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Agenda

• Administrative Features
• Submission Features
• Editorial Features
• Flags!
• A Few More



Administrative Features



Update Banner Links

Update these links here:
PolicyManager à Edit Banner URLs

• Check your links regularly!



Update Banner Links



Update Main Pages

• Check your links regularly!
• Update instructions
• Review the information

• Contact your Account
Coordinator for assistance



Update Your Letters!

• Recent security updates in Editorial Manager changed the 
%PASSWORD% merge field functionality
• Check the wording on your letters for accuracy



Update Your Letters!

Update letters here:
PolicyManager à E-mail and Letter Policies à Edit Lettersà Select 
the letter



Update Merge Fields

• Search
• View description



Custom Merge Fields



Custom Merge Fields

• Use Custom Merge Fields for 
frequently updated information
• Add Images that display in 

HTML letters



Custom Merge Fields

Create Custom Merge Fields here:
PolicyManager à E-mail and Letter Policies à Define Custom 
Merge Fields



• Add external correspondence to History
• Can be a record of a phone call

Add External Correspondence





Add External Correspondence

Configure permission:
RoleManager à Select Editor Roleà General Searching and 
Viewing



Create an E-mail Drop Box

• Creates an e-mail address for use by Editors
• Be selective who gets this address

• When configured, correspondence sent from EM (related to a 
submission) will have an EMID
• WHAT IS AN EMID?
• Used to link external e-mail to EM submission
• Must have EMID in subject line to be properly ingested



Create an E-mail Drop Box

Configure Drop Box Address here:
PolicyManager à E-mail and Letter Policies à Configure Email 
Import



Create an E-mail Drop Box



Create an E-mail Drop Box



Submission Features



Update Submission Instructions

• New Submission Interface available in version 14.1
• New Submission Interface will be turned on for everybody with 15.0 

upgrade
• Update your Submission Instructions now!



Update Submission Instructions

Instruction fields can be customized



Update Submission Instructions

Configure New Instructions:
PolicyManager à Submission Policies à Edit Manuscript Submission 
Instructions

Review Old Instructions:
PolicyManager à Submission Policies à Edit Legacy Manuscript 
Submission Instructions



External File Type

• Think about the URL feature for larger file sets
• Set to Optional or Required



External File Type

Configure here:
PolicyManager à Submission Policies à Edit Submission Items



Author and Submission Questionnaires

• Submission Questionnaire:
• Displayed only to Author when submitting manuscript

• Author Questionnaire:
• Displayed to Author when submitting manuscript
• Also displayed to Co-Authors when using Co-Author Verification

• Gather information from Authors that can be used for reporting



Author and Submission Questionnaires

• Displayed on Additional
Information Submission
step
• Questions can 

request answers in 
many forms



Questionnaires

• Text
• Date
• Integer
• Decimal
• Notes
• Lists



Author and Submission Questionnaires

• Drop Down List
• Checkbox List
• Radio Button List
• Selector Box List



Questionnaires – Follow-on Questions

• You can also configure a follow-on question, or series of questions

Q 1

Q 2



Q 1

Q 2

Q 3



Author and Submission Questionnaires

Configure Questions:
PolicyManager à Questionnaire Policies à Create Custom 
Questions







Author and Submission Questionnaires

Configure Questions:
PolicyManager à Questionnaire Policies à Create Questionnaires





Author and Submission Questionnaires

Configure Questions:
PolicyManager à Submission Policies à Edit Article Type



CRediT Contributor Roles



Enable the feature here:
PolicyManager à
Configure Contributor 
Roles



CRediT Contributor Roles

Configure it to “Display”:
PolicyManager à Set Other Author Parameters



CRediT Contributor Roles

Configure it as Optional or Required for Article Types:
PolicyManager à Configure Article Types



Capture Funding Information

• Collect grant funding information from your Authors
• Funding Institution Names are standardized using the CrossRef Funder 

Registry



Capture Funding Information

Configure the feature here:
PolicyManager à Submission Policies à Edit Article Types
Set as Optional or Required



Editorial Features



Additional Manuscript Details (AMDs)

• Define custom fields to associate with submissions
• Can be used for capturing additional information, such as identifying 

candidates for fast track publication



Additional Manuscript Details (AMDs)

