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INTRODUCTION

USE GET HELP NOW AND FAQS

Page 1

As an Editor using ScholarOne Manuscripts for your journal, one of your greatest help
tools is ScholarOne’s Frequently Asked Questions tab on our help site, Get Help Now.

Our FAQs provide immediate answers to common user questions.

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

SCHOLARONE™
Manuscripts

GET HELP NOW

FOR SCHOLARONE MANUSCRIPTS

TRAINING:
Author 1
NEW FEATURES!
Reviewer
Edit VIDEO: NEW UNUSUAL ACTIVITY DETECTION FEATURE
ditor
Administrator VIDEQ: SCHOLARONE MANUSCRIPTS REVIEW CENTER UPDATES
Developer

RELEASE NOTES
QUESTION ABOUT YOUR MANUSCRIPT STATUS?

NEWSLETTERS &
ALERTS REVIEW THE FAQ

SCHOLARONE
CERTIFICATION

FOLLOW US
ON TWITTER

CHOOSE YOUR ROLE

Author Editor

Reviewer

2 Clarivate
Analytics

Site Search

'E-\

Contact
SCHOLARONE
Customer Care

Monday 12:00am ET
until Friday 8:30pm ET

+1434 964 4100 (US)
+1888 503 1050 (US toll free)

-+44 800 328 8044 (UK)
0800 328 8044 (UK toll free)

ts.mcsupport@clarivate.com

In-Language Support
Regions:
+ Japan + Taiwan
+China » Korea
« Hong Kong

more info ...

ORC
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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.

ACCESSING SCHOLARONE MANUSCRIPTS

Each journal’s site has a unique web address that should be provided to you by your
site Admin via e-mail. To access the site, click the link within the e-mail 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 Account link on the journal’s Log In screen.

ScholarOne Manuscripts™

Log In Reset Password Create An Account

L | Welcome to the submission site for
& ScholarOne University Training Sites
Journal
To begin, log in with your user ID and password
Select..
If you are unsure about whether or not you have an account, or have forgotten your
User ID password, go to the Reset Password screen.
Password
@
Reset Password
Resources
« User Tutorials &' « Help / Site Support (£
« Instructions & Forms ('

During account creation, new users may 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, users creating a new account, the
user entered their ORCID as text in the third step of account creation.

Effective Date: 21-Jan-2019 '> Clarlyate
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Create an There are three screens to fill out in the Create Account process. In this first screen, enter your name and e-mail
ACCOU nt 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.

®E-Mai|,{
Name
(3] next

|
T N

Address
ORCID
User ID ®
?assword Select the appropriate option below to associate an ORCID iD to your account.

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

| g Prefic: [Dr. e

When the user selects one of these options to associate an ORCID iD with their
account, a new browser window will open and special registration page on the ORCID
website allowing the user to enter their existing ORCID credentials, link an existing
ORCID iD, or register for a new ORICID iD.

ORc_iD ,‘

SIGN IN DON'T HAVE AN ID? REGISTER

Email or iD

Forgotten Password?

new works

w5 a e iDea for ORCID site?

Once the user has validated an ORCID iD using one of the options, they will be asked
to either authorize or deny the journal access to their ‘limited’ data.

Effective Date: 21-Jan-2019 '; Clarlyate
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-
ORCID
Coriecting Reserch

and Researc hers

CONNECTING
ScholarOne Manuscripts

WITH YOUR ORCID RECORD

1olarOne Manuscripts

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

/Add an external identifier to your ORCID Record

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

If the user clicks Authorize, they will be redirected back to their journal’s ScholarOne
site with a validated ORCID iD.

CHANGING YOUR USER ACCOUNT INFORMATION

Your e-mail 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 site 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 B Password

Note: Please retain your new password. ScholarOne will not send your password via
e-mail.

Effective Date: 21-Jan-2019 '; Clarlyate
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LOGGING IN/OUT

» LoglIn

1. Each journal’s site has a unique Web address that is sent to you by e-mail. To
access the site, click the link within the e-mail or enter the web address (URL) in
the address field of your browser. The journal’s Log In page opens.

Instructions & Forms @ Help

ScholarOne Manuscripts™

Log In Reset Password Create An Account

Welcome to the submission site for

ScholarOne University Training Sites
Journal
To begin, log in with your user ID and password
ScholarOne University Training Workflow 1 v
If you are unsure about whether or not you have an account, or have
User ID forgotten your password, go to the Reset Password screen
gwannia1
Passweord

Reset Password

Create An Account

Resources

« User Tutorials & « Help/ Site Support &
« Instructions & Forms &

2. Enter your User ID and Password

3. Click the Log In button.

» ORCID LogIn

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.

Effective Date: 21-Jan-2019 ‘: Clarlyate
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User ID Create An Account
Password Reset Password
@

The Jourmnal Of‘
. -
OrchidCare

X

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.

Effective Date: 21-Jan-2019 '; Clarlyate
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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.

Effective Date: 21-Jan-2019 D Clarlyate
Document Version: 3.1 AnalytICS
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» Log Out

1. 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

2. 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?

» Reset Password

Log In
Journal
ScholarCne University Training Workflow 1 v
User ID
Password Reset Pa stord

* = Required Fields

Reset Password

* Your Primary E-mail For This Site

Log In

email@example.com

Cancel Send Reset Link »

1. Select the Reset Password link.

2. Enter your email address and you will be sent a link to reset your password.

Effective Date: 21-Jan-2019 ‘; Clarlyate
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NAVIGATION OVERVIEW

HOME PAGE

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

# Home # Author O Review & Manage »

(Associate Editor Cente)
Help ScholarOne University

« User Tutorials (4
« Journal Home (&
 Help / Site Support (£

Hello have a wonderful day!

Welcome

Join ScholarOne on Facebook
Follow ScholarOne on Twitter

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 Log Out
Journal Logo

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.

Effective Date: 21-Jan-2019 '> Clarlyate
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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.

ScholarOne Manuscripts™

# Home # Author © Review ~ Manage ~

Associate Editor Dashboard / Awaiting Reviewer Scores [ Details for MCU1-2014-06-00192

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.

+ Search

= Search

Manuscript ID = QSearch

Manuscript Title

Adv. Manuscript Search

to thi rious

FOOTER FEATURES

SCHOLARONE™ 2 Clarivate
Analytics

© Clarivate Analytics | © ScholarOne, Inc., 2018. All Rights Reserved
ScholarOne Manuscripts and ScholarOne are registered trademarks of ScholarOne, Inc
ScholarOne Manuscripts Patents #7,257,767 and #7,263,655.

¥ @ScholarOneNews | €& System Requirements | & Privacy Statement | 4 Terms of Use
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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 Linkto 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

L (Zh)
Francais (FR)
BHEF

ScholarOne Manuscripts™

# Accueil # Auteur (AU) O Evaluation (REV) & Gestion =

Note: All uploaded documents and end-user supplied text will not toggle and will be
displayed in the language entered by the user.

Effective Date: 21-Jan-2019 ‘; Clarlyate
Document Version: 3.1 AnalytICS



Clarivate Analytics | ScholarOne Manuscripts™ | Editor User Guide

Page 12

OVERVIEW OF THE EIC AND ASSOCIATE EDITOR CENTER

The EIC and Associate Editor dashboards allow editors to take actions such as
assigning reviewers as well as to track the progress of the reviews.

EIC VIEW

The dashboard for both the EIC and Associate Editor look somewhat the same. The
main difference is that the EIC can see where papers are in queue with their Associate
Editors. The EIC view shows all papers in the review process while the Associate Editor
view shows only those assigned to an individual Associate Editor.

Editor-in-Chief 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 manuscrpt in the list.

Awaiting AE Assignment
Awaiting_Reviewer Selection
Awaiting Reviewer Invitation
Awaiting Reviewer Assignment
Awaiting Reviewer Scores

Overdue Reviewer Scores

W 2 o o 9w a

Awaiting AE Recommendation

=]

Awaiting EIC Decision

Reports

[+ Manuscript Status and Summary Reporis
[+ Peer Review Details Reports

[+ User Performance Reports

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

* At-A-Glance Statistics

You may conduct a wildcard search by adding an astensk (*) to
the end of the search stning. 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: Edit

Manuscrpt ID: | |

Title: | |

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

| (] Pick

* Keywords: |

@ Search

Note: By being able to see where papers are in process, this gives the EIC the ability
to make immediate decisions on papers that have been out for review for too

long.

Effective Date: 21-Jan-2019
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ASSOCIATE EDITOR VIEW

Page 13

The Associate Editor View of papers in process is broken out into actions; Select, Invite
and Assign Reviewers. The Associate Editor can all keep track of Reviewers who have
not responded to being invited, as well as overdue reviews.

