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Co- Author	Workflows:	Agenda

• Contributing	Author	Verification
• Co-Author	Reminder	Reports
• Set	Other	Author	Parameters
• Custom	Details	Pages:	Author	Information
• Requesting	ORCID	IDs
• CRediT
• Author	List	changes



Contributing	Author	
Verification



Contributing	Author	Verification

• Publications	can	request	and	
capture	additional	contributing		
Author	information
• A	contributing	author	may	also	
be	requested	to	verify that	they	
are	a	contributor	to	a	new	or	
revised	manuscript
• If	the	Editorial	Office	chooses,	
you	can	require	registration for	
all	authors

• This	is	set	by	Article	Type
• Editors	given	the	appropriate	
permissions	to	manage	the	
contributing	Author	information
• Corresponding	Authors	if	given	
the	appropriate	permission	may	
to	view	the	verification	status	of	
their	co-authors



Verify	Authors:	Corresponding	Author	Only
Policy	Manager>	Submission	Policies>	Edit	
Article	Types>	[Edit]	Desired	article	type>	
Co-Author	Parameters
“Corresponding	Author	Only”	is	the	
default	setting	for	any	new	Article	Type,	
and	is	used	where	no	co-author	
validation	is	required
• When	this	setting	is	selected,	Other	
Authors	may	be	entered	by	the	
Corresponding	Author,	but	those	
Other	Authors	are	not	asked	to	
confirm	their	contribution
• The	“Notify	Other	Authors”	event	and	
letters	are	not	triggered	for	any	
submission	of	an	Article	Type	with	this	
setting
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Verify	Authors:	Co-Authors	verify	on	new	
submission

“Co-Authors	verify	on	new	submission”	
is	used	where	the	publication	would	like	
co-authors	to	confirm	their	association	
with	the	submission	when	first	
submitted	to	the	publication,	but	does	
not	require	them	to	be	fully	registered
• If	this	choice	is	configured	for	the	
Article	Type	selected	for	a	new	
submission,	upon	clicking	the	
'Approve	Submission'	link,	the	“Notify	
Other	Authors”	event	is	triggered	and	
letters	are	sent	to	the	Other	Authors

Policy	Manager>	Submission	Policies>	Edit	
Article	Types>	[Edit]	Desired	article	type>	
Co-Author	Parameters



Verify	Authors:	Co-Authors	register	and	verify	
on	new	submission

“Co-Authors register and verify on	new	
submission”	is	used	where	the	
publication	would	like	every	author	to	
be	fully registered	with	their	EM	system	
• If	this	choice	is configured	for	the	
Article	Type	selected	for	a	new	
submission,	upon	clicking	the	
'Approve	Submission'	link,	the	“Notify	
Other Authors”	event	is	triggered	and	
letters	are	sent	to	the	Other Authors	
• This	also	allows	the registered co-
authors to	track	the	submission	status	
information	through	the	editorial	
process

Policy	Manager>	Submission	Policies>	Edit	
Article	Types>	[Edit]	Desired	article	type>	
Co-Author	Parameters



Verify	Authors:	Co-Authors	register	and	verify	
on	new	submission

“Co-Authors verify on	revision”	is	used	
where	the	publication	would	like co-
authors to confirm	their	association	
with	the	revised	submission	when	the	
first	revision	is	submitted	to	the	
publication,	but	does	not	require	them	
to	be	fully registered	
• If	this	choice	is configured	for	the	
Article	Type	selected	for	a	revised	
submission,	then	upon	clicking	the	
'Approve	Revision'	link,	the	“Notify	
Other Authors”	event	is	triggered	and	
letters	are	sent	to	the	Other Authors

Policy	Manager>	Submission	Policies>	Edit	
Article	Types>	[Edit]	Desired	article	type>	
Co-Author	Parameters



Verify	Authors:	Co-Authors	register	and	verify	
on	new	submission

“Co-Authors register and verify on	
revision” is	used	where	the	publication	
would	like	every	author	to	be	
fully registered	with	their	EM	system
• If	this	choice	is configured	for	the	
upon	clicking	the	'Approve	Revision'
link,	the	“Notify	Other Authors”	event	
is	triggered	and	letters	are	sent	to	the	
Other Authors
• This	also	allows	the registered co-
authors to	track	the	submission	status	
information	through	the	editorial	
process

Policy	Manager>	Submission	Policies>	Edit	
Article	Types>	[Edit]	Desired	article	type>	
Co-Author	Parameters



Contributing	Author	questionnaires

Publications	may	have	questions	that	
are	geared	towards	authors	
specifically	– such	as	a	statement	of	
competing	interests	– you	can	have	
your	contributing	authors	answer	
questions	individually	as	follows:
• Create	your	questions
• Collate	your	author	questions	onto	
one	“Author”	questionnaire
• Policy	Manager>	Questionnaire	
Policies	(to	create	your	questions	
and	questionnaire)

