


Underused Features Michaela Barton
13/01/2017



Underused Features

• Customize Author Main Menu
• Set File Size maximum
• Submission Item Metadata
• PowerGrid Options
• Saved Searches
• Reviewer search preferences

• Email ingest service
• Reviewer PDF & PDF download 

security
• Editor Discussion Forum
• Automatic DOI Assignment 



Customize Author Main Menu
Customize Author Main Menu Instructions



Customized Author Main Menu
• Publications may choose to 

provide instructions to their 
Authors directly on the 
Author Main Menu.

• This allows publications to 
provide information to 
Authors, such as guidance 
on addressing invitations to 
submit, reminders about 
submitting revisions from 
the original submission and 
not as a new submission, 
etc.



Customize Author Main Menu

• HTML can be used 
to add colour and 
links.

• Useful guidance 
and potential 
HTML available in 
HELP

• Perhaps provide a 
link back to your 
copyright forms or 
author instructions

System Administration> Policy Manager > General Policies 
> Customize Author Main Menu Instructions



Set File Size Maximum



Set File Size Maximum
• The publication can run a report 

to that will display file upload 
and download statistics. This 
report is found in 
AdminManager. It is called 
‘View File Upload/Download 
Statistics’. This report will show 
the number and total size for all 
uploaded files and all 
downloaded files over a 
specified time period.

• Applies to all users (Authors and 
Editors).

• To prevent the upload of a file 
larger than the configured size 
limit.

• This limit applies to all files 
uploaded, whether or not they 
are built into the PDF, or 
accessed via a link in the PDF.

• You‘ll need to decide on a 
whole number (integer) of 
megabytes  for this setting. For 
example: for a 30 MB limit, enter 
the number 30. If no limit is 
desired, leave the textbox blank.



Set File Size Maximum
System Administration > Policy Manager > Submission Policies > Set Maximum Size 

of Uploaded File



Set File Size Maximum

• A per file limit.
• Helps you to manage your data transfer and storage costs.
• Applies to all submission items at once.
• Applies to files whether or not they are built into the PDF, or accessed via a link in 

the PDF.
• Neither Authors nor Editors will be able to upload a file larger than the configured 

size limit.

Author Main Menu> During submission > Attach files page 



Submission Item Metadata



Submission Item Metadata
• An ‘Edit’ link next to a previously 

attached Submission Item allows 
entry of metadata for 
Submission Items that have 
already been attached to the 
submission.

• Data can be entered on the 
Transmittal Form for these fields.

• The publication can create 
metadata fields to be 
associated with a specific 
Submission Item Family (e.g. the 
‘Figure Number’ field can be 
created and be associated with 
the ‘Figure’ Submission Item 
Family).

• The submission item metadata 
fields can be ordered.

• These metadata fields can be 
configured to be completed by 
the Author during submission.



Submission Item Metadata
PolicyManager> Submission Policies> Edit Article Types> Submission 

Item Parameters 



Submission Item Metadata

Add a new field, or edit an existing field.

PolicyManager> Transmittal Policies> Add/Edit Submission Item Metadata



Submission Item Metadata
PolicyManager> Transmittal Policies> Add/Edit Submission Item Metadata> 

Add 

At the bottom of the page is an 
‘Options’ grid. Uncheck/deselect 
the ‘Hide’ box next to ‘Edit Article 
Type’.



Submission Item Metadata
PolicyManager> Transmittal Policies> Edit Submission Item Family 
Metadata



Submission Item Metadata
PolicyManager> Transmittal Policies> Edit Submission Item Family 
Metadata



Submission Item Metadata
PolicyManager> Submission Policies> Edit Article Types> Submission 

Item Parameters 



Submission Item Metadata
PolicyManager> Submission Policies> Edit Article Types> Submission 

Item Parameters 

Data can be entered on the Transmittal Form for these fields.



Interactive “PowerGrid”
New since 12.0: The interactive, “PowerGrid” offers a configurable grid interface. 

Editors may resize, drag & drop, freeze, or hide irrelevant columns.



Interactive “PowerGrid” Options

• Toggle to return to the traditional grid
• Quick link to video demonstrating the
power grid
• Drag margin to resize the columns 

• Click arrows to reorder the manuscripts.
• Click on the Gear for more options…

New Submissions folder…



Interactive “PowerGrid” Options
• Lists everything that’s available 

to be included. 
• Select the ones you would like 

to see by marking the "Show" 
checkbox. 

• You may also lock columns in 
place by selecting the “Fixed” 
checkbox. 
• So the information stays in 

place as you scroll across
• These columns appear 

together on the left side.