Associate Editor 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 manuscnpt in the list.

You may conduct a wildcard search by adding an astensk (*) to
the end of the search strning. For example, to view a list of all of
the manuscripts whose titles begin with the words

"neuroscience” or "neurclogy” simply type "neurc™” in the Title
field and click "Search."”

2 Awaiting Reviewer Selection
0 Awaiting Reviewer Invitation )
g Saved Search: Edit
0 Overdue Reviewer Response
0 Awaiting Reviewer Assignment Manuscnpt ID: | |
0 Awaiting Reviewer Scores Title: | |
0 Overdue Reviewer Scores Author's First
. : (Given) | |
2 Awaiting AE Recommendation or Last (Family)
name:
* Keywords: | | @ Pick
Reports
[+] Manuscript Status and Summary Reports @ Search

[+ Peer Review Details Reports

[+ User Performance Reports

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

ACCESS MANUSCRIPTS VIATHE EDITOR LISTS

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

» Access Manuscripts via the Editor Lists

1. From the Editor dashboard, select any active link in the Editor Lists.

Effective Date: 21-Jan-2019
Document Version: 3.1
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Select Reviewers )

Invite Reviewers

Overdue Reviewer Response

Assign Reviewer

Awalting_Reviewer Scores

Overdue Reviewer Scores

(LT 1 B R L | S R = | (8]

Ready for Final Decision

2. The View Manuscripts page displays a table containing any manuscripts in the
selected status category. For example, if you clicked the link for Select
Reviewers task, the table will display the Select Reviewers header and all
manuscripts listed are in a status where the next step is to complete the Select
Reviewers task.

Select Reviewers Manuscripts 1-1 of 1

Manusenpt ID | Manuscript Title
T Date

i Submitted ¥ | StAtus Take Action
HnESeIpE Submitting Author
Type
MCU1-201703- | New TITLE [ view AE: Gerber, Adrienne

0002-IR Submission] EIC: Mot Assigned

— ADM: Baker, Gwen
® 12-Sep-2017
. ) Author, Jane * Select Reviewers (Due 18-Mar-2018)
Invited Review ((contact) 1 active selactions; 1 invited; 0 agreed:

0 declined; 0 returnsd

@ Export to C5V Manuscripts 1-1 of 1

3. 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 e-mail

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

Effective Date: 21-Jan-2019 D Clarlyate
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e Take Action: A button which initiates the next action to be taken on the
submission

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

5. Select an action from the Take Action button to access the Manuscript Detalils.

ASSIGNING EDITORS
ASSIGN ASSOCIATE EDITOR - EIC ROLE

» Assign Associate Editor

1. In most workflows, the EIC will assign the Associate Editor to the manuscript.
Click Assign AE.

Awaiting AF Assignment )

Lwaiting Reviewer Selection

Awaiting Reviewer Invitation
Awaiting Reviewer Assignment
Lwaiting Reviewer Scores
Overdue Reviewer Scores

Awaiting AE Recommendation

ﬁlmﬁﬁﬁﬁﬁ(ll:\

Awaiting EIC Decision

2. The list of papers that needs assignment displays. Click on the Take Action icon
to go directly to the task and full details of the manuscript.

Awaiting AE Assignment Manuscripts 1-1 of 1

Manuscnpt ID 4+ | Manuscript Title Date

Status Take Action

Manuscnpt Type | Submitting Author

AE: Mot Assigned

MCU4-2017-09- | Training with Gwen [ View EIC: Not Assigned
0006 Submission] ADM: Baker, Gwen
21-5ep-2017
® Assign AE (Due 07-Apr-
Original Article blinded 2018)
Export to CSV Manuscripts 1-1 of 1
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3. The EIC will then select an Associate Editor from a drop-down selection.

Assign AE

g + MCU4-2017-09-0006 Submitted: 21-Se2p-2017; Last Updated: 21-Sep-2017; 168 days, 2 hours in review

ﬁ + Training with Gwen
+ blinded (contact)
+ Original Article

+ Assign AE (Due 07-Apr-2018) AE: Mot Assigned
EIC: Mot Assigned
ADM: Baker, Gwen

@ HTML @ PDF LE Supplementary Files QOriginal Files Abstract [E] Cover Letter External Searches Q

f Audit Trail r Manuscript Information |

Associate Editor List

Order | Name | Status | History | Remove
{ Pick from a list: |Select an AE (# Current Assignments) v | m View Details @ Assign
P

4. Before choosing the Associate Editor, the EIC has the ability to View Details
about the Associate Editor.

s u-wfd#

{ - e
ScholarOne Manuscripts - Google Chrome (=]

x Enterprise Sit. B Signin toyouraccor I Get Help Now - Lo - o s . M S . B t— -

@ Secure | https;//me-betamanuscriptcentral.com/s Lu-wf4?PARAMS =xik_3ZknFXxtGuoTKcPjcgf7BabMo6LdhLarfuj...

ScholarOne University

Pemn A summary of the account appears below. To send the user an e-mail, click on their name. You may also
enter comments about the user or view their infoermation via the PubMed database. If you are viewing this
account via the user search, you may also send the user their login information.

AU) © Review (REV) & Manage v & Supp«

raiting Admin Checklist / Details for MCU4 Details

™~ [Account Information rAU History rREV History rAE History ‘

Editor, Amy : Associate Editor History Analvsis)

The numbers below represent the count for S1U-WF4,

1 Total number of manuscripts assigned in the past 12 months

1 Total number of manuscripts currently assigned

Manuscript
Details Manuscript History Statistics
For this Journal: Past 6 Months | past 12 months | past 18 months | past 24 months | show all 1-10f1
®@z/z2® Manuscript ID, Title, Type, Authars Status
) * MCU4-2017-08-0004 MCU4-2017-09-0006 E\IEC EBdllkw. Aény
E— : Baker, Gwen
* Training Training with Guen ADM: Baker, Guen

Original Article Select Reviewers (Due 18-Mar-2018)

.
Griffin, Carla (proxy) (contact) Kushal Dass, Deapika (contact) 0 active selections; 0 invited; 0 agreed; 0 declined; 0 returnad

+ Original Article
« Assign AE (Due 07-Apr-2018)

1-10of1

(&) HTML (&) PDF | 4] Supplementary Files [H] Origina

Clese Window

[ wanuscript Files | audit Trail | manuscript iformation |

Associate Editor List

Order | Name /| Status

Pick from a Iist(l Editor, Amy (1) v | /] view Details ] Assign

[~/ Notes

Note Title | Updated By updated On | dit | Delete

This document has no notes. Add a Note

[=] tep

®z2/2(®

5. Click the Assign button.
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CHANGE ASSOCIATE EDITOR ASSIGNMENT - EIC ROLE

» Change Associate Editor Assignment

1. To unassign the current Associate Editor and assign a different one to a
manuscript, navigate to the Manuscript Information tab. From the Scroll To
dropdown menu, select Associate Editor List.

®z2/2(® Select Reviewers

D * MCU4-2017-08-0004 Submitted: 16-Aug-2017; Last Updated: 16-Aug-2017; 204 days, 1 |'|_our

in review
ﬁ * Training
+ Griffin, Carla (proxy) (contact)
+ Original Article
+ Select Reviewers (Due 18-Mar-2018) . Edi (prox
Q active s=lections; @ invited; 0 agreed; O declined; 0 E:EéE::;Drksgrg:ed )
returnad ADM: Baker, Gwen
. HTML . POF E Supplementary Files . Qriginal Files . Abstract E Cover Letter @ External Searches (7]
Scroll To... v
Scroll To...

Peer Review Milestones
Version History
Manuscript Stub Data -
Author-Supplied Data 2017
Forward to Admin
Forward to EIC
Admin Checklist Imy AU REV AE
B35 (el aT-F.ITTTY S—
[ Associate Editor List -::)
sociate Editor
FermerdtoFrewmmgSerter ] save
Assign to Issue [4] top
Companion Papers
Flag This Manuscript

2. Under the name of the editor you wish to replace, click the (assign a different

Wen AU REV AE VC EIC ADM PROD CONFIG Date to Admin: | 16-Aug-2017

Date to Associate Editor: | 08-Mar-2013

f Manuscript Files | sudit Trail r Manuscript Information |

person) link.
Order | Name Status History Remove
Edilfl:lr, Amy
@)(assion a different person) Lssigned (08-Mar-2018) =

3. Select the new Associate Editor from the drop down menu and click Assign.

Order | Name Status History Remove

Pick from a list: | Editor, Eddie (3) =] 8] view Details [Z] assign

_1
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4. An e-mail to the new Associate Editor will pop up. Edit it as desired then click

Save and Send.

e —
Edit E-Mail (MCU4-2017-08-0004) Select Alternate Templateﬂ Aszign a new Associate Editor ¥ D @
e -

From: |ga-mc@manuscriptcentral.com

To: alex.didonato@thomsonreuters.com
CcC:
BCC: |

Subject: Manuscript ID MCU4-2017-08-0004 is now in your Associate Editor Center |

Body:| m@date to be populated upon sending@@

Dear Prof. Alex DiDonato:

your Associate Editor Center at https://mc-beta.manuscriptcentral.com/s1u-wf4.