• Configure	the	site	to	present	
verifying	authors	– with	the	author	
questionnaire	also	to	capture	their	
individual	answers
• Policy	Manager>	Submission	
Policies>	Edit	Article	Types>	(to	set	
your	questionnaire	against	relevant	
article	types	&	set	it	to	be	
presented	to	verifying	contributing	
authors



Contributing	Author	Questionnaires:	Options



Contributing	Author	Questionnaire:	Edit	
Article	Types	Settings



Contributing	Author	confirmation

Using	the	Yes	I	am	affiliated	link	–
produces	this	screen	– where	
Authors	must	click	“Submit	to	
Publication”	to	complete	
verification



Edit	Article	types:	Submission	vs	Author	
Questionnaires



Author	vs	Submission	Questionnaire





Co-Authors	verify	on	new	submission:	
Mergefields
%OTHERAUTH_VERIFY_DEEP_LINK%

Inserts	a	hyperlink	in	a	letter	that	allows	
a	Co-Author	to	respond	“Yes,	I	am	
affiliated.”	&	tells	the	system	they	have	
verified	as	a	contributing	Author
%OTHERAUTH_DECLINE_DEEP_LINK%

Inserts	a	hyperlink	in	a	letter	that	allows	
a	co-author	to	respond	“No,	I	am	not	
affiliated.”	&	Tells	the	system	they	
declined	attribution	as	an	author	for	this	
article



Contributing	Author	Confirmation:	Co-Author	
Questionnaire



Contributing	Author	Confirmation:	Co-Author	
Questionnaire	(2nd half	of	page)



Contributing	Author	Confirmation

Upon	clicking	Submit	to	Publication	the	author	is	presented	with	a	
confirmation	page	and	notification	that	they	can	track	the	submission.



Contributing	Author	View	of	Submitted	
Article
When	a	Contributing	Author	successfully	logs	in	after	verifying	their	
contribution	to	a	submission	(using	the	deep	link	sent	in	their	verify	
author	letter),	they	are	given	access	to	view	the	status	of	the	
submission	as	it	goes	through	the	editorial	process.



Verified	Contributing	Authors:	Editorial	Office	
View



Authors	and	Editors	with	Permission	to	Edit	
Contributing	Author	Email	addresses
• Corresponding	Authors	and	Editors	may	be	given	
permission	to	update	Co-
Author Email Addresses directly	from	
the Author Details	page

• To	Configure	for	Editors: Role	Manager>	Editor	
Roles>click	'Edit'	next	to	the	Editor	Role	you	wish	
to	grant	the		permission	>Select/Check	the	'Edit	
Other Author Email Address'	sub-permission	to	
enable	Editors	to	edit	Co-
Author Email Addresses from	the Author Details	
page

• To	configure	for	Authors:	Role	Manager	>	Author	
Role	click	Edit>	Select	Manage	Other	Authors	and	
the	sub	permission	to	Edit	Other	Author	E-mail	
Address

• The-email address is	only	updated	on	the	
Submission	record,	not	on	the	Co-Author's	People	
Record

• This	means	an	editor	does	not	have	to	“edit	
submission”	to	update	an	authors	email	address



Co-Author	Reminder	
Reports



Co-Author	Reminder	reports

• The	'Co-Author Reminder	Report'	
allows	the	Editor	to	search	for	a	list	
of Co-Authors	who	have	been	sent	
letters	asking	for	their verification co-
authorship	on	a	submission	but	have	
not	yet	responded
• The	search	can	be	run	by	the	number	
of	days	since	the verification request	
was	sent,	or	
where verification requests	were	sent	
in	a	specified	timeframe
• Results	can	be	limited	by	Handling	
Editor	or	First	Assigned	Editor,	or	
further	limited	by	Article	Type	and/or	
Section/Category	if	desired



Co-Author	Reminder	Reports







Set	Other	Author	
Parameters

Collecting	more	information	about	your	
authors



Set	Other	Author	Parameters
• Publications	can	request	additional	
information	for	Other	Authors	
during	the	Add/Edit/Remove	
Author	step
• This	information	can	be	made	
mandatory	to	complete	a	
submission
• Information	gathered	here	is	stored	
with	the	submission.	Fields	can	be	
set	as	'Hidden',	'Optional',	or	
'Required’
• Policy	Manager>	Submission	
Policies>	Set	Other	Author	
Parameters



Policy	Manager:	Submission	Policies	>	Set	
Other	Author	Parameters



Set	Other	Author	Parameters:	Affiliation	vs.	
Institution

Affiliation
• A	multi-line	text	box		allowing		for	
a	“traditional”	affiliation	
description	e.g.

