviewers

There are a variety of reasons why a journal may wish to have a reviewer in the system but to
exclude them from selection in the peer review process. You can designate a Reviewer as
"Excluded" on their User Permissions & Roles page.
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When you designate a Reviewer Status of Excluded:

e That reviewer can still to log in and access their Reviewer Center.
e Their name does not appear in a selection dropdown list of reviewers.

e |f an Editor or Admin tries to create an account for an excluded reviewer, they are
notified that this person already exists in the system and is not eligible to review the
manuscript.

Note: Reviewers marked as ‘excluded’ are not provided with any indication of this setting.

Account Badges

Account Badging functionality allows journals/publishers to create custom badges within the
system to assign to user accounts. Similar to account flags, these badges can mark users
accounts for any number of practical reasons. Badges serve as an intuitive visual indicator of
important account characteristics.

Badges may be set on the Edit User screen.

Badging

O ‘ Expert
O @ Good Reviewer

Badges may also be set in any location you can view or edit user account data. For example,
when viewing the author information for a manuscript.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of
Science
Group

12 | AClarivate Analytics company

ScholarOne Manuscripts™ | Admin Guide Page 142

EIC Assign AE

Manuscripts 1-2 of 2

Manuscript
D +

Manuscript Titl

Type

L. Submitting_Aut]

(Account Information rAU History rREV History

Author, Jane : Account Information

The Prevalence
MCU1- Potentially Pre
201507- Deaths in Acut
Q007-08 Hospital [ View|

/"" ion]

hor, J.

. ® Au
Origin
Articlektc—onta':ty

LRroxy

Full Name: Dr Jane Author
User ID: jane.author@fakeacct.com
ID #: 35166463

Primary 51U
affiliation: Training
Baston
Massachusetts
United States

Primary E-Mail jane.author@fakeacct.com
Address:

Person
Designations:

Roles: Author, Reviewer

External Links: Click here to view author information on PubMed.

Flag this
account:

Leawve this account unflagged

Secondary E-
Mail Address:

o= o
o= @
o= o
o= @
=

Badging ] “ Expert
0@

Good Reviewer

N/ TTWT

@ Save

Badges may be used by Associate Editor roles to search for reviewers in the Select Reviewers

task.

For Internal Use Only Person Attributes

Journals have the ability to designate a Person Attribute that is for internal use only. These
attributes allow a publication to pre-define the attribute and a list of designations they can use
to classify people. These attributes are invisible to Authors and Reviewers, but are visible to

other roles.

The Admin can add the attributes to a person’s account from the Edit User page.
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Reviewer Ranking

Search on this hst;
I [T case sensitive m Search

. IGreat Reviewer @ Clear
Late Reviewer
Poor Reviewer | [E] Clear
Do Not Use
@) add | [E] Clear
I @ Clear

In the example above, the Reviewer Ranking attribute has been created with the values listed
on the left. Click on a value then click the Add button.

The Person Attributes may be used by Editors to search for Reviewers. When selecting a
reviewer, the person attributed is available in the Advanced Search panel.
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[=] Advanced Search

Reviewer Account Information

‘B http://orcid.org/ |

Person Designations:

All

DO NOT USE

Editerial Board Member
Statistical Reviewer
Society Member

Salutation: First (Given) Name: Middle Name: Last (Family) Name:
| | |

Degree: E-Mail Address: Comments:

| | | |

Institution: Department:

| | |

City: State/Province: Postal Code: Country:

| | | |

QRCID iD

Roles: Where to Search:

All " ScholarOne University Training Sites "
ScholarOne University Trainin... -- Client Configuration ScholarOne University Training Workflow 1
ScholarOne University Trainin... -- &uthor ScholarOne University Training Workflow 4
ScholarOne University Traini -- Reviewer

ScholarOne University Trainin... -- Associate Editor i i

Exclude Institution™:

*Multy

rated by commas are permitted

Exclude Postal Code™:

Keywords: Specialties:

| | b pick [AnD ¥ | | | [anD v |
| | A pick [anD ¥ | | | [AnD v |
| @i o v] || | [ano v]
| | @ pick [anD ¥ | | | [AnD v |
| [ pick | |

Reviewer Activity Information

# Current Assignments Min: | | Max: | |

£ Assignments in Past 12 Months Min: | | Max: | |

£ Days Since Last Review Submitted Min: | | Max: | |

# Invitations Declined in Past 12 Months  Min: | | Max: | |

R-Score Min: | | Max: | |

Sort Order

Primary Sort: | Mame (Last, First)

¥ || Ascending ¥ |

Secondary Sort: | Mumber of Current Assignments

v || Descending ¥ |

Clear E Search
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In the example above, the Reviewer Ranking attribute displays in the Advanced Search panel.
Click the Pick button to select from the pre-defined values.

Results - New Search - Modify Search - Change Sort 1-2 of 2
Search Critaria: First (Given) or Last (Family) Name = "Christina”
Add
F_— fGrant
Name, Keywords, Institution, Roles
Role
@Porter, Christina. (slu-wfl Office) (ScholarOne)
ScholarOne, AC I
Roles: AU REV AE EIC ADM PROD null
@Po er, Christina.
Adolescent Patient Care |
ScholarOne, Training o
Roles: AU REV
[Q MNew Search @ Maodify Search Add
Export to CSV Results 1-2 of 2

The search results show all reviewers with that attribute value. Click the Person Details button
to view the attribute on the user’s account information.

e e o B R

Porter, Christina : Account Information

Full Mame: Dr. Chnstina Porter
User ID: cporterd
ID #: 44296143

Primary Scholardne
affiliation: Training
375 Greenbrier Dr.
Charlottesville
Virginia

Attributes

Keywords: | Adolescent Patient Care

( Specialties: | Great Reviewer, On time Reviews j

— ——_

On the Account Information Tab, the Person Attribute will be shown in the Attributes section.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of 12 | AClarivate Analytics company
: ScholarOne Manuscripts™ | Admin Guide Page 146

Science

Group

Merging Duplicate Users

Administrators should routinely check for duplicate user accounts. Duplicate accounts can
prevent user from logging in, from getting their password when using the Password Help
function, from locating a manuscript for review, and even from locating a manuscript that has
received a decision. Thus, it benefits the journal Administrator to keep these duplicates to a
minimum.

Multiple accounts can result from a user who has been entered into the system more than
once, from Editors adding Reviewers "on-the-fly", from authors adding coauthors, and from
users creating a second account. To correct such multiple accounts the solution is to merge
them.

Considerations when Merging Duplicate Users

Merging cannot be undone and should be done with caution. Before merging any account, it is
important that you first consider the following.

e Confirm that the two (or more) accounts are for the same person before merging. You
can generally do this by carefully examining the account details, but occasionally you
may need contact the user to confirm.

e Determine which account should be the primary account.

e Only select accounts for a single person at a time. When selecting accounts to merge, if
you see two accounts for John Smith and two accounts for Jane Smith, only select the
accounts for a single user and perform the merge. Return later to merge the accounts
for the second user. If you selected all 4 accounts, they would all merge, combining
information for both John Smith and Jane Smith in the same user account.

e What is merged?

o Historical manuscript data
o Correspondence
o Tasks to be completed.

e What is not merged?

Account information (address, password, etc.)
Keywords
Comments

o O O O

"Has pending reminders for"
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e Admins may not merge accounts for other Admins

If this confirmation window shows pending reminders, consider merging the accounts the
other way. If you merge away an account with pending reminders the system will send the
review reminder letters even after the user has submitted the review.

There are 2 ways to access the Merge Users page: from the user Search Results page and from
the Merge Duplicate Users link located in the Tools section of the Admin dashboard.
Instructions for each are detailed below.

Merge Users Method 1: User Search Results

If you notice duplicate user accounts when you have performed a user search, you can easily
merge duplicate accounts from User Search results.