Sincerely,
ScholarOne University Training Workflow 4 Editorial Office

Manuscript ID MCU4-2017-08-0004 entitled Training with Prof. Griffin has been assigned to you and is currently sitting in

Attach a file to this e-mail:

Choose File | Mo file chosen
Select a manuscript file to attach:
Select a file... v

Files attached

File Name Unattach

No Files Attached

@ Save and Send Cancel and Close Window

5. Immediately, an e-mail to the unassigned AE will pop up. Again, edit as desired,

then click Save and Send.

Effective Date: 21-Jan-2019
Document Version: 3.1

2 Clarivate
Analytics



Clarivate Analytics | ScholarOne Manuscripts™ | Editor User Guide Page 19

Pall T,
Edit E-Mail (MCU4-2017-08-0004) Select Alternate Templat{ | Unassign Associate Editor ¥ |E
e ey

From: |ga-mc@manuscriptcentral.com

To: |as@test.demo
cC:
BCC: | |

Suhject:|Manuscript 1D MCU&-2017-08-0004 removed from your Associate Editor Centr:|

Body:| @ @date to be populated upon sending@@
Dear Prof. Amy Editor:

You are no longer assigned to manage the review of Manuscript ID MCU4-2017-08-0004 entitled "Training.” The manuscript
has been removed from your Associate Editor Center.

Sincerely,
ScholarOne University Training Workflow 4 Editorial Office

Attach a file to this e-mail: Files attached

Choose File | Mo file chosen File Name Unattach
Select a manuscript file to attach: No Files Attached
| select afile... ¥

@ Save and Send [E] Cancel and Close Window

SELECT, INVITE, AND ASSIGN REVIEWERS

OVERVIEW OF SELECT, INVITE AND ASSIGN REVIEWERS - ASSOCIATE EDITOR ROLE

In many workflows, the Associate Editors select, invite and assign Reviewers.

e Select — is to create the pick list of reviewers who you would like to invite to
review.

e |nvite- is to send out the Invitations to the reviewers.

e Assign —is usually automated but can be completed by using the drop down
selection.
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About the Progress Indicator

Throughout the process of assigning reviewers, the progress indicator shows you
exactly what is required for task completion and which steps have been completed.
Typically, the number of reviews required to make a decision is an editable field.

PFDQFESS

make decsion |

# active selections 0

# invited 0

# agreed 0

# declined 0

# returned 0
Save

If your journal has chosen to make this an editable field, you can change the number of
default reviews required by typing a different number in the field and clicking Save.

Bypassing the Peer Review Process

To bypass the review process entirely, change the # reviews required to make
decision setting to 0. The manuscript moves to the next action task in the workflow - —
typically a Make Decision, Make Preliminary Decision, or Make Recommendation task.

Double-Queuing of Manuscript

Manuscripts can appear in two different queues in your Editor Lists section of your
dashboard. This can occur if you have a required number of reviews and those reviews
are in different stages.

In the example below, there are two required reviews, as indicated in the progress
indicator on the Manuscript Details page. One reviewer has accepted and one has
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declined. Since reviewer declined, the manuscript appears in the Select Reviewers
gueue. Since the other has accepted, but is overdue, the manuscript also appears in
the Overdue Reviewer Scores queue.

While this is an accurate representation of the status of the paper, it may appear
confusing when looking at the Editor Lists where you might count the manuscript twice.
It will change if you invite additional reviewers and they accept, or if you do not wish to
invite additional reviewers, you may reduce the number of required reviews in the
progress indicator.

Associate Editor 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 manuscript in the list.

pap pp o

3 Select Reviewers /’ nlaces because one reviewe

0 Invite Reviewers overdue and the other reviewe

2 Overdue Reviewer Response /6/ s@ de ad | Select Reviewers
@ . Ml ubmitted: 17-Sep-2014; Last Updated: 08-Mar-2018; 1268 days, 12 hours in

review

E * Testi

1 Assign Reviewer
1 Awaiting Reviewer Scores
Overdue Reviewer Scores

Ready for Final Decision

+ Author, Arlenec (proxy) (contact)
+ Original Article . .
* Select Reviewers (Due 04-Jul-2015) Changlﬂg the number in

578 days overdue Progress to 1 would make the

retuned paper appear inone queue if -
Author, David it Mot A’w ned
HETHETSTEVE I you do not need additional e
reviewers.

[

1 active selections; 1 invited; 1 agreed; 1 declined; 0

[©)HTML (&) POF [+] Supplementary Files E] Original Files (@) Abstra

[ Manuscript Files | Audit Trail r Manuscript Information ‘

Reviewer List Progress
Order | Name Status History Remove || # reviews required to 2
Reviewer, Rachel Invited: 24-Jun-2015 = ol
Decined | Declined : 24-Jun-2015
aroxy_ view full history 1
Invited: 16-Oct-2017 1
Autl}gm ded Agreed : 16-0ct-2017
Bevid recommende Due Date: 15-Nov-2017 :
Owverdue @
rosy Rewe.\w Last Saved: 16-0ct-2017 P —— a1
Grant an Extension Time in Review: 143 Days.
view full history edit reminders Save

SELECTING A REVIEWER

Depending on how your site has been configured, you will have multiple ways to search
the sites database for reviewers.

» Select Reviewers
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Associate Editor 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 manuscript in the list.

( Select Reviewers :l'

Invite Reviewers

L

Owverdue Reviewer Response

Assign Reviewer

Awaiting_Reviewer Scores

Overdue Reviewer Scores

Ready for Final Decision

[ Y I T (o [ R = |

1. From the Editor Lists section of the dashboard, click Select Reviewers.

Select Reviewers Manuscripts 1-2 of 2
Manuscnpt ID .
_i_—P_ Manuscript Title
Date Status Take Action
i . Submitted ¥
B Submitting_Author
Type
MCU1-201703- . AE: Gerber, Adrienne
0002-IR NEW TITLE [ View EIC: Not Assigned
Inwvited Submission] ADM: Baker, Gwen
@ Author. Jane 12-Sep-2017 |, Select Reviewers (Due 13-Mar-
. ' T 2018)

Invited Review (contact) 1 sctive sslections; 1 invited; O

agreed; 0 declined; 0 returnad

2. The Select Reviewers screen displays. Click Take Action.

Reviewer List
Order | Name ‘ Status | Histary ‘ Remaove
Alternates

[a Save

3. The Manuscript Details screen displays. In the Reviewer list section, it will
indicate that no reviewers have been selected.

4. There are several options for locating a reviewer which are described in the
Reviewer Search Methods section below. Search using whichever options you
prefer. Search results will display.
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Results - New Search - Modify Search - Change Sort of 24 4 »

Search Criteria: First (Given) or Last (Famify) Name = "Reviewesr”

Current  Days add
Mame, Keywords, Institution, Roles F'aEi - El-i:::_- i‘f;';gr: 4 i?,:t
Months Review Role
Reviewer, Debbie.
o/0 a a Il

Roles: AU REV

5. Each name will have a magnifying glass in front of the name. Click the
magnifying glass for more information about that person.
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Reviewer, Debbie : Reviewer History Analysis

’/Ac:count Information rAU History rREU History |

Add to List

The numbers below represent the count for S1U-WF4.,

0 Total number of manuscripts assigned in the past 12 months

Total number of manuscripts currently assigned
Total number of reviews completed in the past 12 months

Total number of manuscripts assigned but no review returned

2 o 2o o

Total number of open invitations {person has been invited, but has not responded to the
invitation)

21-Feb-2017 Date of last invitation
Mumber of times &Agreed
MNumber of times Auto-Decline
Number of times Declined

Mumber of times Late Response

=T =T =T =

Mumber of times No Response
0 MNumber of times Unavailable

0 days, 1
hour

M/A Average R-Score €

Awverage turnaround time

100 % of invitations Agreed
0 % of invitations Auto-Decline

0 % of invitations Declined

Manuscript History Statistics
For this Journal: Past 6 Months | past 12 months | past 18 months | past 24 months | show all 0-0 of O

Rec / Avg R-Score /

Manuscript ID, Title, Type, Authors Editor's Decision [Editor) M-Score

History

Mo Manuscripts Found

0-0of 0

6. The Person Details displays in a new window. Statistics for the reviewer role will

appear at the bottom of the screen if configured. There is also an Add to List
icon on the screen, giving you a short cut to add the reviewer into your reviewer
list. Close the window when finished.