Aries	Medical	Center;
Special	Guest	Adjunct	Professor	of	
Product	Management
College	of	Product	Management
Aries	Systems	University

Institution
• Can	have	“Institution	Name	
Normalization”	enabled	(Policy	
Manager	>	General	Policies>	
Enable	Institution	Name	
Normalization).	This	links	to	
Ringgold	for	a	standardised	list	of	
institutions	in	use	on	the	system
• One	line	with	just	the	institution	
Name	i.e.	Aries	Systems	
Corporation



Institution	Name	Normalisation??

Verb:	 To	clean,	de-duplicate,	and	uniquely	identify	
organizational	records	using	the	Ringgold	Identifier.	
Standardised	Institution	listing	for	publication

To	help	create	a	scholarly	supply	chain	where	
information	and	data	about	subscribers,	authors,	
readers	and	content	is	able	to	flow	easily	and	without	
confusion.

For	the	identification	and	disambiguation	of	
organizational	subscribers
• The	Ringgold	Identifier	is	a	unique	
numerical	identifier	applied	to	
organisations

• Updates	periodically	based	on	what	
abbreviations	or	names	authors	are	using	
e.g.	UCL	vs.	University	College	London	
(maintains	its	number)

• Authors	can	enter	an	institution	that’s	not	
in	the	Ringgold	database	(which	will	later	
feed	the	database	updates)

• Ringgold	IDs	available	in	JATS	1.1A



Set	Other	Author	Parameters:	Affiliation	vs	
Institution



Set	Other	Author	parameters:	Alternative	
Statuses



Custom	Details	Pages
Displaying	Author	Information



Custom	Details	Pages:	Displaying	Author	
Information
• If	an	Editorial	Office	would	like	
to	be	able	to	review	the	full	
author	list	on	the	details	page	–
they	can	create	a	custom	details	
page
• Three	default	layouts	exist;	these	
layouts	represent	the	'library’:
• Default	Editorial
• Default	Proposals
• Default	Production

• To	Create	a	new	layout:	Copy	an	
existing	layout	– from	there,	edit	
to	make	changes	to	an	already	
established	layout



Custom	Details	Page:	Displaying	Author	
Information
• Publications	can	add	a	variety	of	
information	to	the	details	pages	
- when	it	comes	to	author	and	
co-author	information	the	
following	options	are	available:	
• First	Author	– display	is	just	like	
'Other	Authors',	with	'Mail	To'	
functionality	(the	ability	to	send	
an	email	'on-the-fly')	and	the	
KnowledgeFinder icon	to	search	
Author	information	in	MEDLINE

• Corresponding	Author	(First,	
Middle	and	Last	Name,	Institute,	
City,	State,	and	Country)
• Corresponding	Author	E-Mail
• Other	Authors	(List	excluding	
Corresponding	Author)
• All	Authors	(List	including	
Corresponding	Author)	– same	
display	and	functionality	as	First	
Author,	described	above



Custom	Details	Page:	Configuration
PolicyManager>		General	Policies>	
Define Details Page Layouts:	Copy	an	existing	
layout	– and	click	Edit	next	to	the	new	copy TIP:	Expand	all	at	the	top	of	the	page

1. Copy	One	of	the	default	layouts
2. Click	“Edit”	on	your	new	Copy
3. Click	the	link	to	“Select	Items	to	

Display”	to	see	new	items	to	add	
to	your	new	details	page

4. Select	your	desired	items	to	
display

5. Click	Submit



Contributing	Author	Information:	Custom	
Details	Page	Configuration
Now	you’ve	returned	to	the	“Add/Edit	
Details	Page	Layout	for	Copy	of…”	page
1. Add	any	new	headings	you’d	

like	for	your	details	page
2. Reorder	the	page	so	that	it	

makes	sense	by	renumbering	
the	items	and	clicking	Update	
Order

3. Click	submit	at	the	bottom	of	
the	page

NB:	Some	selections	display	links	on	
the Details page to	the	destination page	–
however	“Show	link	to	this	item”	will	
provide	an	anchor	link	at	the	top	of	the	
details	page	to	drop	down	to	the	item	on	
the	page	



Custom	Details	Page:	Configuration

Then	you’ll	need	to	set	the	details	
page	for	the	role	that	needs	the	new	
information:
Role	Manager	>	Editor	Role	>	Edit	Role	
>	General	Searching	and	Viewing:

That	role	– will	then	be	able	to	see	that	
page	by	selecting	the	Details	page	– from	
the	Action	List	on	any	manuscript	



Requesting	ORCID	IDs



Authenticated	ORCID	ID	request

• If	you	wish	to collect	ORCID	iDs for co-
Authors,	we	recommend	that	you	
use co-author verification	This	
ensures	that	the Co-Author	ORCID	iD
is	always	provided	by	the co-
Author using	the	
secure Authentication protocol
• To Configure:	PolicyManager>	'Edit	
Article	Types’>		choose	an	Article	
Type- click	'Edit
• Below	the	header	'Co-
Author Parameters',	find	the	
'Authenticated	ORCID	iD Request'	
drop	down	list	and	select	'Optional’	or	
required	as	desired