» Merge User Accounts via Search Results

172. Check the box to mark for merge each duplicate account and click the Go to
Merge button.

Search results - New Search - Modify Search - Change Sort People 1-3 of 3

Search Criteria: Last {Family) Name = "cooney”

MName User ID / E-Mail / ORCID iD Journals & Roles Details | Edit
Last Modified: 19-Feb-2018 by Baker, Gwen {(Managing
Editor)
cooneyjane / . . .
Cooney, | jane.cooney@thomsonreuters.com ScholarOne University Training Workflow 1
Jane 2 Author @ @
= Reviewer
o : )
¥ mark for merge ) Associate Editor
Editor-in-Chief

send account info

Last Modified: 05-Sep-2014 by Gerber, Adrienne

(Support)
janecooney [ ScholarOne University Training Workflow 1 [Last in: 15-
Cooney, | jane.cooney@thomsonreuters.com May-2015 4:25 PM]
]aﬂ QLo Author
7] " Reviewer @ @
(._ mark for merge Associate Editor

- Editor-in-Chief
send account info

@ MNew Search E Modify Search (m Go To Merge ) [Q Export to C5V People 1-3 of 3
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173. The Merge Users page opens, with the selected accounts displayed in the Search
Results.

Merge To merge potential duplicate users, search for the duplicate accounts by using the predefined searches below or
search fields provided. From the search results designate the primary account and check the "Mark for Merge” box for
the accounts that you wish to merge into the primary account. You can only designate one primary account for each

Users

set of search results.

Duplicate User Search

' Search for users with inverted first and last names (Thomas Rose and Rose Thomas)
) Search for users with the same last name and first initial
1 Search for users with the same ORCID iD

(® Search for users with the same first and last name

) Perform the search below (use wildcards (*) where necessary):

First (Given) Name: | | User ID: | |

Last (Family) Name: | | E-Mail Address: | |

iC http://forcid.org/ | |

ScholarOne University Training Sites -
ScholarOne University Training Workflow 1
Where to Search |ScholarOne University Training Workflow 4

Search Criteria: Search for users with the same first and last name

Filter: P| Found in: |Select a filter... v £d

Names Primary Account Mark for Merge | Suffix User ID Pri
—
L4 » § -
@ Cooney, Jane - / -\l cooneyjane
¥ -
@ Cooney, Jane o jane.cooney@fake...

AR =1

174. Review the information to confirm that the accounts actually belong to the
same person. You may need to contact the account holder to verify and determine the
primary account. Remember to select only accounts for one user when merging.

175. Select one radio button to designate an account as Primary Account. The other
account information will merge into this one.
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176. Click the Merge button. (The Merge button can be found at both the top and

bottom of the Search Results, for your convenience.)

177. The system asks for confirmation before the merge is completed. A record of
the merge is written into the primary account's Comments field. Click the OK button.

From mc-beta.manuscriptcentral.com

This will merge 2 accounts into one Primary account. Are you sure?

178. When the merge is complete, you are returned to the search results. The
accounts you merged are removed from the results. You may continue merging users
from these results if desired.

Merge Users Method 2: Merge Duplicate Users Function

» Merge User Accounts via Merge Duplicate Users

179. Select Merge Duplicate Users from the User Administration area of the Admin
Tools dashboard.

%{? User Administration

User Search

Add User Account

C Merge Duplicate Users )

Broadcast E-Mails

Broadcast E-Mails History

Extended User Search Results

180. The Merge Users screen displays. Select the radio for the search option you'd
like to use. By clicking the radio button next to "Perform the search below," you can
search for a specific user.
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set of search results.

Merge To merge potential duplicate users, search for the duplicate accounts by using the predefined searches below or
search fields provided. From the search results designate the primary account and check the "Mark for Merge" box for
USEFS the accounts that you wish to merge into the primary account. You can only designate one primary account for each

Duplicate User Search

Search for users with the same last name and first initial
Search for users with the same ORCID iD
(®) Search for users with the same first and last name

Perform the search below (use wildcards (*) where necessary):

Search for users with inverted first and last names (Thomas Rose and Rose Thomas)

First (Given) Name: | | User 1D: |

Last (Family) Name: | | E-Mail Address: |

iC http://orcid.org/ |

ScholarOne University Training Sites
ScholarOne University Training Workflow 1
Where to Search |ScholarOne University Training Workflow 4

-

[E] Search

181. Click the Search button to display the results in the lower half of the page.
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Merge To merge potential duplicate users, search for the duplicate accounts by using the predefined searches below or

USETS search fields provided. From the search results designate the primary account and check the "Mark for Merge" box for

the accounts that you wish to merge into the primary account. You can only designate one primary account for each
set of search results.

Duplicate User Search

| Search for users with inverted first and last names {Thomas Rose and Rose Thomas)
) Search for users with the same last name and first initial
| Search for users with the same ORCID iD

® Search for users with the same first and last name

i Perform the search below {use wildcards (*) where necessary):

First {Given) Name: | | User ID: | |

Last (Family) Name: | | E-Mail Address: | |

iC http:/forcid.org/ | |
ScholarOne University Training Sites

ScholarOne University Training Workflow 1
Where to Search |ScholarOne University Training Workflow 4

-

[E] Search

Search Criteria: Search for users with the same first and last name

Filter: 2| Found in: |Select a filter... w o
MName

Primary Account Mark for Merge | Suffix User ID

- s - e - R
® Cooney, Jane .( (L] ) cooneyjane

® Cooney, Jane o [’ jane.cooney@fake. .
ol =l
182. The grid format allows you to review the information to confirm that the

accounts actually belong to the same person. You may need to contact the account
holder to verify and determine the primary account. Remember to select only accounts
for one user when merging. To make reviewing easier, you can set a filter and expand
the results to be full screen. You can also customize your columns of information.
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| Search Criteria: Search for users with the same first and last name
Filter: Lffoundin: Mame || ) (1] merge ‘ 2 ‘
Name pr Name i ferod [ suifx User ID Fr{ Expand this gnd to full screen
v Suffix = .
® o, e o e S —
Primary Email Address
Secondary E-Mail
Address
Primary CC E-Mail T
Search Criteria: Search for users with the same first and last name
® Cooney, Jane Addrese
Secondary CC E-Mail Filter: £ Fourdin: | Name v @ merge  |[ED
Address Name Primary Account | Mark for Merge | suffix +| userp pri
ResearcherlD — = . 5 N
ORCID D 8 ooy, e . 41 Sort Ascending
® . %] Sort Descendi e
Coaney, Jane Primary affiliation e 1o
Seconday ffiatin_~ (@ e 1)
s Secondary E-Mail Address
® courey, Jone ® r 3 Lok Primary CC E-Mail Address
Secondary CC E-Mail Address
ResearcherlD
ORCID iD
®mmev e & J— Primary affiliation
" Secondary affiliation
Account History
Journals and Roles
Account Flag
Edit User Account
® poe, oo, 7. ] John.q.doe@tast.de.

account information will merge into this one.
184. Click the Merge button.

185. The system asks for confirmation before the merge is completed. A record of
the merge is written into the primary account's Comments field. Click the OK button.

Message from webpage E
This will merge 2 accounts inte one Primary account. Are you sure?
ok || Cancel
186. When the merge is complete, you are returned to the search results. The

accounts you merged are removed from the results. You may continue merging users
from these results if desired.
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Broadcast Emails

The Broadcast Email feature allows the Journal Administrator to create and send an email
message, independent of tasks or documents, to a large group of users. For example, you could
use this feature to send a thank you to all reviewers at the end of the year.

All broadcast e-mails sent are captured in Broadcast E-Mails History.

» Create Broadcast E-Mail

187. The first step in sending a broadcast email is to create the e-mail template you
wish to send. Do this in the System E-mails > Misc. Event-Driven E-Mails section of
your E-mail Templates.

Refer to ScholarOne Manuscripts Email Template User Guide linked here for
instructions.

Note: When creating a new broadcast email, it is important to use the Person tag
(instead of the PRole tag) in the To: field. Also, be sure to mark the new
template as Active.

188. Select Broadcast E-Mails from the User Administration area of the Admin Tools
dashboard.

&{F User Administration

ser Search

Add User Account

Merge Duplicate Users

C Broadcast E-Mails )

Broadcast E-Mails History

Extended User Search Results

189. The Broadcast E-Mails page displays.
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BI’GE!dCE!St Enter the criteria with which you would like to search for recipients of the broadcast e-mail. Once you are finished
E-Mails entering criteria, click the "Schedule Search” button. You will receive an e-mail when the search results are ready.