Configure the feature here:
PolicyManager à
Additional Data Policies à
Add/Edit Additional 
Manuscript Detail Fields





Editor Chains and Alternates

• Assign multiple Editors at the same time
• Create chain templates and associate them with different Article Types



Editor Chains and Alternates

• Swap Editors mid-chain by 
clicking Unassign Editor link



Editor Chains and Alternates

Enable the feature here:
PolicyManager à Define Editor Assignment Chain Templates



Editor Chains and Alternates

Enable the feature here:
PolicyManager à Edit Article Types



Custom Review Questions

• More useful than Manuscript Rating Questions
• Gather information for Reporting
• Display on Editor Form 
• Can be included in merge fields



Custom Review Questions



Custom Review Questions

Configure the feature here:
PolicyManager à Reviewer and Editor Form Policies à Reviewer 
Recommendation Policies section

• Create/Edit Custom Review
Questions
• Create/Edit Review Forms
• Match Review Forms to Article

Types and Reviewer Roles



• Customize the instructions
• Display on the page or as a popup

Instructions for Reviewers



Instructions for Reviewers



Flags!



Flags

• So many flags, so little time….
• Custom Flags 
• Submissions
• People
• Schedule Group (ProduXion Manager)

• Configured in PolicyManager



Custom Submission Flags

• Publications may configure their own flags for any number of uses
• Flags are set (turned on) on the ‘Submission Flags’ pop-up page, 

accessible from the ‘Details’ pages and flag next to Details link
• When on, flags are displayed next to the Details link in the Action 

column, and also on the Details page
• Submission Flags are visible to Editor or Publisher roles (by permission)



Custom Submission Flags



Custom Submission Flags



Custom Submission Flags



Custom Submission Flags



Custom Submission Flags



Custom Submission Flags



• Associate a Custom 
Submission flag with
a custom Submission
Question’s response



Custom Submission Flags

• Flag will display next to Details link
• Flag will display next to answer on Details page



Custom People Flags

• Publications may configure their own flags for any number of uses
• Flags are set (turned on) on the ‘People Flags’ pop-up page, accessible 

from the Flag icon next to people names
• People Flags are visible to Editor or Publisher roles (by permission)



Custom People Flags

• People Flags and
Submission Flags
use the same set
of flags, so it can 
be used for one or 
the other.



Search by Flag Name



Search by Flag Name



And a few more….



Detailed People Notes

• Allow Editors to use 
Detailed People 
Notes for further 
information on when 
a note was added 
and who added it



Detailed People Notes

• Choose to display at the top of the People – Update Information page



Detailed People Notes

• View Detailed People notes when inviting Reviewers (must have 
‘Detailed People Notes’ available as Search Criterion in RoleManager)



Detailed People Notes

• View Detailed People notes when inviting Reviewers (must have 
‘Detailed People Notes’ available as Search Criterion in RoleManager)



Detailed People Notes

Enable permission here:
RoleManager à Select Editor Role à Viewing and Editing People 
Data section

Enable in Reviewer Search here:
RoleManager à Select Editor Role à Reviewer Search Criterion



Detailed People Notes – People Sharing

• Publications in a People-Sharing Group can share Detailed People 
Notes
• When shared, notes can be filtered by publication



Detailed People Notes – People Sharing

Enable the feature here:
RoleManager à Select Editor Role à Viewing and Editing People 
Data section



Similarity Check

• Similarity Check powered by iThenticate from CrossRef
• Configure files to automatically go to iThenticate for similarity check 

(based on Article Type configuration):
• On Initial Submission
• On First Revision
• On Final Disposition of Accept

• View results from folders such as:
• New Submissions
• Revised Submissions



Similarity Check



Similarity Check

• NOTE:  You do need an account with CrossRef before this feature can 
be enabled.  https://www.crossref.org/services/similarity-check/

• Configure Similarity Score for your publication 
• Configure any role permission to view

Configure the feature here:
PolicyManager à Submission Policies à Configure Similarity Check



Search Submissions – Publisher Role

• Allow Publisher Roles to Search Submissions
• Added by popular demand, so make sure you take advantage of it!



Search Submissions – Publisher Role

Enable the feature here:
RoleManager à Select Publisher Role à Search Submissions