• To Configure	Custom	Instructions:	
Some	publications	may	wish	to	offer	
customized	instructions	that	will	
appear	along	with	the	
ORCID Authentication section	of	
the Co-Author Verification	process
• PolicyManager >	Submission	Policies>	
'Edit	Request	Authenticated	ORCID	iD
Instructions’
• Text	may	then	be	added	to	the	'Co-
Author during	Verification'	field



Requesting	ORCID	IDs	



• If	the	Article	Type	is configured	to	
prompt	ORCID	
iD Authentication, contributing	
Authors	will	be	presented	with	a	
button	to	Link	to	their	ORCID	Profile	
after	clicking	the	deep	link	from	
the co-Author verification	letter
• If	no	ORCID	iD has	been	provided,	or	a	
non-Authenticated	ORCID	iD has	
already	been	provided	for	the co-
Author,	a	'Link	to	ORCID	Profile'	
button	will	be	available,	sending	
the co-Author to	ORCID.org	to	
Authenticate	their	iD

• If	the	'Register	and	Verify’	setting	is	
enabled	and	the co-Author has	
already	registered	and	has	previously	
retrieved	an	Authenticated	ORCID	iD,	
then	the	ORCID	iD will	be	displayed	
with	an	ORCID	icon	and	the co-
Author will	be	able	to	proceed	
with Authorship	verification		- able	to	
see	the	status	of	their	manuscript
• If	you	rather	your	corresponding	
authors	complete	ORCID	IDs	for	their	
co-authors	(not	recommended)	you	
may	set	this	in	Policy	Manager	>	
Submission	Policies>		“Other	Author	
Parameters”	

Requesting	ORCID	IDs	



• System	Administration> Policy	
Manager>	Submission	Policies>			
'Set	Other	Author	Parameters’
• This	link	opens	the Set	Other	
Author	Parameters page	
(pictured)	

Requesting	ORCID	IDs	



CRediT



CRediT

• CRediT Taxonomy	for	Authors	is	
an	open	standard	for	defining	
the	roles	played	in	the	work	
leading	to	a	research	output.	
• The	classification	includes	but	is	
not	limited	to	traditional	
authorship	roles.	

• Project	CRediT (Contributor	
Roles	Taxonomy)	has	created	an	
initial	taxonomy	that	classifies	
fourteen	different	‘Contributor	
Roles’.	
• Each	person	contributing	to	a	
piece	of	research	may	be	
assigned	multiple	roles.	For	
more	information	on	Project	
CRediT,	see:	
http://casrai.org/CRediT



Collecting	Contributor	Roles:	Configuration

Policy	Manager>	Submission	Policies>		
Configure	Contributor	Roles
On	this	page	you’ll	define:
• The	taxonomy	you	wish	to	use
• Whether	you	want	authors	to	
define	the	“degree”	of	their	
contribution
• Whether	you	want	to	allow	
authors	to	define	roles	not	in	
the	taxonomy
• Instructions	you	wish	to	provide



Collecting	Contributor	Roles:	Configuration

Policy	Manager	>	Submission	Policies	
>Edit	Article	types	>	Edit
• Make	sure	“Set	"Contributor	Roles"	
Preference:”	is	set	to	display in	
“Other	author	parameters”	
• Next	you’ll	define	which	article	
types	should	request	Contributor	
role	information
• And	then	whether	this	information	
is	required	or	optional



The	information	request	is	then	is	
integrated	into	the	Add/Edit/	
Remove	author	step	of	submission

Collecting	Contributor	Roles:	Submission	View



Collecting	Contributor	Role	Information:	
Author	verification

When	a	Co-Author	is	asked	to	verify	
their contribution to	a	submission,	
the	Co-Author	Verification	email	can	
include	the	set	of	Contributor	Roles	
attributed	to	them	by	including	the	
merge	field-
%AUTHOR_CONTRIBUTOR_ROLES%



Contributor	Role	Information:	Editorial	Office	
View	– Details	- Author	Status



Author	List	Changes

Managing	Authors	information



Author	List	Changes

• Editors	are	alerted	to	changes	
made	to	the	Author	list	between	
versions	by	an	EM	warning	
triangle	indicator
• This	is	displayed	in	select	Editor	
folders,	the	Details	page	and	
Technical	Check	page	
• The	Author	Details	page	contains	
details	as	to	the	change



Author	List	Changes:	Details	Page	view



Author	List	Change:	Author	Status



Author	List	Changes:	Corresponding	Author	
view



Any	Questions?

Michaela	Barton
Account	Coordinator	

mbarton@ariessys.com