Search for People to Add to the Broadcast E-Mail List

User Account Information

First (Given) Name Last (Family) Name
User ID E-Mail Address
Comments
Keywords:

@ rick anD -

@ rick anD -

@ rick anD -

) rick anD -

(] Pick

Filter Options

-
Every User who has an invited submission pending (5
Ewvery Author who has ever submitted

Ewvery Reviewer i

Search for people that have at least the following flags:

@ Do not consider account flag

— =
- =
E-Mail Template
E-Mail Template to Use Select... -
] schedule search
190. Run the user search. You may use a combination of any of the following

selection criteria to perform your search.

e User Account Information — Search for a specific user, or use Keywords associate
with the user account to select users

e Filter Options — use pre-defined filter criteria based on role and other criteria

191. Select the e-mail template you created for this broadcast email from the
dropdown list of selections.

192. Click Schedule Search.
193. The following page displays.
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Your search criteria have been submitted. On average, search rezults take 30 minutes to generate - yvou will receive an
e-mail when the results are awvailable.
You can also refresh this page to check for results.
[®) start a New Search
Depending on the size of the search, results may take up to 30 minutes to display. You
can click the refresh link on this page, or you may leave the Broadcast E-Mail feature to
perform other tasks. You will be notified by email when the search is completed.
At any time before the search results are available, you may cancel the search by
clicking the Start a New Search button. This action returns you to the main Broadcast E-
Mails page.
194. When the search is completed, the results display in sets of 10. Use the Results
dropdown list or the arrows to move through pages.
. Include
Mame User ID / E-Mail 0 E-Mail
aA A aa@local.org / sa@local.org
Abc, Jun jun@test.demo / jun@test.demo
Abel, Meredith meredith.abel@scholarone.demo / meredith.abel@scholarone.demo
&llegra, Carmen carmen.allegra@fake.email / carmen.allegra@fake. email
Author, &lan Author@test.demo / Author@test.demo
Author, Arlene arleneauthor@test.demo / arlenesuthor@test.demo
Author, Arlenec arlenecauthor@demo.test / arlenecauthor@demo.test
Author, Carla Carla / Carla@test.demo
Author, Chris chris@test.demo / chns@test.demo
Author, David davidauthor@demo.test / davidauthor@demo.test
B start a New Search (@ Send Test E-Ma@
195. By default, all users in the search results are selected. You may exclude users
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If the results do not include the expected users you may wish to abandon the search
results. Click the Start a New Search button. This action returns you to the main
Broadcast E-Mails page. Otherwise, search results remain available for 7 days. After 7
days, the main Broadcast E-Mails page re-displays.

196. Click the Send Test E-Mail button to send a test to yourself to verify the email.

197. Perform a final review of the broadcast e-mail sent to your email inbox. When
the test e-mail is sent, the Confirm E-Mail window displays.

Confirm E-Mail

You have indicated that you would like to send a broadcast e-mail to 114 users. If you are sure you would like to send this
e-mail, click the "Send E-Mail Now"™ button below. Once you have clicked the Send button, this email cannot be stopped.
Please note that it may take up to 24 hours for the emails to be sent. Thank you for your patience.

B start a Mew Search C Send E-Mail NOD

198. Click the Send E-Mail Now button to send the mail to all broadcast recipients.

Note: E-mails will be sent in batches of 200 at a time. If you are sending more than
200 emails, you will be prompted to send each batch.

Tip: Do not use the CC field when sending a Broadcast E-mail. The email address in the CC
field would receive a copy of each of the emails sent.

Broadcast E-mails History

Once the e-mails are scheduled for sending they are recorded in Broadcast History. View the
list of broadcast e-mails sent by clicking the Broadcast E-Mail History link in the User
Administration section of Admin Tools. A table lists the broadcast emails sent from your journal
site. You can click the view search criteria link. Clicking displays the details of the send and
gives you the opportunity to view the e-mail.
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TempII;te Mame E: P

E-Mail ID Sl # Failures Details
Date Sent Bee # Pendin
Time Sent From 9
To#PERSOM_EMAILEF
FFJOURMNAL_MNAME== Cr 14
Cooney, Jane .
20531 |35 npe0013 BCC: B 0 &)
2:3%9 PM From: ==USER_EMAIL==
C view search criterna 3

Using the Person Details Page

The Person Details page provides you with a summary of the user account information and role
information for a person.

» Viewing the Person Details Page

199. You can access a user’s Person Details page in several ways. Two common ways
are detailed below, however, any time you see the magnifying glass next to a person’s
name, you can click to access the Person Details page.

a. From the View Manuscripts page when performing any of the Admin Lists tasks
including assigning Editors and selecting Reviewers. Click the Details (magnifying
glass) button.

Admin Complete Checklist I Biindad Manuscripts 1-1 of 1
SIS Manuscnpt Title
ID + Date .
- Submitted W Status Take Action

FEENE - Submitting_Author
Type
;‘é:::';}_} Original Research Article in LE: Mot Assigned

Biology [ View Submission] EIC: Mot Assigned
0002-04A ADM: Mot Assigned

( oY 13-Mar-2018 | select... v

Original — }ﬁg,_ﬂally_(_cunlact] * Complete Checklist
Article ROy, (Due 12-Apr-2018)
Export to CSV Manuscripts 1-1 of 1

b. When performing a User Search, click the Details button in the search results.
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Search results - New Search - Modify Search - Change Sort People 1-3 of 3
Search Criteria: Last (Family) Mame = "King"
Name | User ID / E-Mail / ORCID iD Joumnals & Roles Details | Edit
) sking@test.demo / Last Modified: 27-Feb-2018
King, |sking@test.demo
Sally REOXY. ScholarOne University Training Workflow 1 [Last in: 13-Mar-2018 @
) mark for merge 10:36 AM]
Author
send account info Reviewer
@ New Search [ﬂ Modify Search |I| Go To Merge Export to CSV People 1-3 of 3
200. The Person Details popup allows you to view valuable user information.

Information will vary depending upon how you access the Person Details tab and what
roles the person has in the system. In the example below, you see the Account
information tab and two role history tabs, AU History and REV History.

@3/:0 ([ Account Information |}\u Histary (m;v History \

|—Killg. Sally : Account Information

Full Name: Dr. Sally King
User 1D sking@rest.demo
ID =: 58888

Primary affliation: Mortws CRIEIO) [ Accoune Informaion AU Hissary rREV History |

Cogpe |—King. Sally : Account Information ]
Siokog

12341
Steam Full Name: Dr. Sally King
g;!:; User ID: shing@testdemo | 83736 | Account Information | AU Histof_| REV History )
Unized D= ss3gsae rﬁm. Sally : Reviewer History Analysis I
Phane :
) o Primary sffiliation: Nertwest Colorado Be: The numbars below represent the count for S1UFWFL.
Primary E-Mail sking€ Cooperative Education
Address: Elllzmslg;g’\;| rret 0 Toml number of manuseripts assigned in the past 12 months
) ain St
Parsan Designations: Seasmboat Sorings 0 Toml number of manuscripts currently sssigned
Roles: Author gﬁfgdﬂ 0 Tatal number of reviews completed in the past 12 months
External Links: Click h United States 0 Totzl number of manuscripts zssigned but no review retumed
Flag this sccounts @ Ly Phone: 555-555-5553 0 Totzl number of open invitations [person has baen invicad, but has not respanded to the invitation)
op p"";ﬁir;‘! sking@test.demo N/A Date of last invitation
5 R Person Designations: 0 Number of times Agreed
I F Roles: Author, Reviewsr 0 Mumber of times Auto-Dedine
I F External Links: Click here ta view auth 0 Mumber of times Decline - Suggest Alrernate
. . 0 Mumber of times Declined
op Flag this account: g Leave this accour

0 Number of times Late Response
0 Mumber of times Mo Response
0 Number of times Unavailable
N/A Average wmaround time
N/A Average R-Score @

