


Bootcamp
Editorial Manager Basics



Agenda

o Introduction.
o Registration, ORCIDs and Registration Plus.
o Author Submission - Article Type Configuration and Questionnaires.
o Widgets – Additional People Details (APD’s) Additional Manuscript Details (AMD’s), Flags, 

Manuscripts Notes and the original Flag! 
o Searching for Flags, Saved Searches and Sharing Searches.
o Attachments – Reviewers/Editors, Allowing access, Sending, Sanitization and email 

Attachments.
o Journal Office Functions  - Managing People Records and Proxy.
o Editor Terminology and Editor Chains.
o Managing Submissions – Technical Check, Duplicate Submission Checking and Menu 

Overview
o System Administrator Functions - Role Manager, Action Manager, Policy Manager
o Basic Reporting – Searching, Canned Reports, Reminders, Creating Custom Reports, General 

Data Export, Introduction to Enterprise Analytics Reporting (EAR).
o Q&A.



Registration
Registration Fields, Reviewer Registration, ORCID



Registration Fields

o Registration fields can be 
set to optional or required. 

○ There are six Editorial 
Manager required fields -
all other fields are available 
to be set to optional or 
required. 



Registration Fields - Reviewer 
Availability

oThe publication can ask new registrants for their availability 
as a reviewer. 



Registration Fields - Areas of 
Expertise

o The publication can ask new registrants to specify their areas of 
expertise in the classifications and keywords sections. 

o These can be set to optional or required with maximum and minimum 
values. 



ORCID
o ORCID = Open Researcher 

and Contributor ID.

○ Enabling the “Login via 
ORCID” option allows 
users to fetch their ORCID 
ID and log into Editorial 
Manager.



Registration+
o By enabling Expedited 

Reviewer Login, you will 
allow your reviewers a fast-
track to review their first 
paper in your Editorial 
Manager site. 

Expedited Reviewer Login



Configurations
Registration Fields, ORCID, Reviewer Login, and Other Authors



Registration - Configurations 

o Editing the Registration 
Fields is completed in 
PolicyManager. 

o By selecting “Edit 
Registration Fields” the 
publication can set any 
available field to required 
or optional. 



Registration - Configurations 

o Editing the Registration 
Fields is completed in 
PolicyManager. 

o By selecting “Edit 
Registration Fields” the 
publication can set 
requirements for fields 
including the areas of 
expertise.

Registration Fields



Registration - Configurations 

o When used, the merge fields log the 
user directly into the Update My 
Information page to update the record 
fields or their 
classifications/keywords. 

Useful Merge Fields



Registration - Configurations 

o Enabling the option to enter your 
ORCID on the Login Page, is set in 
PolicyManager. 

o By selecting “Login via ORCID” 
the user has the option to use the 
single sign-on feature and login to 
EM via their ORCID credentials. 

ORCID



Registration - Configurations 

o The publication can 
require a subset of 
required registration 
fields for reviewers 
logging in for the first 
time. 

Expedited Reviewer Login





Submit New Manuscript



Submission Instructions
Policy Manager> Submission Policies > 
Edit Manuscript Submission Instructions



Article types
Policy Manager> Submission Policies>Edit Article types > Edit



Full & Short Titles
Policy Manager> Submission Policies> Edit Article types > 

Edit > Field Size Limitations



Authors
Policy Manager> Submission Policies > 

Edit Article Types > Edit > Field Size Limitations



Co-Author Questionnaire
Policy Manager > Questionnaire Policies > Edit Co-Author Questionnaire Instructions 



Co-Author Information
Policy Manager > Submission policies > Set Other Author 

Parameters



Policy Manager> Submission Policies > 
Edit Article Types > Edit > Co-Author Parameters

Additional Co-Author Information



Funding information
Policy Manager> Submission Policies> Edit Article types > Edit > Article Type 

Parameters



Section Categories
Policy Manager> Submission Policies> Edit Sections/Categories and Edit Article types > Edit > Set 

“Select Section Category Preferences”



Abstract 
Policy Manager > Submission Policies> Edit Article Types > 

Edit > Field Size Limitations 



Policy Manager > Submission Policies> Edit Article Types > 
Edit > Article Type Parameters

> Field Size Limitations

Keywords



Classifications 
Policy Manager > Submission Policies> Edit Article Types > 

Edit > Field Size Limitations 



Classifications 
Policy Manager > Submission Policies> Edit Classifications



Classifications 
Policy Manager > Submission Policies> Set Classifications Display Policy



Policy Manager > Submission Policies> Edit Article Types> Edit > Article Type Parameters

Additional Information 



Additional Information: 
Options



Policy Manager > Questionnaire Policies> Create Custom Questions> Add Question

Create Custom Questions



Configure Questionnaire
Policy Manager > Questionnaire Policies> Create Questionnaire> Edit> Configure Questionnaire > 