Interactive “PowerGrid” Options

• Save this search*
• Download your search results
• Search Again.
• Column headers are fixed during

scrolling

• Quick link to video demonstrating the
power grid.
• Search Criteria across the top of the 

page
• You can deselect the power grid on 

the 
Search Criteria page

Go to: Search Submissions / Search Submissions (production) / Search Proposals



Interactive “PowerGrid” Options

• Quick links to other menus are at the top 
• Ability to increase or decrease the number of results on each page 
• Ability to reorder the columns by dragging and dropping them into the desired spot
• These changes are saved for the next time you access this grid. 



Saved Searches
Save your search criteria and re-run the same query whenever you need 

to. Choose to save a ‘Quick Link’ to the search on a role main menu 



Saved Searches
Go to: Search Submissions / Search Submissions (Production)/ Search Proposals 

or Editor Main Menu> Search > Search Submissions 



Saved Searches
Go to: Search Submissions / Search Submissions (Production)/ Search Proposals
> [Enter Criteria] > Search 
or Editor Main Menu> Search > Search Submissions >[Enter Criteria]> Search

• Search Criteria is displayed 
• Name your search
• Decide whether it should 

show on the Editor Main 
menu



Saved Searches
Go to: Search Submissions / Search Submissions (Production)/ Search Proposals 

or Editor Main Menu> Search > Search Submissions 



Saved Searches
Go to: Search Submissions / Search Submissions (Production)/ Search Proposals 

or Editor Main Menu> Search > Search Submissions 

• Select a saved search from 
the Search menu

• You can Remove, Edit or 
Run the selected Search

• You can also chose to 
Share the search…



Saved Searches
Go to: Search Submissions / Search Submissions (Production)/ Search Proposals 
or Editor Main Menu> Search > Search Submissions> Share selected definition

If you’d like to share a 
search with a specific 
role
• Select the search 

you’d like to share
• Click Share selected 

Search Definition
• Select who to include 

by role
• Click Proceed. 

And it will again as 
shown before – show on 
the Main Menu for 
Editors with that role. 



Reviewer Search Preferences
Search Entire Database, My Suggest Reviewer Preferences and My Reviewer 

Display Preferences 



Search Entire Database…
Editor Main Menu> Invite Reviewers> Reviewer Selection Summary> Search my Publication –
from Entire database: 



My Suggest Reviewer Preferences
• There are two parts to 

configuring the ‘My Suggest 
Reviewer Preferences’ page:-

o Identifying what kind of people 
should be excluded from the list of 
possible Reviewers, 

o identifying how the people in the 
list of possible Reviewers are sorted 
and displayed by ordering the Sort 
options from 1-7.

• EM will suggest “qualified” 
Reviewers based on a 
predetermined set of criteria 
defined in the ‘My Suggest 
Reviewer Preferences’.

• Settings accessible from the 
Reviewer Selection Summary 
Page and Suggest reviewer 
Results page.

• Each Editor has their own set of 
preferences.



My Suggest Reviewer Preferences 



My Suggest Reviewer Preferences 



My Suggest Reviewer Preferences 



My Reviewer Display Preferences
• Editors can choose a default sort 

order for all of the Reviewer 
Selection pages (except for 
Suggest Reviewer, which has its 
own set of sort criteria) on the 
‘My Reviewer Display 
Preferences’ page.

• Each Editor has their own set of 
preferences

• Editors configure how Reviewers’ 
Classification data should be 
displayed when viewing a list of 
potential Reviewers on the 
‘Select Reviewer’ page.

• Editors also configure sort 
preferences by ordering the Sort 
Preference options from 1-5.

• Settings accessible from the 
Reviewer Selection Summary 
Page and Suggest reviewer 
Results page.



My Reviewer Display Preferences



My Reviewer Display Preferences



My Reviewer Display Preferences



Email Ingest Service
Configure Email Import



Configure Email Import
o Emails are matched to the 

correct submission using a 
unique identifier (EMID) that is 
inserted into to subject line of 
outgoing emails.

o EMID: A unique code appended 
to the subject line of an email:
o Example: 

[EMID:ed06f6b074241c34].
o Used to link external email to EM 

submission.
o Must have an EMID in subject 

line to be properly ingested.

o Users will sometimes provide 
information to the publication 
outside of Editorial Manager.

o Email import is a way to 
automate adding this external 
correspondence to the correct 
manuscript.

o Emails to be imported are 
forwarded to a unique drop box 
e-mail address created by 
Editorial Manager.