TTITTT

[
0
[
0
[Aﬂ:ilxm
| Manuscript History Statistics
For this Journal: Past 6 Months | past 12 months | past 18 months | show all 0-0of 0

Spaciz
e Menuscript 1D, Title, Type, Authors B )=y Histor
- T Ty Editer's Desisicn (Editar) M-Szzre v

Mo Manuserists Found

[mnmenls |—"“‘“"""“5 0-0 o 0

Keywordst Molecular siviogy, Aruce
Spedialties:
Baker, Gwen

201. Account Information Tab: The list below contains all the possible information
that will be displayed. Not all items will be displayed for all users. For example, if you
are viewing someone with only the Author role, you will not see a “Send a Reminder E-
Mail to this Reviewer” item.
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a. Account Information

o User information including name, user ID, primary email address, and
roles.

o Hyperlinked name will open an editable email addressed to that person.

o You may apply a flag to the user. Only available if configured for your
site and role.

o External Links section allows you to view author information in PubMed.

b. Attributes may vary by site and can be used to identify a user’s area of
expertise, member status, or other identifying information. This aids in
identifying appropriate reviewers for a manuscript. In the example below, a pink
asterisk indicates free-text keywords. No asterisk indicates keywords are
selected from a pre-defined list.

Key Words:

Please choose up to 5 | language processing, Stuttering, diffusion tensor, white matter fiber pathways, Motor
keywords from the list: | control

Specialty/Area of

Expertise: Diffusion Tensor Imaaging », Language =, Stuttering

c. Comments are used by the Admin and customer support at ScholarOne to make
notes on an account for items such as merging duplicate accounts.

d. Administration Options allow the Admin to send an email with a link to the
password reset process to the user or to delete the user account (if configured).
Do not delete an account if it is tied to any submission, as you will lose historic
data about that user on the submission.

e. Send a Reminder E-Mail to this Reviewer allows you to send an email directly to
the reviewer from their Person Details screen.

f. Correspondence contains a link which expands the correspondence history of
the user. You may resend email from here.

g. Password History contains a link which documents the password history.

202. Role History Tab: There will be one or multiple role history tabs, based on the
roles granted to the user. Each tab contains the following:

a. History Analysis by Role (including details) for the person.
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b. Manuscript History Statistics include recommendations and decisions by that

person for manuscripts.

c. Change reminder dates to Authors for submitting their revised paper.

Revision / Resubmission / First Look Update Reminders

MCU1-2013-04-0003

The amazing world of Education

MCU1-2013-05-0006.R1
Monday training

26-Jun-2013 [El= Reminder: ScholarOne University Training Workflow 1

29-Jun-2013 [Fl*| reminder: ScholarOne University Training Workflaw 1

d. Grant an Extension to a reviewer to allow more review time. Enter an extended
due date. You may also consider sending a manual reminder email.

Reviewer List
Order | Name Status | History Remaove
. Invited: 12-Mar-2018
Griffin, Carla mite Br
Agreed : 12-Mar-2018
@ gralgd Jusngtmn Regional Agreed _ Due Date: 11-Apr-2018 e
enter, >aence Review Last Saved: 12-Mar-2018
BIEEE Grant an Extension Time in Review: 3 Days.
- view full history edit reminders
Alternates
Grant an Extension:
Due date for Reviewers Score: [11-Apr-2018 E=Tk
Do
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SETUP TOOLS

Email Templates (link to Guide)

Email Templates are used to send pre-defined emails to users when certain actions occur.
These templates may be customized to your journal’s specific needs. Please see the
ScholarOne Manuscripts Email Template User Guide for details.

Configuration Settings

ScholarOne configures these settings for your site prior to going live. You have access to this
information, but we highly recommend that you do not change some of the settings. See
below for a table of the settings and our recommendations of whether you should change
them.

Admin Tools

%j:? User Administration

User Search
Add User Account

Merge Duplicate Users

Broadcast E-Mail .
froceasi tHals Configuration  This page allows you to make configuration changes to the following sress:
Broadeast E-Mails History,

Settings + Set Permission Defaults: Turn on and off the ability for new users to create accounts and set the
Extended User Search Results default permissions for new users entering the site in this area.
+ Set E-Mail Contacts: Set the e-mail contacts for the journal. These are used to create e-mail tags.
a{é Setup + Reviewer Rating: Turn on and off the reviewer rating feature.
+ Reviewer Blinding; Restrict what names the Reviewer can see.
Email Templates + Set default journal options: Set the default country selection for the journal.
Long-Standing_Papers Read More ...
Configuration Settings Legacy Instructions

Keyword Export ") Show Legacy Instructions on the Review Center (Dashboard & Score Sheet)

[¥] save

Legacy Instructions

[ show Legacy Instructions on the Author Center

(] save

Submission Type Descriptions

¥ Show Description Column

Type: Description (Maximum 450 characters)

Invited Review
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The Configuration Settings page allows you to view and edit key configuration values:

Feature Recommendation

Turn reviewer rating feature on or off Do not change without consulting ScholarOne

You will lose historical data if you turn off this

feature
Reviewer and Reviewer Center configuration OK to change
options
Set invited author invitation reminders OK to change
Set permissions defaults - the roles Do not change without consulting ScholarOne

automatically assigned to all users when their

Will limit users ability to access the system and
accounts are created. —

will affect historical data

Set email contacts OK to change

Setting Default Journal Options OK to change

» Activating/Deactivating Reviewer Rating

Reviewer rating allows Editors to rate the reviewers. We recommend that you do NOT change
this without consulting ScholarOne.

203. Select Configuration Settings from the Admin Tools.

Reviewer Rating

Rate Reviewers?

@ Save

204. Select or deselect this check box to turn the Reviewer Rating feature on or off.

205. Click Save.
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» Configuring Reviewers and the Review Center

206. Select Configuration Settings from the Admin Tools.

Reviewers and the Reviewer Center

The Reviewer can see the following people's names on the Details Tab in their Manuscript Details

[[] Mssociate Editor
[7] Editor-in-Chief

Reviewer Invitation Reminders

When a Reviewer has been invited to review, but has not responded to the invitation, you may send them up to two reminders.
Enter the number of days that should elapse from the time they are invited until the time the reminder is sent. The reminder

letters can be configured in the System E-Mails section - they are called "Reviewer Invitation Reminder 1" and "Reviewer
Invitation Reminder 2."

3 Reviewer Invitation Reminder 1

5 Reviewer Invitation Reminder 2

Overdue Reviewer Response

How many days after a reviewer has been invited is their response to the invitation considered "overdue"?

5 days

[a Save

207. Select the checkboxes if you wish the Reviewer to see the listed people’s names
on the Details Tab in their Manuscript Details. This is a blinding feature. Editor names

will only be displayed to the Reviewer in the Manuscript Details screens if they are
checked here.

208. You can send up to two invitation reminders to a reviewer. Enter the number of
days from invitation to reminder. To send no reminders, leave the fields blank.

Note: Be sure to set up Reviewer Invitation Reminders in the journal's System E-mail
templates.

2009. Overdue Reviewer Response — This setting indicates the number of days until a
reviewer response to invitation becomes overdue. This setting flags overdue reviewer

responses in red, in both the appropriate manuscript lists and in the header of the
manuscript.

210. Click the Save button.
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P Setting Invited Author Invitation Reminders

211. Select Configuration Settings from the Admin Tools.

Invited Authors

Author Invitation Reminders

When an author has been invited to submit but has not responded to the invitation, you may send up to two reminders. Enter the
number of days that should elapse from when the author is invited until the reminder is sent. The reminder letters, named "Author
Invitation Reminder 1" and "Author Invitation Reminder 2", can be configured in the "System E-Mails" selection area of the E-mail
Templates section.

3 Author Invitation Reminder 1

5 Author Invitation Reminder 2

Overdue Author Response

How many days after an author has been invited is their response to the invitation considered 'overdue'?

0 days

@ Save

212. If your journal has an invitation or MRW workflow, you can send up to two
invitation reminders to an invited author. Enter the number of days from invitation to
reminder. To send no reminders, leave the fields blank.