Add Custom Questions



Policy Manager > Submission Policies> Edit Article Types > 
Edit > Field Size Limitations 

Submission Comments



Policy Manager > Submission Policies> Edit Article Types and Select Author’s Reviewer 
Preferences

Author Suggested Reviewers



Policy Manager > Submission Policies> Edit Manuscript Geographic Region of Origin

Region of Origin



Submission Items
Policy Manager > Submission Policies> Edit Submission Items



Submission Items
Policy Manager > Submission Policies> Edit Article Types> Edit > Edit Submission Item Parameters



File Upload



Author Approval:  Build PDF



Submissions Awaiting Author 
Approval



Author Submission Approval



Author Approval Instructions 
Policy Manager> Submission Policies > Configure Author Accept Checkbox



Author Submission Approval



Manuscript Submitted!





Widgets
Additional People Details, Additional Manuscript Details, Flags, and Attachments



Additional People Details

o The Publication can 
configure Additional People 
Details fields to collect more 
author information. 

o These fields can be accessed 
in the people record under 
Additional People Details. 

People Record



○ The Publication can 
also allow configure 
these additional 
fields to appear on 
the Transmittal 
Form. 

Additional People Details
Transmittal Form



Additional People Details -
Configurations 

o Additional People Details are 
configured in PolicyManager.



o You can configure the 
fields to appear in the 
Additional People 
Details, People Activity 
Details and the 
Transmittal Form.

Additional People Details -
Configurations 



o Additional Manuscript Details can 
be configured to collect additional 
information on submissions. 

Additional Manuscript Details



Additional Manuscript Details -
Configurations



Additional Details - Permissions
o Additional Manuscript 

Details
o Additional People 

Details

○ These permissions are 
only available to users 
with an Editor Role. 



Flags

○ The Manuscript Notes and 
option for displaying the 
flag, are available on the 
Details Page. 

Manuscript Notes



Flags

○ Submission Flags are 
configured by the Publication 
and any user with permission 
can add these flags. 

○ When selected all available 
Submission Flags show.

Submission Flags



Search Submission Flags

○ With permission to 
Search Submissions, 
comes the ability to search 
on Submission Flags. 

Searching Submission Flags



Search Submission Flags
Saving Submission Flag Searches



Flags

○ People Flags can be 
added to people 
records like 
Submission Flags 
can be added to 
submissions. 

People Flags



Search People Flags

○ Publications can 
search on People 
Flags. 



Flags - Configurations

o Submission Flags o People Flags



Submission Flags
Configurations



Submission Flags
Additional Manuscript Details

o Additional Manuscript 
Details can be associated 
with Submission Flags!



People Flags
Configurations

○ People Flags can be 
customized like 
Submission Flags and 
the Publication can  
modify the flag and its 
availability at any time. 



Flags - Permissions

○ Permissions for all flags 
are found in one place in 
RoleManager. 



Attachments
Letters



Attachments
Letters



Attachments
Letters



Attachments
Letters



Attachments
Reviewers



Attachments
Reviewers

o Once a Reviewer has 
completed his review, 
the attachments are 
forwarded on with the 
review to the Editor. 



Attachments
Editors

o Attachments are 
accessible from the 
details page.  



Attachments
Editors

○ When the Editor goes to the 
Submissions With Required 
Reviews Complete Folder, the 
View Reviews and Comments 
link will contain the reviewer 
attachments. 



Attachments
Editors

○ When the Editor opens the 
Attachments link from Submit 
Editor Decision and 
Comments, he can see the 
reviewer attachment(s), Allow 
Author and Reviewer Access, 
and upload additional 
attachments. 



Attachments
Editors

o The Attachments uploaded 
by Reviewers and Editors 
are available on the Author 
decision letter page.



Attachments - Configuration
Sanitization 



Attachments - Configuration
Letters



Attachments - Configuration

Availability

Author Access



Attachments - Configuration

○ %ATTACH_FOR_AUTHOR_DEEP_LINK%, 
○ %ATTACH_FOR_REVIEWER_DEEP_LINK%
○ %ATTACH_FOR_EDITOR_DEEP_LINK%



Attachments - Permissions
ReviewerEditor

○ The Reviewers can only download Attachments they are given 
permission to see. 



Attachments - Permissions

○ Would you like to use this functionality but don’t think Attachments 
are enabled for your site? 

Contact your Account Coordinator!



Journal Office Functions
Managing People



Managing People Record: Search People

o You can search by specific 
criterion or by role!



Managing People Records: Search People

o Yellow Links allow a user to function in proxy mode.  This is a 
high powered permission and should be carefully controlled.

o Clicking on a user name opens that persons user record.