Configure Email Import



Configure Email Import



Editor Access for the Reviewer PDF 
& PDF download Security



Editor Access for the Reviewer 
PDF

• In v13.0 Permissions are added 
to Editor RoleManager to allow 
access to the Reviewer version 
of the PDF so Editors can make 
sure all intended items are 
displayed and the PDF is blinded 
appropriately. 

• The Reviewer PDF can be 
configured in PolicyManager to 
exclude certain submission items 
to make sure only the relevant 
files are displayed to the 
Reviewer. 

• This is helpful for publications 
that operate using blind peer 
review or require Corresponding 
Authors to attach confidential 
files to the submission.



Editor Access for the Reviewer 
PDF

System Administration >Role Manager > Editor Role > [Role] Edit
> General Searching and Viewing Section & Edit Submission



Editor Access for the Reviewer 
PDF

With the “View Reviewer PDF” Permission (Role Manager > Editor Role > Edit [Role]): 
Editor main Menu > View Submission 



Defining what goes in the 
Reviewer PDF

Editor Main Menu> System Administration > Policy Manager > Submission Policies> 
> Edit Submission Items> Edit 



Defining what goes in the 
Reviewer PDF

System Administration> Policy Manager > Submission Policies > Edit Article Type
> Submission Item Parameters 



PDF security?: Login
• Enabled by your Aries Account 

Coordinator.
• To Require Login to Download 

source files from PDF Links.
• If a link to a source file in the system 

PDF is clicked, the user is delivered 
to the EM login page. 

• After a successful login, the source 
file download will commence. 

• If the user is already logged into an 
EM session, they do not need to re-
enter their login credentials to 
download the file.

Build Hyperlink to the item into the PDF (item not 
displayed in PDF)

Build and hyperlink to the item into the PDF



Editor Discussion Forums



Editor Discussion Forums
• No delay to the editorial or 

production process is introduced 
by using the forum in any way.

• The workflow of Editor 
assignment, peer review, and 
Editor decision can happen as 
normal along side.

• Multiple discussion topics can be 
created for each submission if 
needed.

• To facilitate Editorial 
committees, triage or simply to 
request the opinions or 
feedback from other Editors 
regarding a submission.

• Use this feature to invite other 
Editors to participate in an 
informal discussion regarding a 
particular submission.

• A discussion can be initiated at 
any point in the workflow.



Editor Discussion Forums
System Administration> Role Manager > Editor Role > Edit



Editor Discussion Forums
Editor Folder> Initiate Discussion 



Editor Discussion Forums
Editor Folder> Initiate Discussion 



Editor Discussion Forums
Editor Folder> Initiate Discussion 



Editor Discussion Forums
Editor Folder> Initiate Discussion > Submit (after Editor is selected) 



Editor Discussion Forums
Editor Folder> Initiate Discussion > Submit (after Editor is selected)

> Editor Invited Confirmation



Editor Discussion Forums
(invited to discussion) Editor Folder> Discussions (for the manuscript for which 

“he” has just been invited to discuss) 



Editor Discussion Forums
To configure instructions for the Editors for the Discussion forum: System 

Administration> Policy Manager > Discussion Forum> Configure Discussion 
Forum Settings



Editor Discussion Forums
Editor Folder> Discussions (one already open & invited) > View



Editor Discussion Forums
System Administration> Policy Manager > Discussion Forums> Configure 

Discussion Topic Templates 



Editor Discussion Forums
System Administration> Policy Manager > Discussion Forums> Configure Discussion 

Topic Templates (1st Half of page)



Editor Discussion Forums
System Administration> Policy Manager > Discussion Forums> Configure Discussion 

Topic Templates (2nd Half of page)



Editor Discussion Forums
System Administration> Policy Manager > Discussion Forums> Configure Automatic 

Discussion Initiation



Automatic DOI Assignment



Automatic DOI Assignment
• Production tracking feature that is available for EM-only sites
• Prefix +:

o Manuscript number
o Manuscript number.1
o Incrementing number
o Incrementing number no dash

• Enabled by your Aries Account Coordinator
• Select the event that will trigger automatic DOI assignment on the 

Configure Automatic DOI Assignment page:
o ‘Notify Author of Accept Decision’ 
o or Initiate Production (if you have ProduXion Manager).



Automatic DOI Assignment
System Administration> Policy Manager >ProduXion Manager > Configure 

Automatic DOI Assignment



Any Questions?

o Author Main Menu Structure 
(Help)

o File Upload options (Help)
o PowerGrid - Video
o Sharing saved Searches- Video
o Reviewer Selection (Help)

o Email ingest service (Help)
o Reviewer PDF & PDF download 

security
o Editor Discussion Forum Video
o Automatic DOI Assignment (Help)