Note: Be sure to set up Author Invitation Reminders 1 and 2 in the journal's System E-
mail templates.

213. Click the Save button.

» Setting Permission Defaults

We recommend that you do NOT change this without consulting ScholarOne.

214. Select Configuration Settings from the Admin Tools.

Set Permission Defaults

Allow users to create accounts?

Authar
Reviewer

[a Save
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215. You can remove the ability for users to create their own accounts by deselecting

the Allow users to create accounts? checkbox.

216. Check the boxes corresponding to role names to assign permission defaults for
your system. Each new user will automatically be granted the permissions for the
checked roles. (We suggest author only or author and reviewer).

217. Click the Save button.

» Set E-mail Contacts

218. Select Configuration Settings from the Admin Tools.

Set E-Mail Contacts

Name of Admin Center Contact/Site Administrator: |W0rkﬂ0w 1 Admin Center ‘

E-Mail of Admin Center Contact/Site Administrator: |qa—mc@manuscriptcentral‘

Phone number of Admin Center Contact/Site Administrator: |Default Phone ‘

Fax number of Admin Center Contact/Site Administrator: |Defau|t Fax ‘

Name of EIC Contact: |W0rkﬂ0w 1 EIC Contact |

* E-Mail of EIC Contact: |qa—mc@manuscriptcentral|

* Multiple e-mails separated by comma (,) are allowed here, but replies will be sent only to the first address listed
Be mindful of pasting special characters into the e-mail fields as it may cause e-mails to fail

Lorem ipsum dolor sit amet, consectetur...

Journal Description:

E-Mail address to use for users who don't have e-mail addresses: |qa—mc@manuscriptcentral‘

E-Mail address to send errors to: |manuscr|'ptcentra|@manus

Save

219. This section allows you to configure the names and contact information for the
Journal Administrator and the Editor in Chief. Fields using email tags for these people
will populate with this information. ScholarOne uses this information to contact the
journal.

220. Enter a default email address to use for users who do not have an email address
listed in their account. Typically, these emails will go to the Journal Admin. Be sure to
check this email box often for emails. This feature alerts you to user accounts that no
longer have a valid email address.

221. Enter a description of your journal if needed.
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222. Enter an E-Mail address to send errors to. Typically, these emails will go to the
Journal Admin.
223. Click the Save button.

» Setting Default Journal Options
Default Journal Options are used as part of the export information for accepted papers.

224. Select Configuration Settings from the Admin Tools.

Set default journal options

Default Country: United States -

Print ISSN:

Digital ISSN: N

Journal abbreviation: 51U

@ Save

225. You can set a number of defaults including country, print and digital ISSNs, and
your journal name abbreviation. This information becomes part of the manifest that is

sent out when exporting files for publication.

226. Click the Save button.

» Ringgold Alerts

This option allows journals to deactivate alerts by unchecking the box.

Ringgold Alerts

[# Activate alert to indicate accounts not connect to Ringgold? (Recommended)

E] Save

Exporting Keywords Lists

The keyword export feature allows you to export your journal's list of attributes/keywords as a
CSV (comma separated values) file. The list will show all keywords, whether active or inactive.
This may be particularly useful for a journal with no pre-defined list of keywords, allowing users

to enter any keywords in a text box.
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Tip:  Alternately, you can use Cognos reports to create a report that includes the keyword list

as well as additional information such as the percentage of manuscripts submitted that

have selected specific keywords from the pre-defined list or which authors and
reviewers have certain keywords.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



Web of

Science ScholarOne Manuscripts™ | Admin Guide

Group
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227. Select Keyword Export from the Admin Tools.
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Admin Tools

g‘;{? User Administration

User Search
Add User Account

Merge Duplicate Users

Broadcast E-Mails

Broadcast E-Mails History

£ Setup

Email Templates

Long-Standing_Papers

Extended User Search Resul

Keyword/Attribute Export

(® Export all system: | File Designation ¥
() Export: | File Designation ¥ | entered by users between:

@Go

Previous Exports

Configuration Settings Export Type Performed By Download
Keyword Export Jane Cooney
C _) All Keywords 26-Apr-2013 @
All File Designation ;111?3;3?; @
228. Choose what you want to export by selecting one of two radio buttons:

e Export all system: choose from the dropdown list. — Select Keywords.

e Export [choose from dropdown list] entered by users between: select From: and To:
calendar dates. — Select Keywords and enter the date range.

229. Click the Go button. You are prompted to save the file to your local drive. You
can then open the file in Excel.

@ export[2].csv
A

40703845 Animal

0o |~ e (L B w M

B

41904633 Adolescent Patient Care
41904632 Adult Patient Care

41904622 Radiograph
41904610 Radiology
41904599 Molecular Biology
41904583 Cell Biology
41904572 Stem Cell Research

o o o o o o o 0
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The export includes:
e A: Keyword’s unique identifier
e B: Keyword

e C: The Keyword’s parent identifier in a multi-tiered hierarchical list. For
alphabetical lists, and top tier entries in a hierarchical list, this number will be 0.

230. Performing an export will refresh the page and add the export to the Previous
Exports table. This table lists the type of export performed, who performed the export,
when it was performed, and the option to download the file produced.

Tip:  For best results, sort the downloaded spreadsheet by the first column for a hierarchical
list and the second column for a flat alphabetical listing.
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ADDITIONAL ADMINISTRATIVE FUNCTIONS

CONFIGURING CONTEXTUAL INSTRUCTIONS
Contextual instructions appear near each field in the Submission process and are denoted by a

guestion mark icon. These instructions provide information about the associated field. These
instructions may be customized by the journal administrator.

» Configuring Contextual Instruction for the Author Dashboard

231. Select the Configure Instructions link at the bottom of a page.
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& Admin: configure instructions | &3 Support: edit files |

232. The Instructions dialog box opens. Here you can add, instructions, files and links
and YouTube videos for your Dashboard Queues.
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Edit Status Queue Instructions

<em> <img> (img can use src, height, width, and alt) <li> <ol> <p> <strong> <ul>

Tips: Close tags where appropriate (e g. <strong=Bold</strong=). Be sure to use double quotes (") on all tags.

Select Author Dashboard Page to Edit
Start New Submission v

@& Preview

Upload & Link to Files

I Select File X.Upload File

Use the drop down to pick the status queue to view and edit its instructions. The following HTML tags are allowed: <a> <b> <blockquote> <br> <cite=

£ Close Window Save Changes Save & Close Window>

0 OUT OF 800 CHARACTERS

233. Dashboard Queues are the different the types of submission and author may

need to submit or view.

Select Author Dashboard Page to Edit

Start New Submission v

Start New Submission
5 Most Recent E-mails
Queues
Invited Manuscripts

Manuscripts Awaiting Resubmission
Manuscripts Awaiting Revision
Manuscripts | Have Co-Authored
Manuscripts in Appeal

Manuscripts with Decisions
Resubmitted Manuscripts in Draft
Revised Manuscripts in Draft
Submitted Manuscripts

Transferred Unsubmitted Manuscripts
Unsubmitted and Manuscripts in Draft

Withdrawn Manuscripts

234. For security and usability reasons, the following HTML tags are allowed:

a. <a> (Creates hyperlinks)

b. <b>and <strong> (Bolding)

c. <blockgoute>

d. <p>and <br> (Paragraphs and breaks)

e. <cite> and <em> (Creates emphasis)
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f. <img> and <src> (Images and their source)

g. <ol>, <ul>, <li> (Lists)

Note: Close tags to ensure instructions render correctly (e.g. <strong>text</strong>).

» Configuring Contextual Instruction for the Author Submission pages

235. Open the Author Center and click the link Begin Submission.

236. Each field will contain a question mark icon with the word Edit next to it. (Note:
The Edit function is only visible to Administrators).

* Type: @ Edit

237. Click the Edit link. The Edit Tooltip Text dialog box opens.

Edit Tooltip Text

Ste p l . Title:

Content:

Select a manuscript type. The

#* T}fPEZ © Edit type _}fou .select may determine
required information for your

submission. P
CHOICE TYP
Learn More:
O] Invil | hitp://www journalwebsite.com
O Bog Cancel
[ ori
238. Enter a title, the content of the contextual help, and in Learn More, you may put

a link to an external web site for further information.

