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Additional Manuscript Details
Publisher-defined fields



Additional Manuscript Details
o Editorial Manager contains many system fields, or, fields that 

are available across all sites by default
o In many cases, you can choose whether system fields are:

o Hidden or Visible
o Hidden, Optional, or Required for any step in the workflow

o Additional Manuscript Details (AMDs) are publisher-defined 
fields
o EM may not have a field for the specific information you 

wish to capture
o Examples

o Publish Ahead of Print? Y/N
o Open Access Paper? Y/N



Additional Manuscript Details
o There are several ways to configure an AMD:

o Text (200 character limit)
o Date
o Integer
o Decimal
o Notes (20,000 character limit)
o List Value (drop-down only)

o You can also choose whether these AMDs apply to all Article 
Types (eg, Publish Ahead of Print) or just for select Article Types 
(eg, Rapid Review Required)



Additional Manuscript Details
o AMD fields may also be configured at various points in the EM 

interface:
o Link on Details page (Hide, Display only, Editable)
o Display on Details page (Hide, Display only, Editable)
o Transmittal Form (Hide, Display only, Editable, Required)
o Display for Invited Submissions (Hide or Display only)
o Search Submissions (Hide or Display only)
o Search Proposals (Hide or Display only)
o Schedule Group TOC (Hide, Display only, Editable)
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Link on Details page
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Search Submissions
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Additional Manuscript Details
o AMDs are configured in PolicyManager while access to view 

and edit AMDs is configured in RoleManager
o PolicyManager

o Add/Edit Additional Manuscript Details Fields
o Define Custom Details Page Layout
o Edit Transmittal Form Layout

o RoleManager
o Editor/Publisher Roles

o View Additional Manuscript Details
o Edit Additional Manuscript Details
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Additional Manuscript Details
o Links to EM Help for additional configuration help:

o http://www.editorialmanager.com/robohelp/13.0/Editorial_
Manager_Help/User-
Defined_Fields_for_Submissions_and_People.htm

o http://www.editorialmanager.com/robohelp/13.0/Editorial_
Manager_Help/Details_Page.htm

o http://www.editorialmanager.com/robohelp/13.0/Editorial_
Manager_Help/Transmittal_Forms.htm



Reporting



Additional Manuscript Details
o Tables to know:

o Additional Manuscript Details Fields
o Additional Manuscript Details Values

o These two tables can be joined with any number of other views 
and tables to report on AMDs

o Some view recommendations
o Manuscript Status History View
o Editors & Submissions
o Authors & Submissions

o First join desired view to the AMD Field Values table using 
Document ID

o Next, AMD Field Values table to AMD Fields using Unique 
Identifier and AMD ID
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Publisher-defined fields



Additional People Details
o Editorial Manager contains many system fields for user records

o Display to new or existing registrants as optional or required 
fields (eg, Title, Degree, Institution)

o In select instances some fields may be designated as hidden (eg, 
secondary fields, personal identifiers)

o Some fields are visible only to an Editor with permission to Search 
People(eg, Available as a Reviewer? Editorial Board Member?)

o Additional People Details (APDs) are journal-defined fields for 
capturing user-specific data
o EM may not have a field for the specific information you wish to 

capture
o Examples

o Membership ID
o Continuing Education Participant



Additional People Details
o Additional People Details can be configured as:

o Text (200 character limit)
o Date 
o Integer
o Decimal
o Notes (20,000 character limit)
o List (Drop-down list only)

o APDs are not role specific so once configured they will appear 
across all user records

o APDs are only visible to Editors with appropriate view and/or 
edit permissions

o APDs are not never visible to the user when they choose to 
Update My Information



Additional People Details
o APDs may be configured to display:

o Additional People Details link (Hide, Display only, Editable)
o People Activity Details (Hide, Display only)
o Transmittal Form (Hide, Display only, Editable, Required)

o APDs can be transmitted as custom metadata to production
o Must be configured to at least display on the transmittal 

form to include in export
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Additional People Details
o APDs are configured very similar to AMDs
o PolicyManager

o Add/Edit Additional People Details
o Edit Transmittal Form Layout

o RoleManager
o Editor/Publisher Roles

o Search People
o View People Activity Details
o View Additional People Details
o Edit Additional People Details
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Additional People Details
o Helpful links to additional configuration steps:

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/User-
Defined_Fields_for_Submissions_and_People.htm



Reporting



Additional People Details
o Tables to know:

o Additional People Details Fields
o Additional People Details Values

o These two tables can be joined with any number of other views 
and tables to report on AMDs

o Some view recommendations
o People & Address
o People & Classifications
o People & Keywords

o First join desired view to the APD Field Values table using 
People ID and People Unique ID

o Next, APD Field Values table to APD Fields using Unique ID 
for the field and APD ID
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People Notes Field
Traditional way to store what you really think



People Notes
o The traditional People Notes box appears at the end of every 

user record
o Free-text box used historically to capture specific 

information about the user to share amongst those with 
permission to View and/or Edit People Notes

o Examples include:
o Award recipient information
o Excellent Reviewer
o Banned Author
o Unresponsive Reviewer

o People Notes are searchable through the Search People and 
Invite Reviewers interface
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Configurations



People Notes
o People Notes are a basic field on the user record page that can 

be accessed with two RoleManager permissions
o RoleManager

o Editor/Publisher Roles
o View People Notes
o Edit People Notes

o If you plan to store sensitive information be sure who you allow 
access to this field
o If you have an Associate Editor who is also a consistently 

late reviewer, be sure the editor does not have access to the 
People Notes fields if you plan to note him as such
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People Notes
o Helpful Links to configuration options:

o http://www.editorialmanager.com/robohelp/13.0/Editorial_
Manager_Help/Notes_field_in_People_Record.htm