Page 24
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Results - New Search - Modify Search - Change Sort of 24 4 b
Search Criteria: First (Given) or Last {Family) Name = "Reviewar”
Current  Days Add
S ! Since Awverage fGrant
Mame, Keywords, Institution, Roles P e
Months Review Role
@Reviewer, Debbie,
o/0 380 u] @
Roles: AU REV
@ Mew Search E Modify Search Add Ar:ld and Next Page
Export to CSV Results of 24 4 »

7. Locate the reviewer(s) and click the Add checkbox next to the reviewer name.

8. Click the Add button at the bottom of the search results to add checked
reviewers.

Reviewer Search Methods

There are several methods of finding a reviewer. Each method is described below.

Author’s Recommended / Opposed Reviewers

This is a listing from the Author that they supplied during the submission process. The
example below shows a recommended reviewer. If you wish to use this reviewer, click
the Add checkbox, then the Add button.

If configured on your site, the institution of the preferred/non-preferred reviewer will be
listed below the reviewer name. Also available if configured, you may click directly on
the links to the external searches for Google and Web of Science to research the
reviewer.
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=/ Author's Recommended / Opposed Reviewers

Current / Days Average

Name, Keywords, Institution, Roles External Searches © Past 12  Since Last o Add
: R-Score
Months Review

Reviewer, Robin recommended CO“SlL

g/0 0 0 )
strong knowledge of the concepts discussed WEB OF SCIENCE

(#) Add

Reviewer Locator Results from the Web of Science®

If configured for your site, 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 e-mail
address and institutional affiliation will be provided, when available. Their ORCID iD will
be provided as a link to their ORCID record. In addition, up to three papers published
by the potential reviewer will be listed in order of relevance to the submitted manuscript.

= Reviewer Locator Results from the Web of Science® Results 1-20 of 20
Current Days o Date of Average
Potential Reviewer Details Past 12 Sinca Last Invil;El:irl:ms Last turnaround Add
Months Rewviaw Invitation time
Fargo, Tina.

51, Electronic Pub

@ http://orcid.org/0000-0001-7756-6625 v (] Add
Roles: AU REV

* SPECTROSCOPIC MODELING OF THE
ALGOL-TYPE
view details
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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 DOI 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 Add
Months Reviawr v "E  Invitation time
Fargo, Tina.

51, Electronic Pub

) http://orcid.org/0000-0001-7756-6625 v Add
Roles: AU REV

* SPECTROSCOPIC MODELING OF THE
| Ly P

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 adding a reviewer from the list of potential reviewers from the Reviewer Locator,
when the EA clicks the Add button, a new window will appear to create the reviewer an
account in the system and add them into the reviewer list for invitation.
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= Reviewer Locator Results from the Web of Science® Results 1-20 of 20
. . i Currant [ Days Open Date of Averags
Potential Reviewer Details Past 12 Since Last | P Last turnaround Add
. nvitations R .
Maonths Review Invitation time
Fargo, Tina.

51, Electronic Pub

iC http://orcid.org/0000-0001-7756-6625 « Add
Roles: AU REV
* SPECTROSCOPIC MODELING OF THE
ALGOL-TYPE

view details

Create B/

Account

Create Account

Sal: req First (Given) Name: Middle Name: req Last (Family) Name:
| Dr. ¥ ||Tina || ||Fargo
Degree: req E-Mail Address:

| | [tina@test.demdl |
Institution: Department:

Thuninger Landessternwarte | |
Tautenburg x

Close Windm\( Create and Add

po—

Quick Search

Search on first or last name, multiple people separated by a comma, or use an asterisk
(*) to make the search a wild card search. Use at least 4 characters for quicker results.
By default, the search only looks at users with a Reviewer role. If you wish to search
other roles, select another role from the list.

Click the Search button.
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=] Quick Search
First (Given) ar Last (Family) Name: | 7]
Roles:
All
ScholarCne University Trainin... -- Client Cenfiguration |
ScholarCne University Trainin... -- Author
ScholarQne University Trainin... -- Reviewer
ScholarCne University Trainin... -- Associate Editor
Sort Order

Frimary Sort: | Mame (Last, First) r ||Asc:er||:|ing r |
Secondary Sort: | Mumber of Current Assignments v || Descending ¥ |

Clear @ Search

If you wish to select a reviewer, click the Add checkbox, then the Add button.

Results - New Search - Modify Search - Change Sort 1-2 of 2

Search Criteria: Last (Family) Name = "Porter”; Roles = "ScholarOne University Training Werkflow 1 -- Reviewer";
Where te Search = "ScholarOne University Training Workflow 1"

Roles: Al REV

Current  Days Add
MName, Keywords, Institution, Roles / Since Open Di:agff t:m”?:;ﬂid HEEm
« REYWOrds, r Past12  Last Invitations | -5  FUmar REW
Months Review Role
@Porter, Christina.
Adolescent Patient Care 0/0 0 0 08-Mar-  Odays, O
ScholarOne, Training ! 2018 hours

@ Mew Search

@ Modify Search

| +] add

Export to CSV

Results 1-2 of 2

Related Papers Results

If configured for your site, ScholarOne manuscripts will look within the site for related
papers. You will have the ability to link out historical data of other papers that a

reviewer has reviewed.

Effective Date: 21-Jan-2019
Document Version: 3.1

2 Clarivate
Analytics




Clarivate Analytics | ScholarOne Manuscripts™ | Editor User Guide

Page 30

=] Related Papers Search

This feature searches for authors and reviewers of manuscripts with the selected criteria.

Author First (Given) Name:  Author Middle Name:

Luthor Last (Family) Name:

| | | [l contact Author Only

Reviewer First (Given) Mame: Reviewer Middle Name:

Reviewer Last {Family) Name:

Manuscript ID: Manuscript Title:

| @rce
| |@rice
| @rce
|
|

@
| ] Pick

Where to Search:

ScholarOne University Training Sites -
ScholarOne University Training Workflow 1
Scholarone University Training Workflow 4

Sort Order

Primary Sort: |Name (Last, First)

v || ascending ¥ |

Secondary Sort: |Number of Current Assignments

¥ || Descending ¥ |

Clear @ Search l

Results - New Search - Modify Search - Change Sort [26-30 ¥ |(of 32 4 b

Search Criteria: Related Reviewer Last (Family) Name = "Reviewer"

Roles: Al REV

. curent SDi:.’:I:; Open Dats of HIETEEE fGArdadrﬁ
Mame, Keywords, Institution, Roles TeeR iR lemt Trieeme Last turnaround S
. Invitation time
Months Review Rola
@ Reviewer, John.
22-Jul- 0 days, 0 —
a/a 1361 0 i howre ]

C MCU1-2014-06-0012 (Reviewer) )

* Bee pollination is important for every crop

* Adolescent Patient Care, Cell Biology

MCU1-2014-06-0015 (Reviewer)

* Training_with Gwan Backer

* Adult Patient Care, Cell Biology, Article
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If you select to view the historical data, you will need to use the bread crumb trail at the
top of the screen to move back to the manuscript you were working on.

rdue Reviewer Scores ;| Details for MCU1-2014-06-0018 [/ Details for MCU1-2014-06-0012

Manuscrip

Man USCFipt This section of the manuscript details usually includes the Manuscript Checklist, the author-suppl

Details and add additional data as needed to complete the check-in process. If a companion paper shoul
the review of this paper, you can search for and link the two papers by using the companion pap)
the Details tab, Read More ...

G + MCU1-2014-06-0012 Submittad: 16-Jun-2014; Last Updated: 24-Oct-2014; 0 days,
+ Bee pollination is important for every crop
+ author, fumi (proxy) {contact)
+ Original Article

5
£
2

Auto-Suggest Results

This feature uses keywords from the Author submission and matches them up to
keywords used in a Reviewer’s account. If you wish to select a reviewer, click the Add
checkbox, then the Add button.

