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Author Forms
Submission and Author Questionnaires



Submission Questionnaire
o Text goes hereo These questions are 

presented just to your 
corresponding author

o Gather information that 
is specific to the 
submission and does 
not require input from 
all authors

o Word Count
o Statistician Review
o Fast-track Request



Author Questionnaire
o The Corresponding 

Author can also be 
asked questions that 
pertain to all authors

o These questions can be 
sent to co-authors as 
part of the co-author 
verification process at:

o New Submission
o First Revision



Author Questionnaires
o Co-Authors 

receive the form 
as part of their co-
author verification 
email

o Co-Authors can 
be asked to verify 
only or verify and 
register prior to 
completing the 
questionnaire



Author Questionnaire
o ORCID iD can be collected as part of questionnaire



Author Questionnaire
o Co-authors are then 

presented with the 
same questions as the 
corresponding author

o Questionnaire must be 
completed before the 
co-author verification is 
considered complete



Author Questionnaire
o Co-authors can save 

their questionnaires for 
completion at a later 
time

o Verify only – must use 
email or link to retrieve 
form

o Register and Verify –
may log in and submit 
form



Author Questionnaire
o Verify Only



Author Questionnaire
o Register and Verify



Author Questionnaire
o The corresponding 

author can be given 
permission to manage 
co-author verification

o RoleManager
permissions include

o View only
o Resend confirmation letters
o Edit email address and resend 

letters



Author Questionnaires
o Corresponding Author Interface



Author Questionnaire
o Editors can also 

manage co-author 
verification and 
questionnaires

o All the same access as 
authors plus:

o Edit submitted co-author 
questionnaires

o Reset 
confirmation/questionnaire 
status



Author Questionnaires
o Editor Interface



Author Questionnaire
o PolicyManager Configurations



Author Questionnaire
o Create Custom Questions



Author Questionnaire
o Create Custom Question Display Policies



Author Questionnaire
o Create Questionnaires



Author Questionnaire
o Article Type Settings



Author Questionnaire
o Article Type Settings



Author Questionnaire
o ActionManager Settings



Author Questionnaires
and

Transfers



Transfers
o Corresponding Author 

questionnaires can 
transfer with the 
submission as part of 
the Additional 
Information step

o Answers will transfer 
from site to site where 
exact text string 
matches are detected



Transfers
o Custom Question IDs 

allow for questions with 
different question text 
to transfer as well:

o Allows for varied text 
with regards to journal 
names and hyperlinks 
embedded within the 
question text



Transfers
o PolicyManager

Configurations
o Add unique identifier to 

the Custom Metadata 
ID field to indicate 
questions should be 
transferred

o Custom Metadata ID 
must:

o Contain letters and numbers
o Match exactly in both sites
o Question answer configurations 

must be exactly the same



Review Forms



Review Forms
o Custom Review 

Questions
o List
o Yes/No, Yes/No/NA, 

Yes/No/Text
o Integer
o Date
o Decimal

o Questions may be 
required or optional

o Different forms for:
o New vs  Revised Submissions
o Reviewer Roles
o Article Types



Review Forms
o Completed Custom Questions



Review Form
o Manuscript Rating 

Questions
o Scale of:

o 1-3
o 1-5
o 1-10

o Only questions that 
can be configured to 
appear on both the 
Editor and Reviewer 
Forms



Review Forms
o Blinded Comments to Author



Review Form
o Confidential Comments to Editor



Review Form
o Upload Reviewer Attachments



Review Form
o Submitted Reviews



Review Form
o Terminated Reviewers



Review Form
o Terminated Reviewers



Review Form
o Terminated Reviewers



Review Form
o Terminated Reviewers



Review Form
o Terminated Reviewers



Review Form
o Terminated Reviewers



Review Form
o Re-open Review



Review Form
o Transfer Authorization



Review Form
o Transferred Submissions Folder



Review Form
o If this submission is 

transferred to 
another publication, 
do we have your 
consent to:

o Include your identifying 
information?  (Answer: No)

o Include your review? 
(Answer: No)

o Publish your review in a pre-
publication history? 
(Answer: No)