Reporting



People Notes
o People Notes are available in many different views and tables as 

a field
o No need to join together multiple tables or views unless needed 

for the specific report
o Some view recommendations

o People & Address
o Authors & Submissions
o Reviewers & Submissions

o Table recommendation
o People Table

o Use the People Table to join to any other tables or views in your 
report

o Most common join would be with Unique People ID



Detailed People Notes
Let’s get specific



Detailed People Notes
o EM v 12.1 introduced the Detailed People Notes functionality
o These notes are automatically timestamped upon clicking the 

Submit Note button
o The Operator who entered the Detailed People Note is also 

automatically captured. 
o Therefore, the context of the notes field can be kept to only the 

context of the note. Not any additional identifying and/or 
versioning information

o Detailed People Notes, unlike the traditional People Notes, can 
be synched across EM Portal linked sites
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Detailed People Notes
o Detailed People Notes have a few more permissions as they can 

be shared across EM-Portal sites
o RoleManager

o Editor/Publisher Roles
o View Detailed People Notes
o Manage Detailed People Notes
o View Portal-Shared People Notes
o Manager Portal-Shared People Notes
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Detailed People Notes
o Helpful links to configuration options:

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/Detailed_People_Notes.htm

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/Inter-journal_Resource_Sharing.htm



Reporting



Detailed People Notes
o A new table called Detailed People Notes is available to capture 

these notes and may be joined with other views and tables
o The Detailed People Notes are available in several tables and 

views
o Join with any other table that includes people data on Unique 

People ID to report on this information
o Some view recommendations

o People & Address
o Authors & Submissions
o Reviewers & Submissions

o Source publication is available in this field and should be 
used for determining where a Detailed People Note 
originated
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Submission Flags
Graphical highlights in Editorial Manager



Submission Flags
o Submission Flags are icons that may be appended to submissions at 

any time in the workflow
o Editors/Publisher roles may be given access to:

o View Submission Flags
o Turn on Submission Flags
o Turn off Submission Flags

o Submission Flags are searchable throughout Editorial Manager
o Search Submissions (EM/PM)
o Search Proposals

o Submission Flags can also be tied to Additional Manuscript Details 
(AMD) field

o Submission Flags may be designated as EM only, EM/PM, or PM only
o Submission Flags can also be configured to display in Flag History
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Submission Flags History
Track those submission flags with ease



Submission Flag History
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Submission Flags
o The available Submission and People Flag icons are shared 

between the two configurations although both settings are 
housed separately in PolicyManager

o PolicyManager
o Create Customized Submission Flags

o RoleManager
o View Submission Flags
o Turn on Submission Flags
o Turn off Submission Flags
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Submission Flags
o Helpful Links to configuration options:

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/Customizable_Flags_for_Submission
s_and_People.htm



Reporting



Submission Flags
o Submission Flag History View can be joined with many 

other views and tables to report on submissions with 
current flags or to track historical flag settings

o View recommendations
o Authors & Submissions
o Manuscript Status History View
o Submissions & All Author Questionnaires View

o Most likely join would be the Unique Document ID
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People Flags
o People Flags are icons that may be appended to user records at 

any time and can be visible in key areas of the interface
o Editors/Publisher roles may be given access to:

o View People Flags
o Turn on People Flags
o Turn off People Flags

o People Flags are searchable throughout Editorial Manager
o Search People

o People Flags may be turned on/off by searching via Search 
People or any name that has the flag icon associated with it
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People Flags
o People flag configurations are similar to submission flags
o Same pool of potential icons
o PolicyManager

o Create Customized People Flags
o RoleManager

o Editor/Publisher Roles
o View People Flags
o Turn on People Flags
o Turn off People Flags
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People Flags
o Helpful Links to configuration options:

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/Customizable_Flags_for_Submission
s_and_People.htm
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People Flags
o People flags requiring the joining of two tables to report on 

flags associated with people records:
o People Flag Associations
o Configured Custom Flags

o These tables are joined based on Custom Flag Config ID 
field

o Additional views can be joined from here
o People & Address View
o Authors & Submissions View
o Reviewers & Submissions View
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Custom Questions
Submission Questionnaires



Custom Questions
o Custom questions can be configured at the Article Type level:

o Submission questionnaire – corresponding author only
o Author questionnaire – corresponding author AND all co-

authors
o Questions can be configured as:

o Text (200 character limit)
o Integer
o Date
o Decimal
o Notes (20,000 character limit
o List (Drop-down, Radio Button, Scrolling Selector, 

Checkboxes)
o Follow-on questions may be added to any List value 

question
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Custom Questions
o Custom questions must be tied to Questionnaires in order 

to link them to Article Types
o Questionnaires can be configured to display at New 

Submission or First Revision
o Different questions can be asked at each point
o Co-authors are only prompted to answer questions once as 

part of the Verify, Verify and Register at New Submission 
or First Revision

o Submission Questionnaires – only for corresponding 
author

o Author Questionnaires – corresponding and all co-authors
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Custom Questions
o Helpful links to configuration options:

o http://www.editorialmanager.com/robohelp/13.0/Editori
al_Manager_Help/Custom_Questionnaires.htm



Reporting



Custom Questions
o Custom questions have their own unique views that cover 

many common reports
o Recommended views:

o Submissions & All Authors Questionnaires View
o Submissions & Author Questionnaires View

o Question text and author response fields automatically 
available in these views

o Can also determine whether a question was asked at initial 
submission or revision
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