[=| Auto-Suggest

This feature searches for Reviewers with the selected manuscript keywords.

|Select a Keyweord..., ¥ | [anD ¥ |
|Select 2 Keyword..., ¥ | [aND ¥ |
|Selectal{e‘,rwcrrd.... '|

Sort Order
Primary Sort: |Name (Last, First) v ||A.5cending r |
Secondary Sort: | Number of Current Assignments ¥ || Descending ¥ |

Clear @ Search

When using the Auto-Suggest option, if you change the AND section to OR, many
times this will bring back better results.
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[=| Auto-Suggest
Thiz feature searches for Reviewers with the selected manuscript keywords.
|diFferentiation v | |0R hd |
|Educatiun ¥ | OR ¥
|Select a Keyword.... ¥ | AND
OR
Sort Order /
Primary Sort: |Name {Last, First) ¥ ||Asu:ending ¥ |
Secondary Sort: |Number of Current Assignments ¥ ||Descending ¥ |
Clear @ Search
Results - New Search - Modify Search - Change Sort 1-9 of 9
Search Criteria: Selected Attributes\ Keywords = differentiation OR ed'ur:aﬁan)
Current  Days Add
P ' Since  Averages /Grant
Mame, Keywords, Institution, Roles T =
Maonths Review Raole
@ Baker, Gwen.
differentiation, Scaffolding ) —
(S-:holart]ne, Client Manageme oro : Blinded o
Roles: AU REV AE EIC ADM PROD CONFIG null WC
@Griﬁin, Carla.
education, learming theory —
CGrand Junction Regional Center, Science 0/0 ¢ 4 o
Roles: Al REV

Advanced Search Results

Search multiple fields such as institution or department. Wild card searches can be
used in this section. Look for the ability to search on Person designations, flags, and
badges. You can also exclude institution and postal code. If you wish to select a

reviewer, click the Add checkbox, then the Add button.

L
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= Advanced Search

Reviewer Account Information

Salutation: First (Given) Name: Middle Mame: Last (Family) Mame:
| | |

Degree: E-Mail Address: Comments:

| | | |

Institution: Department:

| | |

City: State/Province: Postal Code: Country:

{Person Designations: \

all

Editorial Board
Star Reviewer
Do Mot Contact

Roles:

Where to Search:

ScholarOne University Trainin...
ScholarOne University Trainin...
ScholarOne University Trainin...
ScholarOne University Trainin...
ScholarOne University Trainin...

-- Editor-in-Chief

-- Production Editer
-- Client Configuratio
-- Author

- Reviewer

ScholarOne University Training Sites
ScholarOne University Training Workflow 1
ScholarOne University Training Workflow 4

-

" Exclude Institution™:

| *Multiple entries separated by co

mmas are permitted

) Exclude unavailable Reviewer

Cfxclude Postal Code™:
| |

at least the following flags:

Results - New Search - Modify Search - Change Sort 1-5 of 5

@earr:h Criteria: Person DesignationsRoles)=
Reviewer,; ere earcn =

arOne University Training Workfiow 4"

"SchelarOne University Training Workflow 4 —-

Name, Keywords, Institution, Roles

Current Days

f Since  Average
Past 12 Last R-5core

Months Review

Add
JGrant

Role

@ Reviewer, John.

Roles: AU REV STA

R

o/0 0 0 U
Roles: AU REM(EBE STAR )
@ Reviewer, Lilly.
o/0 0 0 [
Raoles: AU REV EB DNC
® Reviewer, Mike,
o/o0 0 0 O

@ New Search E] Modify Search

(#] Add
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Conflict of Interest Alert

When using Advanced Search, you may see a conflict of interest alert appear next to a
potential reviewer's name. This appears when the reviewer and any of the authors
listed on the paper share the same postal code or institution.

| Results - New Search - Modify Search - Change Sort 1-1 of 1 ‘

Search Criteria: First (Given) Name = "greg”; Postal Code = "22901"; Roles = "Sales Deme Plus --
Reviewer"; Where to Search = "Sales Demo FPlus"

Current Days Add

P ! Since Average fGrant
Mame, Keywords, Institution, Roles TemtilT  lemi  TeTie i
Months Review Role

@Kloiber, Greg. (salesdemoplus Office)

ScholarOne }
{ ) This person has the same postal code or
institution as one or more of the authors,
= 362 [a] @
o/ 1) (362) a -
@ http://orcid.org/0000-0001-8454-4292 v
Roles: Al REV
@ Mew Search [ﬂ Modify Search Add
Export to CSV Results 1-1 of 1

Adding New Reviewers

If the person you would like to have review the manuscript is not in the system, the
ability to Create Reviewer Account allows you to add the person into the system.

Create Reviewer Account

Salutation:

req First (Given) Name:

req Last (Family) Mame:

req E-Mail Address:

Provide more account info

Create and Add
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Note: Please be sure to have the correct e-mail address for the person before you
create an account.

INVITE A REVIEWER

Once the reviewers have been selected for the manuscript, their names will appear in
the Reviewer List with a Status of Invite. Clicking on the invite icon will open an editable

e-mail.

Reviewer List
Order Mame Status History REmove
Reviewer, John e .
1 v ( [a Invite S_EIacted. _|:|9 Mar-2018 E
prozy_ wview full history
Reviewer, Lilly e
2 v [a Invite S_Elected. .EIQ Mar-2018 E
proxy. view full history
Invite All

If you want to send all the invitations at one time, there is an icon called Invite All.

] 1nvite Al

Selecting this icon will pop-up a window that will show the names of each reviewer and
which e-mail template will be sent to the reviewer when you click on the Invite All icon.
You can also select to edit any e-mail in the list before sending.
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Invite All

Name E-Mail Template E';i; r?j:f:;m
Reviewer, John | Editor Invitation to Reviewer ¥ | (]
Rewviewer, Lilly | Editor Invitation to Reviewer ¥ | (]

[aln'urite All Close Window

Alternate reviewer list

Some sites are configured with ability to set up an alternates list. Using the Order
column, you can move reviewers into the list. If anyone from the main reviewer list
declines to review, the system will auto-invite from the alternates list.

Reviewer List
Qrder Mame Status History Remove
Reviewer, John . Aa- -
1 v @ Irvite E‘Teleitel?h.ﬂg Mar-2018 E
prosy view full history
Reviewer, Lilly P
3 v [a Invite FTE'E?E}?HDE Mar-2018 E
— view full history
Alternates
Hager, Paul
- dyel, rdudl
Alternate 1 p— w E
Alternate 3 ¥ Reviewer, Mike E
[aln'urite All [a Save

Note: Number in the main reviewer list must match the number in the Progress box in
order for the alternates list to work properly.
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ASSIGN A REVIEWER

Since the invite e-mail to reviewers contains links to agree and decline, usually the
assign reviewer task is completed automatically by the system. However, there is a
dropdown selection for the Editor to choose the appropriate response if needed.

Reviewer List

Order Mame Status History Remove
Reviewsr, . _
John Invited Invited: 09-Mar-2018 .
(Y - - X
Response | Select... b [E Save | view full history
Rrowy_

Revi Auto-Decline
EVIEWET, )
| Invited Agreed

@ Lilly ) Declined [a . I_nwtil::ll:I i?-Mar—EﬂlB X
ESPONSE | | ate Response ave | view full history

Mo Response
Alternates Unavailable

pro:y_

One the reviewer’ status is Agreed, the paper moves into the Reviewer’s Center so they
may begin their review.

Invited: 03-Sep-2013
Agreed : 03-Sep-2013

Reviewer, Raul )
Q Agreed Due Date: 03-Oct-2013
Time in Review: 0 Days.
view full history edit reminders

Decline Suggest Alternates

Some sites are configured such that if the reviewer declines the invitation, they will be
taken to a page to suggest alternate reviewers for the manuscript. The Editor will see a
link to view additional possibilities in the status column after the reviewer’'s name.

Reviewer List

Order Mame Status History Remaove

Fakhran

L
University of Declined - Suggested Alternates
: g . i Selected: 26-0ct-2017 A

@ Pittsburgh, ( view additional possibilities electen: X

Department of . view full history

Radiology
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From the results, the Editor can perform a reviewer search and view information on
PubMed regarding the suggested reviewer.

Fakhran Additional Reviewer Possibilities

Mame: Dr. Prad
E-Mail Address: krishnan@s
Comments: Mot Supplisd

Search: Perform Reviewer search for this person
PubMed: Click here to view this person's information on PubMed.

Close Window

Granting Extensions and Editing Reviewer Reminders

If a reviewer asks for an extension of completing their review, if configured, the Editor
can click on the Grant an Extension link under the reviewer’'s name to grant an
extension.

@ Link, Thomas
F:(

UCSF, Department of Radiology Owverdue
orosy

Grant an Extension

Grant an Extension:

Due date for Reviewers Score: |17-Mov-2017 @vl

Nov 2017 [] @
[¢][4] Current Month [¥][w] @ Go

Sun Mon Tue Wed Thu Fri Sat

i 2z 3 4
s & I 8 5 10 11
12 13 14 15 16 [1F 18
18 20 21 22 23 24 25
26 27 28 23 30 1 2
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Note: If the Editor does not have permissions to grant the extension, they will need to

contact the journal admin to have them grant the extension.