Review Form
o If this submission is 

transferred to another 
publication, do we 
have your consent to:

o Include your identifying 
information?  (Answer: No)

o Include your review? (Answer: 
Yes)

o Publish your review in a pre-
publication history? (Answer: 
N/A)



Review Form
o If this submission is 

transferred to another 
publication, do we 
have your consent to:

o Include your identifying 
information?  (Answer: Yes)

o Include your review? (Answer: 
Yes)

o Publish your review in a pre-
publication history? (Answer: 
Yes)



Review Form
o Review forms are 

created and 
maintained in 
PolicyManager –
Reviewer 
Recommendation 
Policies

o Similar to Custom 
Question Configurations 
whereby a pool of 
questions can be 
configured and tied to 
various Review Forms



Review Form
o Create Custom Review Questions



Review Form
o Add Custom Review Question



Review Form
o Create Review Forms



Review Form
o Edit Review Form



Review Form
o Edit Review Form (cont.)



Review Form
o Edit Review Form (cont.)



Review Form
o Match Review Forms to Article Types and Reviewer Roles



Editor Forms



Editor Forms
o Keep Reviewer Comments Separate



Editor Forms
o Keep Reviewer Comments Separate



Editor Forms
o Keep Reviewer Comments Separate



Editor Form
o Review Questions and Responses



Editor Form
o Review Questions and Responses



Editor Form
o Notify Author Letter – Editor Comments



Editor Form
o Notify Author Letter – Reviewer Comments



Details Page



Details Page
o Details page is a living 

document that 
captures the most up-
to-date information for 
a submission

o Track
o Editor and Reviewer 

Assignments
o Status
o History
o Attachments
o Co-author confirmations
o Flags
o Additional Manuscript Details



Details Page
o Submission flags can be 

managed from the 
details page for ease 
of tracking

o Examples include:
o Missing Copyright
o Open Access 
o Fast-Track Requested
o Potential Duplicate Submission

o Permissions drive 
visibility to flags



Details Page



Details Page



Details Page



Details Page
o Editor and Reviewer 

assignments can be 
tracked and monitored 
from Details Page

o Due dates can be 
extended and 
reviewers/editors 
automatically emails 
regarding any changes



Details Page
o Additional Manuscript 

Details fields are 
journal-defined fields 
used to track 
information EM does 
not capture 
automatically

o Different from flags 
because information 
can be exported in 
XML

o Examples:
o Publish Ahead of Print
o Open Access



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Details Page
o Configurations



Transmittal Form



Transmittal Form
o Last step in the EM 

process for accepted 
papers

o Drives the output for 
production

o XML (FTP)
o EM Metadata download 

(Publisher Role Family)

o Most settings are in 
PolicyManager –
Transmittal Policies



Transmittal Form
o Funding Information



Transmittal Form
o ORCID iD



Transmittal Form
o Download Metadata



Transmittal Form
o Download Metadata



Transmittal Form
o XML (JATS 1.1)



Transmittal Form
• XML (JATS 1.1)



Transmittal Form
o XML (JATS 1.1)



Transmittal Form
• XML (JATS 1.1)



Production Task 
Questionnaires



Production Task 
Questionnaires

o Production tasks may 
be configured to 
include custom 
questions unique to 
that task:

o In-take questionnaire for 
production assistants

o Author reprint questions
o Vendor-specific questions



Production Task 
Questionnaires

o Vendor Task Questionnaire



Production Task 
Questionnaires

o Vendor Task Questionnaire



Production Task 
Questionnaires

o Vendor Task Questionnaire



Production Task 
Questionnaires

o Vendor Task Questionnaire



Production Task 
Questionnaires

o Vendor Task Questionnaire



Production Task 
Questionnaires

o Author Task Questionnaire



Production Task 
Questionnaires

o Author Task Questionnaire



Production Task 
Questionnaires

o Author Task Questionnaire



Production Task 
Questionnaires

o Production Task Configurations



Questions?