239. Click the Save button.
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240. Click the question mark icon to view the completed instructions.

Submission Type

Enter the type of your

* Type: @  submission. For detailed
descriptions of the types, please
click the link below.

CHOICE Learn More &

Note: The question mark icon will only display to users if instructions have been configured.
The question mark icon and help link will always display to administrators.

CONFIGURING JOURNAL-SPECIFIC INSTRUCTIONS FOR USERS

Instructions & Forms
As the journal administrator, you may have been granted the permissions to customize all page

instructions. This is particularly helpful for ensuring that your journal’s processes are followed
for every role.

» Configuring Instructions

241. Select the Configure Instructions link at the bottom of a page.
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242. The Instructions dialog box opens. Here you can add, edit or delete the brief and
full instructions and insert links to files.

Instructions

‘ Instructions

Preview

Brief Instructions:

Welcome to the Client Training Workflow Zero site. To begin working please dick the appropriate center link below. You can return to this screen to

change centers, when necessary, by clicking the *Main Menu’ link at the top left hand corner of the page.

Full Instructions:

Edit Instructions

Brief Instructions:

\Welcome to the <i»<b>Client Training Workflow Zero</b></font></i>

Isite. To begin working please dlick the appropriate center link below. You

can return to this screen to change centers, when necessary, by dicking

the “Main Menu’ link at the top left hand corner of the page.

Full Instructions:

Files Uploaded

No files uploaded
Browse... | [f] upload
[ save [E] Close window
243. The Preview section displays the instructions as they currently appear on the

page. This section will update with any changes you make after you click the Save

button at the bottom of the screen.

244. Enter instruction text in Edit Instructions section.

Tips:

You may copy and paste from a basic text editor, such as Notepad. Do not copy and

paste from Word.

You may use HTML to format your text. Please test HTML formatting on mc-impl before

applying to your live site. See the Formatting Tips section below.

245.

e Brief Instructions display at the top of the page. We typically recommend this be no

more than 3 or 4 lines.

e Full Instructions will display by a clicking a link at the end of the brief instructions.

Use this section for more detailed information.

To include a link to a file, first upload the file to the system by clicking Browse.

Locate and double-click the file, then click Upload. The page refreshes to show the file

has successfully uploaded to the site.
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Files Uploaded

* 51M Author Guide GB.docx

W R Rl <A HREF="/societyimages/slu-wfl/S1M Author Guide GB.docx"
new">=51M Author Guide GB.docx</a=
Uploaded on 02-May-2013 - [delste]

246. Now create a link to the uploaded file by copying the full HTML “A HREF” tag
and pasting it where you want the link to go in either the Brief Instructions or Full
Instructions.

247. Click the Save button.

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



12 | AClarivate Analytics company

Web of _ o
ScholarOne Manuscripts™ | Admin Guide Page 176

Science
Group

Formatting Tips

We strongly recommend that you use formatting sparingly and with purpose when creating
instructions.

You may use HTML to format the text of your instructions. It is best practice to use formatting
and color sparingly. Too much makes your text difficult to read and loses impact. See some
examples below.

Example 1: Poor Formatting

Be sure to read all instructions completely!

* To enter your manuscript attributes/keywords, you may do it in two different ways:
search the journal's list of keywords, by typing in a term and clicking "Search” or select
yvour keywords from the list (Control-Click to select multiple words), and click "Add”.
When you are finished, click “Save and Continue.” Please only enter serious keywords for
scholarly work Read More ...

In this example:

e Everything is bold which means that no additional emphasis is added to any
particular text through the bold format

e Thereis only one bullet with multiple instructions under it. Use bullets to
distinguish like items.

e Blue is used for the heading as well as the first part of the bullet. These two things
have different purposes so they should not have the same formatting.

e Red color was used for “Save and Continue”, but red should be reserved for
warnings.
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Example 2: Improved Formatting

Be sure to read all instructions completely!

To enter your manuscript attributesf keywords, you may do it in two different ways:
#« Search the journal's list of keywords, by typing in a term and clicking Search, or

® Select yvour keywords from the list (Control-Click to select multiple words), and click Add.

When vou are finished, click Sawve and Continue.

Please only enter serious keywords for scholarly work. Fead More ...

e Blue is now used only for the heading, to call the reader’s attention to the
instructions.

e Bold is only used to highlight certain parts of the instructional text.

e Using bold to highlight the button names (Search, Add, Save and Continue) allows us
to remove the quotation marks, providing a cleaner look.

e Save and Continue is no longer red, as it is not a warning.

Basic HTML Codes for Formatting

To format text in HTML, you must put a code before and after the text. Examples are
below

Formatting ‘ Start Code End Code
Bold <b> </b>
Italic <i> </i>
Bullet <li> </li>
Color <font color=blue> </font>
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Note: you may change the color name to
another color such as red or green.

Paragraph <p> </p>

Line Break <br>

ABOUT ATTRIBUTES (KEYWORDS)

Attributes (keywords), are characteristics associated with a user or a submission. Combination
attributes are characteristics used to describe both. File designations are also a type of
attribute.

Keywords may be a pre-defined list of keywords specific to your journal to allow it to be
specific to your field of study or industry. It may only be changed by ScholarOne. Keywords
may also be a free-text field depending on journal configuration.

User Attributes

User attributes are selected by the user when creating or modifying their account. You may
have multiple user attributes as shown in the example below.
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Add User
MName
prefix: |Dr. v
First (Given) Name: | |riq
Middle Name: | |
Last (Family) Name: | |riq
Degree: | |
Primary E-Mail Address: | |ri‘q
il Address (again): req I
!_,_,_——'—____'«_._k\‘k_ m
User ID T~ T~
User ID: | | r=q
I’I{evwords \
Search on this list:
| | I case sensitive (&) search
Memory -
Midbrain = | | B clear
Melecular Biology | | [X] clear
Adolescent Patient Care | | [X] Clear
Article
html Eadd | | ) Clear
paper
proof
proxy
Radiograph -
o

Examples of the attributes used to describe a person:
e Areas of expertise
e Specialties
e Membership status
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Submission Attributes

Submission attributes or keywords are selected when submitting the manuscript and describe
the content of the manuscript.

¥ Step 1: Type, Title, & Abstract ~
* Keywords @ Edit

* = Required Fields

Step 2: File Upload

Gtep 3: Attributes ) > + Add
. - Hide Full List
Step 4: Authors & Institutions
Memory
Midbrain

Step b: Reviewers & Editors )
iMolecular Biology

Adolescent Patient Care
Article
htmi

\ naner /

4+ Add from List

Step 6 Details & Comments

Step 7: Review & Submit

Examples of the attributes of a manuscript submission:
e Subject categories
e Keywords

e (lassifications

Combination Attributes

Use combination attributes when you are trying to match submissions to users. This requires
that the keyword list for people added to the system and for document submission be the
same.
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+ Step 1: Type, Title, & Absiract
Step 2: File Upload
:
Step 4: Authors & Institutions
Step 5. Reviewers & Editors

Step 6: Details

. Review & Submit

* = Required Fields

* Keywords @ Edit

- Hide Full List

Memory

af Midbrain
Molecular Biology
Adolescent Patient Care
Article
html

\ naner J

+ Add from List

+ Add

1
Search on this list: /
P case sensitive [5J Searcn
=

Memory & - req @Clear
Midbrain

Molecular Biology [X] Clear
Adaolescent Patient Care @ Clear
Article

htmi Add @ Clear
paper

proof

proxy

Radiograph -

Auto-Suggest feature

This feature uses the combination attribute in finding matches. It matches the attribute on the
manuscript information with the corresponding attribute on the within user accounts. The

most common search type is for reviewer selection and assignment.

File Designations

Manuscripts are composed of file and their file designations, which are another kind of
attribute. File designations describes the content of a file included in the submission. File
designations are used to determine what is included or excluded in the PDF proof used for peer

review.