The ability to grant the extension to the reviewer is also located on
Information Tab of the Person Details. The Editor can also choose
e-mail or click on the reviewer’s name to send them an e-mail that
granted an extension.

the Account
to send a reminder
they have been

Details

Person A surmmary of the account appears below. To send the user an e-mail, click on their name. You may
also enter comments about the user or view their information via the PubMed database. If you are
viewing this account via the user search, you may also send the user their login information.

|/Account Information rnu History rRE\u" History

Reviewer, Lilly : Account Information

Full Mame:
User ID:
D =:

Prof. Lilly Reviewer
Lil@test.demo
36550624

United States

Primary
affiliation:

Lil@test.demo Secondary E-Mail

Address:

Primary E-
Mail Address:

Editorial Board
Do Not Contact

Person

Designations:
Roles: Author, Reviewer

External
Links:

Flag this
account:

Click here to view author information on PubMed.

(@) Leave this account unflagged

0P

Send a Reminder E-Mail to this Reviewer

E-Mail Template to Use: | Select... v | Send

— -

Bt

Grant an Extension:

)

Due date for Reviewers Score: |08-Apr-2018 = )
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Editing when the reminders are sent to a reviewer is also important. Being able to
change the dates when reminders are sent and the ability to turn off reminder can be

very helpful.

Reviewer, Lilly

Dol
Grant an Extension

Agreed

Invited: 09-Mar-2018
Agreed : 09-Mar-2018
Due Date: 08-Apr-2018

Time in Review: 0 Days.
. . edit
view full history lers

Reminders

Reminders (MCU4-2017-09-0006, Reviewer, Lilly)

Sun

Date Review Last Saved

(RN T

I & 5 re

Apr 2018
Current Month
Tue Wed Thu
3 4 =]
10 11 12
17 18 15
24 25 26
1 2 3

Fri

(I o T ]
BN G e

¥ |[01-Apr-2018 "l Reminder: ScholarOne University Training Workflow 4
¥ [15-apr-z018 = _Iz.er!‘u!'ldelr_:_ Review l?uerdue - ScholarOne University

[« [(]

Mon

]

Sat

w |g |E |E [

(][]

Windﬁv @ Save

The date a Reviewer last saved their review will be displayed in the Reviewer List
History until the review is submitted. This line item provides the Editors the ability to see
which Reviewers have started reviewing the manuscript without the need to proxy as
each individual Reviewer. The date displayed will be the date the Reviewer last clicked
the Save as Draft button on their Score Sheet.

Reviewer, Lilly

Invited: 09-Mar-2018
Agreed @ 09-Mar-2018

Due Date: 08- -
Agreed —_
Aoy ( Review Last Saved: 09-Mar-2018
Grant an Extension ime in Review: 0 Days.
view full history  edit reminders
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Setting Search Preferences

Having the ability to customize the search option in the system allows the editor to only
see the items the need.

Set My Search
Preferences

The ability to expand and collapse the search windows and setting what is seen in the
search results are just two of the options that can be in this section.
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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 Science .
Quick Search .
Related Papers Search -
Reviewer Auto-Suggest (1}
Advanced Search (-

default:

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

Reviewer Activity Information

# Current Assignments Mim:
£ Assignments in Past 12 Maonths Min:
£ Days Since Last Review Submitted Min:
# Invitations Declined in Past 12 Months Min:

R-Score Min:

0000

fields dis

Reviewer Search Results

like the followin

"In the Reviewer Search Results and Preferred/Non-Preferred Reviewers area, I would
layed (select @ maximum of five fislds) :

|#| Days Since Last Review
|| Average R-Score

|| # Open Invitations

|| Date of Last Invitation

|| Awerage turnaround time

| = Current Assignments / £ Assignments in Past 12 Months

Mumber of search results per page: | 10 ¥

| Exclude unavailable reviewers
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ASSOCIATE EDIOR ROLE AND EIC ROLE VIEWING COMPLETED
REVIEWS

When the required number of reviews has been returned, they display in the editor’s
Make Decision, Make Preliminary Decision, or Make Recommendation action tab. Click
on view review to see the completed review returned by the reviewer.

(Make a Decision

PO17: 1260 days, 14 hours in review

AE: Editor, Eddie

EIC: Not Assigned
ADM: Lim, Khee Hiang
ADM: Baker, Gwen

L7

Reviews I
# reviews reguired to
mzake decision

@ Prasthofer, A. W.

* Minor Revision

* wisw review

* rescind

[E Save

Note: These Action tabs display only after the required number of reviews are
returned. Returned reviews can be viewed at any time by accessing the
manuscript.

When viewing the completed review be sure to check for file attachments from the
reviewer. If a file has been attached, be sure to check the content that the reviewer has
not used their name in the file.
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RESCIND A REVIEW

IjMake a Decision

PO17; 1360 days, 14 hours in review

AE: Editor, Eddie

EIC: Mot Assigned
ADM: Lim, Khee Hiang
ADM: Baker, Gwen

L7

Reviews I
# raviews required to
make decision
@ Prasthofer, A. W.

#* Minor Revision

* view review

# rescind

[a Save

To rescind a review means to move the review back to the reviewer. This will put the
review in a draft status and allow the review to make any changes that need to be
made. When you rescind a review, an e-mail should pop up for you to send to the
reviewer. If you do not get a pop up e-mail, click on the name of the reviewer to send a
hyperlink e-mail.
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When making decisions on manuscripts, it is good to remember to save often to avoid
losing any work. The examples below indicate the roles that most commonly take the

actions described, but your site may vary.

MAKE FINAL DECISION - EIC OR ASSOCIATE EDITOR

Make your final decision based on the reviews you have received from reviewers.
Select your decision type and enter any comments. Clicking the Create Draft E-Mail
button allows you to customize the decision e-mail. Clicking Commit Decision will

save the decision and send the e-mail to the author.

Final Decision

1. Select the

Make a Decision

Decision
1 Accept

| Minor Revision
I Major Revision
| Reject & Resubmit

| Reject

| Accept with Conditons

2. Add Decision

I Reject suggest another journal

Comments

| Conditional Accept

‘d"‘"

Decision Comments:

3. Create Draft
Email

A

4 Commit
Decision

=] Create Draft E-Mail

Save @ Commit Decision

Note: Decision comments are internal use only and will not be shared with the author.

Be sure that when you are creating the draft of the final decision that you check to see if

you have multiple decision letters to choose from.
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o
Edit E-Mail (MCU1-2014-06-0018) Select Alternate Templatef| 1. SW Minor Revision

- 1. SW Minor Revision
me:lEddle@test.demo Revision for Language Editing

&

To: |a rleneauthor@test.demo
cc: | |
BCC: | |

|

Subject: |Sch0|aane University Training Workflow 1 - Decision on Manuscript ID MCU1

Body: @ @date to be populated upen sending@@ -
Dear Miss Author:

Manuscript ID MCU1-2014-06-0018 entitled "Review for TW Market” which you submitted to the ScholarOne University
Training Workflow 1, has been reviewed. The comments of the reviewer(s) are included at the bottom of this letter.

The reviewer(s) have recommended publication, but also suggest some minor revisions to yvour manuscript. Therefore, I
invite you to respond to the reviewer(s)' comments and revise your manuscript.

To revise your manuscript, log into https://mc-beta.manuscriptcentral.com/s1u-wfl and enter your Author Center, where
wou will find yvour manuscript title listed under "Manuscripts with Decisions.” Under "Actions,” click on "Create a
Revision.” Your manuscript number has been appended to denote a revision.