Managing People Records: Update Information



Managing People Records: Password Security



Managing People Records: People Information



Managing People Records: Summary Statistics



Managing People Records: Detailed Statistics



Managing People Records: Detailed Statistics



Managing People Records: Merging Duplicate Records



Managing People Records: Merging Duplicate Records



Journal Office Functions
Managing Submissions



Attached Editor:
o The Editor that assigns the first Editor. This Editor is not considered

part of the Editor chain, however this Editor can receive email notifications
on the submission.

Handling Editor:
o The Editor with current responsibility for submission.

First Editor:
o The Editor who is first assigned to the Submission, and may or may

not also be the Handling Editor. Often is the Editor in Chief.

Assigned Editor:
o Any Editor who is assigned to the submission and is in the list of

Editors on the Details page.

Corresponding Editor:
o The First Editor, unless the setting is changed on the Submission’s

Details page, or the Publication is configured to Automatically Transfer the
designation as each Editor is assigned.

Managing Submissions: Editor Terminology



Managing Submissions: Editor Terminology

First Editor
Corresponding Editor
Assigned Editor

Assigned Editor

Handling Editor
Assigned Editor

o You can check the history screen to see who the “Attached 
Editor” is. 



Managing Submission Records: Duplicates

The little green “D”



Managing Submission Records: Duplicates

Enhanced Duplicate Submission Checking

o Article Title Similarity – 40% of the total score.
o Author Similarity – 30% of the total score.
o Abstract Similarity – 30% of the total score.



Managing Submissions: Editor Folder Overview



System Administration



Overview of System 
Administration



System Administration

o System Administration is split into four sections;
o RoleManager.
o ActionManager.
o PolicyManager.
o AdminManager.



System Administration
o RoleManager

o Where permissions are set for roles in the four 
families: Author, Reviewer, Editor and Publisher. 

o ActionManager
o Enables the selection of letters and status changes for 

events.
o PolicyManager

o Here you can configure the settings for your 
workflow.

o AdminManager
o To configure additional high-level administrative 

features.



RoleManager



Author Role Editing



Reviewer Role
o Allows multiple Reviewer Roles with different permissions.



Reviewer Role Editing



Editor Role
o Multiple Editor Roles with different permissions e.g. 

who receives a Submission, who can make a Decision or 
who can Assign Reviewers.



Editor Role Editing
o Receiving New Submission and Assigning to an Editor.



Editor Role Editing
o Making a Decision.



Editor Role Editing
o Assigning Reviewers.



Editor Role Screen
o Editor-in-Chief New Assignment folder.



ActionManager



ActionManager
o Sample of new user “Welcome” letter.



ActionManager
o Sample Managing Editor “New User” letter.



ActionManager
o Sample Author “New Submission” letter.



ActionManager
o Managing Editor “New Submission” letter.



PolicyManager



PolicyManager
o This is where you define the workflow configurations.



PolicyManager - Letters
PolicyManager - E-mail and Letter Policies.



PolicyManager - Letters
o Creating and Editing Letters.



PolicyManager - Letters
o Editing Letters - new user welcome letter with merge fields



PolicyManager - Letters
o Reviewer invite with merge fields and deep-links.



PolicyManager – Author Main 
Menu Instructions

o PolicyManager – Customize Author Main Menu Instructions.



PolicyManager – Author Main 
Menu Instructions

o You can add text, including html to appear on the main menu.



PolicyManager – Author Main 
Menu Instructions

o Author Main Menu, text with link.



Basic Reporting
Editorial Manager Basics



Basic Reporting
Levels of Reporting – Decide what you need!

o Searching:
o Add a quick search right on your main menu.
o Display search results in Beta grid (v12.0).

o Hard Wired Reports:
o Don’t recreate the wheel!

o Automated Reminders.

o Custom Reports:
o Build your own report using pre-defined views.

o General Data Export – GDE:
o Go right to the source!  Access the tables that store 

the data.

o Enterprise Analytics Reporting – EAR
o The perfect marriage between Custom Reports and 

GDE.



Searching Submissions

o The ability to search is a  RoleManager permission.

o You can restrict an Editor’s search ability to display only 
the manuscripts they are assigned to. 



Searching Submissions
Search results – Traditional view:

o Download Search Results.
o Save Search.



Searching Submissions



Searching Submissions
Downloading Search Results in Beta grid:

o Save Search.
o Download Search Results.
o Quicklinks.
o Drag and Drop column locations.
o Drag to resize or double click to set column width.
o Freeze columns.
o Select columns to display.



Searching Submissions



Co-Author Reminder Report - All Co-Author verification requests that 
have been outstanding for X days or more.

Reviewer Performance Report - Summary of Reviewer activity for all 
Submissions received by the Publication during the selected time period. 
Detailed performance statistics are provided for each Reviewer, along 
with a link to more detailed information about each Reviewer. 

Journal Accountability Report (JAR) - This report provides a detailed 
summary of Publication activity and key statistics during the specified 
time period.