Common file designations include those seen here:
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File Designation: | Select: -

Main Document

Image

Figure

Table

Supplementary File for review
Copyright Form

Cowver Page

GRANTING EXTENSIONS TO AUTHORS

Depending on how your site is configured, the ability to grant an extension to the author for a
revision is usually an Admin task, but can also be configured that the role that made the final
decision can also grant an extension.

Granting extensions is useful to prevent authors from submitting a revision as a new
submission. When the due date has passed, the link to create the revision/resubmission goes
away in the Author Center, leaving only the option to submit a new submission. Extending the
due date allow the submission of the revision on the original manuscript, preserving the
connection between versions and maintaining the integrity of your statistics.

|-/ Peer Review Milestones

Date Submitted: | |17-5ep-2017

Admin: | Baker, Gwen AU REV AE EIC ADM PROD CONFIG Date to Admin: | 17-Sep-2014

Associate Editor: | Baker, Gwen AU REV AE EIC ADM PROD CONFIG Date to Associate Editor: | 24-Jun-2015

Immediate Major Revision {ZD—Mar—ZUISJ(Due on: | 18-Apr-2018 )

Save

» Grant Extension to an Author

248. If configured, the Due On field will appear in the Peer Review Milestones section
of Manuscript Details. (If a revision is in progress, the Due On field will appear on the
latest manuscript version’s Manuscript Details page.)

249. Select a new due date from the drop-down list.

250. Click the Save button.
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Plagiarism checking is accomplished by a third-party provider, but is fully integrated within
ScholarOne Manuscripts. Prior to configuring plagiarism checking within a journal site, clients

must establish an account with the CrossRef and iThenticate services.

More information about signing up for CrossRef and iThenticate can be found at

http://www.crossref.org/crosscheck.html.

» Using iThenticate Plagiarism Checking

251. Access the iThenticate feature on the Manuscript Information tab.
|-/ Plagiarism Check - iThenticate User Guide
'c os Selec_t the file for
cgommeb’ﬁmm ?I[-IhbeaniscsEllig E:u |Selec:t... -
[ submit
252. Select the file to submit for submission to iThenticate from the drop-down list
then click the Submit button.
253. You will receive a message stating that the file was submitted. When complete,

select the link to View the Originality Report.

254, The Report displays.
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ORCID INTEGRATION

Open Researcher and Contributor ID (ORCID) is a non-profit organization dedicated to solving
the name ambiguity problem in scholarly communication by creating a central registry of
unique identifiers for individual researchers and an open, transparent linking mechanism
between ORCID and other current author identifier schemes. To learn more about ORCID,
please visit https://orcid.org/content/initiative. Journals or publishers must have their member
credentials established with ORCID before integrating with ScholarOne Manuscripts.

If your site is configured to collect ORCID iDs, authors will be able to create or link to an existing
ORCID iD during the account creation and submission processes.

& Open Researcher and Contributor ID (ORCID) is a non-profit organization dedicated to solving the long-standing name
ambiguity problem in scholarly communication by creating a central registry of unique identifiers for individual researchers and an
open, transparent linking mechanism between ORCID and other current author identifier schemes. To learn more about ORCID,
please visit hitp:/forcid.org/content/initiative

To register for a new ORCID iD, click here.

To associate this account with your existing ORCID ID, click here.

Authors, co-authors, reviewers, and other users may be prompted to link an ORCID iD to their
account via an email. Admins can create an email template using the
H#HPERSON_ORCID_UPDATE## email tag. The email will contain a link to a dedicated page to
update the ORCID iD. They will not be required to log in.

* Open Researcher and Contributor ID (ORCID) is a non-profit organization dedicated to solving the long-standing name
ambiguity problem in scholarly communication by creating a central registry of unique identifiers for individual researchers and
an open, transparent Linking mechanism between ORCID and ather current authar identifier schemes. Ta learn mare about
ORCID, please visit http:/ forcid.org/content/initiative

% Toregister for a new ORCID D, click here
¢ To associate this account with your existing ORCID ID, click hare,

Mot Christopher Held?
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COPYRIGHT CLEARANCE CENTER RIGHTSLINK® FOR OPEN ACCESS INTEGRATION

As a stand-alone feature, or in combination with the RightsLink integration for collecting Article
Processing Charges, journals have the ability to collect the publication model as a document
property. Journals have a standard, Article Type-driven option for determining the publication
path for a submission. Once submitted, the document property can support downstream
workflows within ScholarOne Manuscripts and will provide a common interface for maintaining
your internal or partner system workflows.

For journals or article types strictly published under the Open Access Model (pure OA), a
checkbox allowing the Authors to acknowledge the article’s publication under Open Access will
appear.

# Step 1: Type, Title, & Abstract . o
* Confirm Open Access Publishing

+ Step 2 File Upload

Required OA
¥ Step 3 Aftributes

+ Step 4° Authors & Institutions Estimate Open Access Fees (F

¥ Step 5: Reviewers * i/ | agree to Open Access publication of this submission.

+ Step 6: Details & Comments

Step 7: Review & Submit >

£ Previous Step Save

For journals or article types that allow the Author to choose whether they wish to publish
under the Open Access Model (hybrid), the Author can indicate their choice prior to submitting
the manuscript.

e Publishing Preference

¥ Step 1- Type, Title, & Abstract If you require this publication to be Open Access please click below.

¥ Step 2: File Upload *  Estimate Open Access Fees &

+ Step 3: Aftributes
P * Publish this submission as:

+ Step 4: Authors & Institutions © Open Access

+ Step 5° Reviewers @® Traditional

+ Step & Details & Comments

Step 7: Review & Submit >

< Previous Step Save

For journals with a blend of publication models (hybrid, pure OA, or none), the ability to
configure the Author Workflow by Article Type is available. In addition, the instructional text
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and labels for the required Open Access and author choice models are customizable to your
journal’s specifications.

In collaboration with Copyright Clearance Center, ScholarOne Manuscripts now integrates with
the RightsLink® for Open Access workflow to support the unification of complex editorial and
Open Access payment model workflows. There are two primary and highly configurable
integration points available within the ScholarOne Manuscripts workflow. In both the author
estimate and payment integration cases, ScholarOne Manuscripts provides RightsLink® for
Open Access with the configurable sourced article metadata needed to drive complex payment
models.

Pre-submission: The Author submission workflow provides the ability to view an estimate of
post-acceptance charges prior to submitting their paper for peer review.

v View HTML Proof v View PDF Proof View MedLine Proof
£ Copyright i - @ 2
Wg e RightsLink™ for Open Access | | s

+ Publishing Preference
View Author Charges

Publisher-created OPTIONAL Open Access text
floating-point network developer bus interface or Title Of The Article

engineered transaction design.Signal scan wave 3 g FPublication: Publisher:
e Publication ID: Author:
coordinated development LED ethernet pulse ve el Do oReIo® ID:
P e B . Manuscript 1D; Institution:
phase deviation backbone partitioned for inertia. Jusimies i

==

* Estimate Open Access Fees
\ CHARGES ESTIMATE Selectcumency:  USD -

* F o i .
Publish this submission as: 7
Welcome. Interrogatum Publishing has partnered with Copyright Clearance Center's RightsLink senice to offer a comemient way to pay your author charges. The charges associated with
publishing your manuscript are listed balow

@ Open Access

@ Standard V| A Open Access charge: e 5.000.00 USD To lnam mars about CC-BY and CC-BYNC lcenses, cick hem

Open Accass change

Open Access Platinum v 5,000.00 USD
o Page charge: o 600,00 USD
<€ Previous Step
id Color charge: =i 400,00 USD
TOTAL: 6,000.00 USD"  ‘isw detaits
* Dot ot mnchude VAT TaxVAT i applied in e Payment Options step duning checkoul

Select Apply Discoaints to anter
author dscounts malable 1o you
To compiste your transaction. pn

any aaher inforveston needed 10 snswe your piong refects al These are your estimated charges. Upan acceptance, you wil be
hen discounts ane appaed. thay are raflected in your charges astimats above prompted (o retum here to pay any final charges doe

d to Payment Optlons
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Post-acceptance: Using a workflow task in ScholarOne Manuscripts, journals have highly
flexible options for initiating the payment workflow in RightsLink and proficiently maintaining,
tracking and collecting Article Processing Charges and other publication fees.