You will be unable to make your revisions on the originally submitted version of the manuscript. Instead, revise your
manuscript using a word processing program and save it on yvour computer. Please also highlight the changes to your

manuscript within the document by using the track changes mode in MS Word or by using bold or colored text. h
-
Attach a file to this e-mail: Files attached
Choose File | Mo file chosen File Name Unattach
Select a manuscript file to attach: No Files Aftached
[select a file... v
4 b

@ Save Cancel and Close Window

Rescinding a Final Decision

If a decision has been sent to the Author in error and new decision needs to be sent,
the Editor can go to the Manuscript Information tab, if configured, and rescind their
decision. Using the Scroll To..., find the Final Decision and jump to that section.
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\D + MCU1-2014-06-0018 invited Submitted: 17-Jun-2014; Last Updated: 0%-Mar-2018; 1360 days, 16 hours in review
a + Review for TW Market

+ Author, Arlene (contact)

+ Invited Review

+ Minor Revision (09-Mar-2018)

+ a revision has been started AE: Editor, Eddie
EIC: Mot Assigned
ADM: Lim, Khee Hiang
/ ADM: Baker, Gwen

[¢3] HTML [A&] PDF [+] Supplementary Files [E]] Original Files [Q) Abstract [[1) Cover Letter [ External Searches (7]

Audit Trail(r Manuscript Information |}

Scroll To... v
D

Peer Review Milestones

Version History

Manuscript Stub Data d: | 17-Jun-2014
- i =1 i

| Final Decision n: [ Admin Date to Admin: | 17-Jun-2014

Rewviewer List

) n: | Lim, Khee Hiang AU REV AE EIC ADM PROD Date to Admin: | 17-Jun-2014
Assign to Issue
Companion Papers r: | Editor, Eddie AU REW AE EIC Date to Associate Editor: | 10-Feb-2015
Flag This Manuscript ] top

Comments

Decision made by Baker, Gwen on 09-Mar-2018

Decision: Minor Revision

Comments: No Comments

Decision Letter: view decizion letter

The manuscript will move back to the Decision tab and a new e-mail can be created
and sent.

Note: If the Editor does not have the ability to rescind the decision, they will need to
contact the journal admin to have the decision moved back.
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MAKE RECOMMENDATION - ASSOCIATE EDITOR

In this example workflow, the Associate Editor will make a recommendation to the EIC.
The EIC will make the final decision. The Associate Editor will need to choose a
recommendation and then fill out the comments to the EIC and comments to the Author
section. If configured, the Associate Editor will also be able to attach files to their
recommendation.

AE Recommends

() | Accept

() | Minor Rewvision

() | Major Revision

(1 | Reject & Resubmit

(1 | Reject

Comments

Confidential Comments to the EIC

Comments to the Author
e
Attach a File Files attached
M file chosen Attach = Mo files have been uploaded.
@ Save as Draft @ Submit
2 Clarivat
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MAKE PRELIMINARY DECISION - ASSOCIATE EDITOR

In this example workflow the Associate Editor makes a preliminary decision and the EIC
approves the decision.

Editor Prelim Decision

Make a Decision

| Accept
| Minor Revision
| Major Revision

| Reject and Refer with Review

Transfer to: | Select a site

| Reject
| Withdrawn
| Refer to Another Journal

| Major Revision - Language

Preliminary Decision Comments:

P

@ Create Draft E-Mail_)

@ Saue{ :ji Send for Approval I.

APPROVE PRELIMINARY DECISION - EIC

The EIC can also choose to Edit the e-mail or send back to the Associate Editor.
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Editor Approve Decision

Decision made by Rogers, John on 02-Nov-2017

Decision: Major Revision

Comments: the epigenetics part of this study is of interest to BOR readers, and appears to
be well done. The choice of cell line ant the timing of taking neural tissue from
mouse embryos are not optimal for the intended purposes (see reviewer 2
comments). However, if the authors emphasize developmental neurotoxicity
rather than NTDs, I think the study is still relevant. Some additional data would
enhance the study, as suggested by both reviewers.

Decision Letter@ew decision letter )

Suggest @ New Decision

P

—— -~ —

| Edit Draft E-Mail ) @ Save @ Approve Send BE@

o
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MAKING AN IMMEDIATE DECISION - EIC ROLE

If configured for your journal, the final decision-maker can bypass the usual peer review
process. Because this action takes place outside the usual workflow, this task displays
in the manuscript’s Manuscript Information tab or on its own task related tab.

EIC IMMEDIATE DECISION FROM THE MANUSCRIPT INFORMATION TAB

From the Manuscript Information tab, go to the Scroll To option and find EIC Decision
or EIC Immediate Decision to jump to that section.

O * WRK1-2011-07-0016 Submitted: 21-Jul-2011; Last Updated: 21-Jul-2011; 2423 days, 5 hours

ﬁ in review
* test

+ Teo, Sam (proxy) (contact)
+ Original Article

+ Select Reviewers (Due 31-Jul-2011)
2413 days overdue AE: Pillifant, Tiffan
g eraue ) o : Pillifant y. {proxy)
ﬂacbv:;isefechons, 0 invited; 0 agreed; 0 declined; @ EIC: Hatjoullis, Rebecca (proxy)
B ADM: Hatjoullis, Rebecca (proxy)

[©3) HTML [&] POF (B Original Files (O] Abstract 1) Cover Letter (S Externzl Searches (7]

Scroll To... v
Scroll To...

Peer Review Milestones
Version History
Manuscript Stub Data ed: | 21-Jul-2011
Author-Supplied Data N i
Forward to Admin in: H_BIJ&HIS,M AU REV AE EIC ADM PROD
Forward to EIC Broxy

Admin Checklist

Date to Admin: | 21-Jul-2011

=3 Hatjoullis, Rebecca AU REV AE EIC ADM PROD

Date to Editor-in-Chief: | 21-Jul-2011
B rosyt

N f Manuscript Files | Audit Trail ( Manuscript Information D

EIC Immediate Decision

AF Decision or: Pillifant, Tiffany AU REV AE EIC ADM PROD CONFIG Date to Associate Editor: | 21-Jul-2011
Aszsign to Issue proxy

Companion Papers

lz‘ top

Once the EIC is at that section they can make an immediate decision just like they
would a final decision.
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' = EIC Immediate Decision

Make a Decision

( Immediate Accept \

i Immediate Minor Revision

1 Immediate Major Revision
. Immediate Revise for Language Editing

. Immediate Reject & Resubmit

\ Immediate Reject _,/

EIC Decision Comments:

e

Create Draft E-Mail @ Save @ Commit Decision

EIC IMMEDIATE DECISION FROM A TASK-RELATED TAB

Some sites are configured such that the Immediate Decision is a separate task related
tab.
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([Editnr Immediate Decision D

M @ ‘| DR-17-0218 Submitted: 01-Nov-2017: Last Updated: 02-Mov-2017; 128 days, 4 m,:;?ei:
ﬁ + Widespread dynamic and pleiotropic expression of the melan
+ Etchewers, Heather {contact);
+ Original Research Article
+ Assign Reviewers (Due 12-Nov-2017)
117 days overdue AE: Veke Michel
H 2 active selections; 2 invited,; 0 agreed; 2 declined; 0 ED-' Vzk_e::::l;ﬁ
ADM: Editorial Office, BDR
ﬁ HTML FOF E Supplementary Files Qriginal Files ﬁ Abstract [i Cover Letter @ External Searches (7}
Editor Immediate Decision Reviews
Make a Decision I # reviews required o
/ make decision
() Immediate Accept @
Save

() Reject and Refer without Review

Transfer to: |Se|ect a site v

Version History

() Immediate Reject P BDR-17-0218

Q Immediate Major Revision - Language + Submitted on 01-Mav-2017

Decision Comments:

e

@ Create Draft E-Mail @ Save @ Commit Decision

MANUSCRIPT TRANFER

Editors may choose a decision type of Reject with Transfer. Journals may be

Page 53

configured to allow transfer to a single journal or allow the author to choose from a

selection journals.

Making the Reject with Transfer Final Decision by the Editor

» Reject and Transfer as a Final Decision

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

2. Select the decision to Reject with Transfer.
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3. 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 ke e BNk e BEEe HNNS BNe

Reject with Transfer

Transfer to:

|clientreviewb - Client Review B
salesreviewbooks - Sales Review Books

testc - TestC - l

Decision Commel

b. Transfer Choice for Authors option:

EIC Decision

Make & Decision

() Accept EIC
() Minor Revision S0 DT
() Major Revisien Accept

() Revise for Language Editing Minor Revision

() Reject & Resubmit Major Revision

() Reject Revise for Language Editing
() Reject with option to Appeal Reject & Resubmit
® Reject and Transfer Reject

Authors will be offered a choice of transfer to journals selected below: O Reject with option to Appeal

® Reject and Transfer

'#| Chicken Journal - zzzbjoc ) Journal of Tomorrow - zzztmrw

Authors will be offered a choice of transfer to journals selected below:
w Egg Journal - zzzegg

¥ chi I - zzzbj “ I-
Dog Journal - zzzdog Lizard Journal - zzzliz Chicken Journal - zzzbjoc Eag Journa| - zzzeggs
| Cat Journal - zzzcat | Parrot Journal - zzzparrot ¥ Journal of Tomarrow - zzztmr
| Journal of Yesterday - zzzyest ) Cow Journal - zzzcow

Decision Comments:

Decision Comments:

Create Draft E-Mail @ Save @ Commi

4

[ Create Draft E-Mail save [ Commit Decision
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4. Click the Commit Decision button.