Hard Wired Reports – A few examples:



Basic Reporting

Automated Reminder Reports

Author 
o Automated Author Revision Reminder Report.

Reviewer 
o Automated Reviewer Reminder.

Editor Reminders
o Editor Summary Reminder.



Automated Author Revision Reminder

Where do you go to create an 
automated Author or Reviewer 
Reminder?



Automated Author Revision Reminder



Automated Author Revision Reminder

Remove Tool

Edit Tool

NOTE: Reminders can only be removed or 
edited by the person that created the 
reminder!



Automated Reviewer Reminder Report



Editor Automated Summary Reminder



Editor Automated Summary Reminder

Merge Fields
There are 9 merge fields, 3 associated with each Editor folder plus a deep 
link that are intended for use in the Automated Editor Summary Reminder 
letters:

For New Invitations:

%EDITOR_NEW_INVITATIONS_TOTAL% - Inserts the total number of 
submissions in the recipient’s ‘New Invitations’ folder.

%EDITOR_NEW_INVITATIONS_DAYS% - Inserts a value equal to the 
largest number of days elapsed between the current date, and the date 
the Editor was invited.

%EDITOR_NEW_INVITATIONS_SUBMISSIONS% - Provides a 
numbered listing of all submissions in the Editor’s New Invitations folder.



Editor Automated Summary Reminder

Merge Fields

For New Assignments:

%EDITOR_NEW_ASSIGNMENTS_TOTAL% - Inserts the total number of 
submissions in the recipient’s ‘New Assignments’ folder on the Editor’s 
Main Menu. If the recipient has no New Assignments, this displays ‘0’ in 
the e-mail.

%EDITOR_NEW_ASSIGNMENTS_DAYS% - Inserts a value equal to the 
largest number of days elapsed between the current date, and the date the 
Editor assignment started (was assigned, or the invitation was accepted.

%EDITOR_NEW_ASSIGNMENTS_SUBMISSIONS% - Provides a 
numbered listing of all submissions in the Editor’s New Assignments folder.



Editor Automated Summary Reminder

Merge Fields

For Submissions with Required Reviews Complete:

%EDITOR_REQUIRED_REVIEWS_COMPLETE_TOTAL% - Inserts the total 
number of submissions in the Editor’s ‘Submissions with Required Reviews. 

%EDITOR_REQUIRED_REVIEWS_COMPLETE_DAYS% - Inserts a value 
equal to the largest number of days elapsed between the current date, and the 
date the submission entered the recipient’s Required Reviews Complete folder.

%EDITOR_REQUIRED_REVIEWS_COMPLETE_SUBMISSIONS% -
Provides a numbered listing of all submissions in the Editor’s Submissions with 
Required Reviews Complete folder.



Creating Custom Reports

• Text goes here

Select Custom 
Reports.

From the Main 
Menu click on 
Reports.



Which View should I use?
o One Record per 

Manuscript:
o MS Status History View.
o MS & Classifications View.

o Info about People Only 
– not manuscripts:
o People & Address View.
o People & Classifications View.



Creating Custom Reports

o Click the Get More Help 
link to see which data 
elements are available in 
a particular View.



Creating Custom Reports

o Select the fields that you 
want to display on the 
report.

o Click Submit.



Creating Custom Reports

o Select criterion to limit your report results.

o Use “revision number” = 0 to remove duplicates.



Click “Create 
extraction data file 
for download” so 
that the report can be 
opened using Excel.

If enabled you 
can run reports 
across 
Publications.

Creating Custom Reports



Creating Custom Reports

Click 
Download the 
data file to 
open in Excel.

Click Save Report 
Definition to save 
your report.



Creating Custom Reports

o Saved reports are 
available in the 
Choose Report drop 
down menu.

o Saved reports can 
be edited or run 
without making 
changes.



General Data Export

o Use table content help to see what data 
elements are contained in a table.

o You cannot select which fields you 
want.

o You download to Excel to manipulate 
the data.



Enterprise Analytics Reporting - EAR

o The perfect marriage between Custom Reports and General Data 
Export (GDE).

o EAR comes with hard wired reports  for both EM & PM that can be 
run, edited or saved. You can  also create your own EAR reports.



Data sources tab

o The possible choices are existing Custom Report views and some selected 
tables from General Data Export ‘GDE’. 

Click this  icon to add additional data sources if all of the 
data elements you need are not in the first selected view 
or table.



Fields tab

o You can select individual fields from tables too!

o Use the “Quick Add” button for faster easier field selection.



Preview Report Results

o Use the Preview Tab to view your report results at any time.



Average Days to Decision by Editor



Enterprise Analytics Reporting - EAR

• https://www.editorialmanager.com/homepage/resources.html

o A 15 minute instructional video on EAR can be found on the Aries 
Resources webpage.