£ Copyright . . ® 2 fa
Wg Gernee  RightsLink Sanin | Help | Lhechat
ACTION STATUS 1D Center fanin | Help | L chal
. Pay Author Charges
Submit Paymer ﬁu
EIC 1- Barrett A crarces esTifie PAYMENT OPTIONS ORDER REVIEW CONFIRMATION
ADM 1: Stafford, Shane e Title
pfllication: Interrogatum Journal Publisher: Interrogatum Publishing
Pyllication ID: Author: Shane Stafford
. D ORCID® ID: 1134-5678-9012-3456
= Immediate Accept (13-Apr-2016) mffuscript : CYTH-2016-0016 Institution: Thomson Reuters
D3 13-Apr-2016 Institution ID:
« Awaiting Payment
CHARGES ESTINIRTE Selectcurrency:  USD ~
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Journal administrators and production staff have the ability to track the payment status and
details across the ScholarOne Manuscripts and RightsLink applications.
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In addition, journal administrators and production staff have several tools for tracking payment
information and maintaining the editorial and payment workflows from within ScholarOne
Manuscripts. Journal administrators and production staff have the:

e Ability to link to the RightsLink application for additional payment details

e Ability to complete the payment task, advancing the ScholarOne Manuscripts workflow
without impacting or closing the payment collection workflow in the RightsLink
application

e Ability to send a meta-data update to support article changes after the payment
workflow is initiated in the RightsLink application

lﬁ;é::m nghtsLmk@ - "‘ n

Pay Author Charges

CHARGES ESTIMATE

Title Title

Publication
Publication ID:

PuBlisner:

[E-Cummerce System TasH

Insttution:
Institution ID:

nanuscnpt 0:
Date:

G © CYTH-2016-0013 Submitted: 05-Apr-2014
ﬁ * Title
+ Stafford, Shane (contact)

* 0AO - Required o w c or  commeniont way 18 poy
* Immediate Accept (05-Apr-2016) e R
Open Acoss charga

Opon Access Platam 5.000.00 USD
v Page charge: s 600.00 USD
¥ Color charge: o 400.00 USD

TOTAL:

Audit Trail r Manuscript Information |

[&3]HTML (&) PDF 4] Supplementary Files (B Original Fil

E-Commerce System Task (curreni ith Author)

The payment collection process |

rrently open in RightsLink.

f Manuscript Files

view payment information

ypass 1as) ease Mote this will close the payment task in ScholarOne Manuscripts only. ScholarOne Manuscripts will
continue tracking payment processing at RightsLink. You will need to cancel the payment collection process at RightsLink
=should you wish to do so.)

Refresh Payment Statu: @ Update RightsLink Data @ Bypass Task

_ A J
-
= Notes
Mote Title Updated By Updated On Edit | Delete
This document has no notes. Add a Note
[=] top

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16



W Web of 13 | AClarivate Analytics company
Science ScholarOne Manuscripts™ | Admin Guide Page 191
Group

Finally, when the payment workflow is complete in the RightsLink application, the payment
task closes and the author dashboard updates to display a link for viewing the payment
information in the RightsLink application.
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At-A-Glance Statistics

The At-A-Glance Statistics report is available by journal permission on your dashboard. Usually,
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the Administrator and Editor in Chief role dashboards have a link to view general statistics

regarding your site.

» Access At-A-Glance Statistics

255. Click the At-A-Glance Statistics link at the bottom of the Admin Dashboard.
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Avg. Time to Assign Reviewer (days) - Original 0.0 0.0
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256. The At-A-Glance Statistics window displays the following items:

a. Submission Statistics: This section displays submission totals by manuscript type
for original and resubmitted manuscripts. Withdrawn manuscripts are included
in these totals and un-submitted manuscripts are not included. The Admin will
see statistics for the entire journal. Editors-in-Chief (or Associate Editors, if
configured) will see statistics for only those manuscripts assigned to them.

b. Journal Statistics:

i.  Average days from submission to first decision will display average
number of days from submission to first decision for all original and
resubmitted manuscript. Withdrawn manuscripts will be included if the
decision task is completed prior to the withdrawal. Un-submitted
manuscripts and manuscripts with rescinded decision tasks are not
included.

ii.  Average Reviewer turnaround time will measure the average time from
the point a reviewer or referee agrees to review to the date the reviewer
returns their review. Reviewer/referee turnaround times will be
calculated and displayed separately for original, resubmitted and revised
submission. Withdrawn manuscripts are included in these totals and un-
submitted manuscripts are not included.

iii.  Time to Assign Reviewers will measure the average time from editor
assignment to the time the first reviewer or referee is assigned or
referee agrees to review to the date the reviewer returns their review.
Time to Assign Reviewers will be calculated and displayed separately for
original, resubmitted and revised submission. Withdrawn manuscripts
are included in these totals and un-submitted manuscripts are not
included.

iv.  Average days from submission to final decision will display the average
number of days from submission to final decision for all unique
submissions. The original submission and subsequent revisions for any
given manuscript will be counted once. Withdrawn manuscripts will be
included if the decision task is completed prior to the withdrawal. Un-
submitted manuscripts and manuscripts with rescinded decision tasks
are not included.
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c. Other Statistics:

i.  Accept Ratio will display unique submissions with a final decision of
accept divided by the number of unique submissions with a final
decision. The original submission and subsequent revisions for any given
manuscript will be counted once. Withdrawn manuscripts will be
included if the Accept Decision task is completed prior to the withdrawal.
Un-submitted manuscripts and manuscripts with rescinded decision
tasks are not included.

ii. Total Pending Manuscripts will display a lifetime statistic for the total
number of unique submissions without a decision.

iii.  Oldest manuscript without a decision will display the manuscript
number and number of days from submission to the present date for the
oldest manuscript without a decision.

Cognos Reporting

ScholarOne Manuscripts utilizes a powerful reporting tool, Cognos reporting to allow you to
run pre-defined and ad-hoc reports. Please see the guide below.

ScholarOne Manuscripts Cognos Reporting Guide

Publisher-Level Reporting

ScholarOne Manuscripts offers publisher-level reporting which allows clients with multiple sites
to create reports which analyze data across those sites. This reporting allows the creation of
classifications and custom values that can be used in the organization of submission reporting.
Please review the guide below.

ScholarOne Manuscripts Publisher-Level Reporting Guide

© 2019 Clarivate Analytics
Effective Date: 13-August-2019
Document Version: 2.16


http://mchelp.manuscriptcentral.com/gethelpnow/training/admin/tutorials/Reporting.pdf
http://mchelp.manuscriptcentral.com/gethelpnow/training/admin/tutorials/publisherlevelreporting.pdf
http://mchelp.manuscriptcentral.com/gethelpnow/training/admin/tutorials/publisherlevelreporting.pdf

Web of 12 | AClarivate Analytics company
Science ScholarOne Manuscripts™ | Admin Guide Page 196

Group

APPENDIX — ADDITIONAL REFERENCE GUIDES

The following additional user guides were referenced in this user guide.

ScholarOne Manuscripts Author Guide

ScholarOne Manuscripts Editor Guide

ScholarOne Manuscripts Reviewer Guide

ScholarOne Manuscripts Email Template User Guide

ScholarOne Manuscripts Production Center Guide

ScholarOne Manuscripts Cognos Reporting Guide

ScholarOne Manuscripts Publisher-Level Reporting Guide
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About Web of Science Group

Web of Science Group, a Clarivate Analytics company, organizes the world’s research information to enable
academia, corporations, publishers and governments to accelerate the pace of research. It is powered by Web of
Science —the world’s largest publisher-neutral citation index and research intelligence platform. Its many well-
known brands also include Converis, EndNote, Kopernio, Publons, ScholarOne and the Institute for Scientific
Information (IS). The ‘university’ of Web of Science Group, ISI maintains the knowledge corpus upon which the
index and related information and analytical content and services are built; it disseminates that knowledge
externally through events, conferences and publications and it carries out research to sustain, extend and improve
the knowledge base. For more information, please visit webofsciencegroup.com.
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