BLINDED REVIEWS

If an assigned Editor is an author or co-author on a paper, they will not be able to view
the manuscript to perform tasks such as Select, Invite, or Assign Reviewers. When
they access the manuscript list for the task, the paper will not display in the list and a
note will appear on the header indicating there is a blinded paper. Alert the EIC or

Admin to the problem to have the manuscript reassigned.
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Manuscripts 1-2 of 2

Select Reviewers (Bﬁnded
Manuscript : .
D+ Manuscript Title
saleu Submitting_Author
Type

MCU1- _
201703- NEW TITLE [ View
0002-1IR Submission]
Invited

Invited (®t Atsjt[hm Ja]ne
Review contact) (proxy

The Editor is blinc

they are an Authc

12-5ep-2017

» Select Reviewers (Due 18-
Mar-2018)
0 active sslections; 0 invited, 0
agresd; 0 declined; 0 returnad

Take Action
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VIEWING MANUSCRIPT INFORMATION

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.

@ * MCU1-201507-0007-0A Submitted: 22-Jul-2015; Last Updated: 17-Sep-2017; 961 days, 5 hours

in review
ﬁ + jane quiz
+ Author, Jane (proxy) (contact)
+ Original Article

+ Azszign Reviewers (Due 01-Aug-2015)
551 days overdue

3 active selections; 2 invitad; 1 agreed; 0 declined; 1 :Eé:aiﬂme::iagr:‘;dg—aHESh (proxy)
ad ADM: Baker, Gwen
i HTML i FOF E Supplementary Files ﬁOriginal Files i Abstract @ Cover Letter@ External Searches (7]
Scroll To... v

Date Submitted: ||22-jul-2015 EF

Admin: | Baker, Gwen AU REY AE EIC ADM PROD CONFIG Date to Admin: | 22-Jul-2015

Manuscript Files | Audit Trail { Manuscript Information |

adikesavan, ganesh AU REV AE EIC ADM PROD COMFEL

o Associate Editor: | 22-Jul-2015

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

¢ Information related to all previous actions performed on the manuscript (if
configured)

e Flag Manuscripts

¢ Notes (Notes display at the bottom of all General Information tabs)
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Manuscript Header

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

© MCU1-2013-10-0016 Submitted: 08-Apr-2014; Last Updated: 22-Apr-2014; 14 days, 3 hours in review
ﬁ + The common cold

+ fAuthor, Alan {contact)

+ Original Article

+ Major Revision (22-Apr-2014)

+ Due cn: 22-May-2014

+ Scheduled to start archiving in 120 days

AE: Baker, Gwen
EIC: Mot Assigned
ADM: Baker, Gwen

@HTML @ FOF LE] Supplementary Files Qriginal Files Abstract @ Cowver Letter External Searches (7}

The header may list the following:
e Manuscript ID — may include a revision number, “Invited”, or “Resubmission”
¢ Notes link — 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 e-mail
correspondence

e Status — appears green if OK, red for overdue

e Dates — submitted, last updated, total time in review
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Names and roles of people assigned to the manuscript. Names are hyperlinked
for e-mail correspondence. If you have administrative permissions, you also see
proxy links.

Author Due — Date for Revised Paper

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)
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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
“ersion History
Manuscript Stub Data
Author-Supplied Data
Forward to Admin
Forward to EIC
Author List

Assign to Issue
Companion Papers
Flag This Manuscript
Comments

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.

@HTML @ FOF [B Supplementary Files Clriginal Files Abstract @ Cover Letter

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.)

-
|-/ Version History
: : . Date . Switch
Manuscript ID Manuscript Title Submitted Decizion Letter & Response Details
wou arey | MCU1-2013-05- Monday » view decision lefter
iiewing P> 0006.R1 training 10-Jun-2013 view the decision letter for MCUI-2013-05-
o006, R
» view author's response
view the authors response to the decision letter
MCU1-2013-05- Monday 20-May-2013 | for MCU1-2013-05-0006 =]
ooos training » view decision letter
view the decision letter for MCUI1-2013-05-0006
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e Click the links in the Decision Letter & Response column to view decision-
related correspondence regarding a previous version.

e 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.

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

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

@ Author’s Response

When you are on the a Task Related Tab such as Invite Reviewers, The Version
History will appear on the right side of the screen

Wersion History

P MCU1-2013-10-0016
# Submitted on 31-Oct-2013

Clicking on the View Review Details for the previous version will give you the Author’s
Response, Decision Letter, and Reviews.
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Review
Details
Print

/‘Scmll To... v ’

Author's Response to Decision Letter
Decision Letter

=] Author's Response to Decision Letter | DR-17-0180)

Review #1 - Ka
Review #2 - Ac
Decision Comments

Comments to the Author
This study is based on the National Birth Defects Prevention Study, a retrospectijve

cases \

Major comments:
1. Experiences from this data source in studies of teratogenic effects of drugs have shown that most likely skewed data are
obtained because of recall and non-participation bias.

Thank you for the comment. !

Plagiarism Checking

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

1. Access the iThenticate feature on the Manuscript Information tab.

|=! Plagiarism Check - iThenticate User Guide

cross Select the file for
chec submission to Select... |

iThenticate :

Powered by IThenticate

[] submit

2. Select the file to submit for submission to iThenticate from the drop-down list
then click the Submit button.

3. You will receive a message stating that the file was submitted. When complete,
select the link to View the Originality Report.

4. The Report displays.
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+/ iThenticate:

A Cloud-Storage RFID Location Tracking System
g+Lin Lai. Member, IEEE and| oy Cheng

gommnmw Engincering. Nation] Changhus University of Education, Changhie $0007

PG-1.pdf

Match Overview

CrossCheck 38 words
1 Lai, Yeong-Lin, and Chun-Yi Zheng. "Electromagnetic Char
acteristics of a Novel Radio-Frequency Complementary |

This paper Lncation trackigg sysien deshgned and
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Text-Only Report

Note: On revisions, you may view the originality report run on a previous version. It will
appear as a link in the Plagiarism Check section shown above.
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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 FOR STANDARD ACCESS

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

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

ﬁ * Title of the submissicn title of the submissicn title of the submissicon 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; D declined; 0 returned EIC: Not Aszzigned
Lastname, First ADM: Not Aszigned

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

[‘3 HTML @ PDF [B] Criginal 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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Example of Medium Risk Alert

= e ey

@ HTML @ FDF E] Supplementary Files Qriginal Files Abstract @ Cover Letter @ External Searches (7]

Some unusual activity on this document detected as of 02:03 ET, 09 Dec 2017, What is this?

Smemmll T _

inuscript Files r Audi

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:

FULL ACCESS RESPONSIBILITIES (ADMINS BY DEFAULT)
Users with Full Access have the ability to:
e Review the activity report

e Clear flagged submissions and enter notes

Note: If you have an editor role but have been granted full access, please refer to the
Admin User Guide for details.
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SUBMISSION “WHAT IS THIS?” INFORMATIONAL POP-UP

All of the unusual activity indicators will have a link to the informational pop-up via the
hyperlink, “What is this?” This pop-up will provide the following:

¢ Information and explanation of the feature
e Why it is 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 algorithms that analyze web traffic and server data such as when
Reviewers are suggested by the Author and when Reviewers use a non-institutional email
address

WHY IS THIS IMPORTANT?

The integrity and trust of journals 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 algorithms
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 to speak to with the journal Admin about details

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

LEGAL

Terms of use | Privacy Statement | Cookie policy

© Clarivate | © ScholarOne, Inc., 2017. All Rights
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ScholarOne, a Clarivate Analytics Business, provides comprehensive workflow
management systems for scholarly journals, books, and conferences. Its web-based
applications enable publishers to manage the submission, peer review, production, and
publication processes more efficiently, increasing their profile among authors, decreasing
time-to-market for critical scientific data, and lowering infrastructure costs. ScholarOne
offers workflow solutions for the submission and review of manuscripts, abstracts,
proceedings, books, grants & awards, and production. Supporting over 365 societies and
publishers, over 3,400 books and journals, and 13 million users, ScholarOne is the

industry leader.

To learn more, visit:

Clarivate.com

Asia Pacific:

Australia +61285877636

New Zealand +61285877636

China +861057601200
India +911130446419
Korea +82220768100

SE Asia & Pakistan +6567755088

Taiwan +886225033034

clarivate.com

Effective Date: 21-Jan-2019

Document Version: 3.1

2 Clarivate
Analytics


http://clarivate.com/scientific-and-academic-research/research-publishing/scholarone/

