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GENERAL ENHANCEMENTS 
Institution Name Normalization 
In EM version 11.0, when a user starts to enter Institution information, they may be presented 
with a list of suggested Institutions based on the characters entered matching an authoritative, 
standard list of Institutions. This normalized list will be available for use during Registration, 
Proxy Registration, Update My Information, Alternate Contact Information, Search People – 
Update Information, and Add/Edit Authors.  
 
In EM version 11.1, this feature will be automatically enabled for all publications upon upgrade. 
 
Sample Enter More Contact Information page – Institution Auto-Complete list appears after 
typing 3 characters: 

 
 
NOTE: Users may still enter a free-text Institution that is not in the list of authoritative 
Institutions suggested by the system. Over time, the most frequently entered Institutions may 
become “authoritative” in EM either by being validated/confirmed by a third party source or by 
being supplied by a critical mass of users. 
 
Initially, the Department field will not suggest any values to the user. Over time, the system will 
also suggest a list of possible Departments within the corresponding Institution. The list of 
suggested Departments is accumulated as a critical mass of users select/enters the same 
Department belonging to the designated Institution. 
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Sample Update My Information page – List of Departments list is populated once the cursor is 
placed in the Department field and a critical mass of users have entered the same Department 
for the designated Institution: 

 
 
NOTE: Once enabled upon upgrade, this feature will not clear any existing affiliation data. 
 
TO CONFIGURE: 
This feature will be turned on when the publication upgrades to version 11.1.  
 
To disable Institution Name Normalization, go to PolicyManager and click the ‘Enable 
Institution Name Normalization’ link, located under the ‘General Policies’ section. On the 
‘Enable Institution Name Normalization’ page, de-select the checkbox and click ‘Submit’: 
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Open Peer Review: Author Access 
In EM 11.0, authors may  be given access to Reviews of their submission by using certain merge 
fields in the Author Decision Notification letter. In these situations, Reviewer names are replaced 
with a Reviewer Number so identifying information about Reviewers is not revealed.  
 
New in EM 11.1, a new permission in Author RoleManager, ‘Allow Access to Reviewer Names 
and Reviews’,  will grant an Author access to Reviewer names, degrees, and the reviewer 
comments to author via a new ‘View Reviewer Comments’ link in Author folders.  Depending 
on publication configuration, a link to ‘View Reviewer Comments’ may be available from one or 
more of the following Author folders: 
 

1. Submissions Needing Revision 
2. Revisions Sent Back to Author 
3. Incomplete Submissions Being Revised 
4. Revisions Waiting for Author’s Approval 
5. Revisions Being Processed 
6. Submissions with a Decision 

This new permission will allow access to the ‘View Reviewer Attachments’ link either after the 
First Decision or after the Final Decision.  
 
New ‘View Reviewer Comments’ link highlighted in a sample Submissions with a Decision 
Author folder 

 
Once enabled for authors, each piece of the Review Form may be made available (or kept 
hidden) by new individual settings on their respective PolicyManager pages. ‘Custom Review 
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Questions’, ‘Manuscript Rating Questions’, and ‘Overall Manuscript Rating’ may be made 
available to the Authors with the new permission enabled. These are accessed by clicking the 
Reviewer Decision link from the ‘View Reviewer Comments’ page.  
 
If Reviewer Attachments are made available to the Author and the ‘Allow Access to Reviewer 
Names and Reviews’ permission has been enabled, Reviewer Names are added to the ‘View 
Attachments’ page. 
 
Sample ‘View Reviewer Comments’ page for Authors – the Reviewer Decision links take the 
author to the Individual Reviewer Comments page.  
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Sample Individual Reviewer Comments page – Manuscript Rating Question Responses & 
Overall Manuscript Rating have been made available to the Author in PolicyManager 
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Sample ‘View Attachments’ page with Reviewer Names displayed and highlighted 

 
 
TO CONFIGURE: In Author RoleManager, enable the ‘Allow Access to Reviewer Names and 
Reviews’. After selecting the permission, choose when to allow access: ‘After Final Decision of 
Accept, Reject or Reject and Transfer’ or ‘After First Decision’. 
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Sample Author RoleManager page 

 
 
To allow Author access to ‘Custom Review Questions’, select the ‘Visible to Author’ checkbox 
for each desired question on the ‘Edit Review Form’ page, accessed from ‘Create/Edit Review 
Forms’ in PolicyManager. 
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Sample portion of the ‘Edit Review Form’ page 

 
 
To display Manuscript Rating Question responses to the Author with ‘Allow Author Access to 
Reviewer Names and Reviews’ permission, select the ‘Display Responses to Author’ checkbox 
on the ‘Review Form and Manuscript Rating Configuration’ page for the desired Article Type 
and corresponding Reviewer Role(s). This is accessed from ‘Match Review Forms to Article 
Types and Reviewer Roles’ in PolicyManager.  To display the responses to authors for all Article 
Types and Reviewer Roles that are using Manuscript Rating Questions, click the ‘Display 
Manuscript Rating Question Responses to Author for all Reviewer Roles/Article Types’ button.  
 
Sample ‘Review Form and Manuscript Rating Configuration’ page – ‘Display Responses to 
Author’ checkbox is ineligible for selection if ‘Use Manuscript Rating Questions’ is disabled 
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To display the Overall Manuscript Rating to Authors with ‘Allow Reviewer Access to Reviewer 
Names and Reviews’ permission, select the ‘Display Reviewer Manuscript Rating to Author’ 
checkbox on the ‘Overall Manuscript Rating Question Settings’ page in PolicyManager. 
 
Sample ‘Overall Manuscript Rating Question Settings’ page 
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Open Peer Review: Reviewer Access 
In EM 11.0, Reviewers may have access to the names and reviews of other Reviewers of a 
submission under certain circumstances once a Review has been completed for a version of a 
submission. For example, sometimes Reviewers have permission to view un-blinded Reviewer 
Comments from their Completed Assignments folder or view identifying Reviewer Information 
in an un-blinded Author Decision Notification letter. Previous Reviews from other Reviewers of 
a submission may be included in the ‘Reviewer Invitation/Assignment’ letter. Attachments 
uploaded by other Reviewers may be made accessible to Reviewers who have completed a 
Review on a previous version of the submission.  
 
New in EM 11.1, Open Peer Review is accommodated by enabling a permission for Reviewers 
that allows access to Reviewer names and reviews immediately after invitation. Reviewers with 
‘View Un-Blinded Reviews for Open Peer Review’ permission will have access to other 
Reviewers’ names, degrees, and reviews (for prior revisions and the current revision), the 
submission’s Decision Letter, and any Reviewer Attachments made available to ‘Other 
Reviewers’ from the following places in EM: 
 

1. The ‘New Invitations’, ‘Pending Assignments’, and ‘Completed Assignments’ folders 
2. The ‘Submit Recommendation and Comments’ page (the Review Form) 
3. The ‘View Reviewer Comments’ pop-up 
4. The ‘View Individual Reviewer Comments’ pop-up 

TO CONFIGURE: In RoleManager, enable ‘View Un-Blinded Reviews for Open Peer Review’ 
for any new or existing Reviewer Role. 
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Sample Reviewer RoleManager page: 
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EM to EM Transfer Reviews and Files with Submission 
In EM 11.0, there are three methods of submission transfer: Portal-connected EM to EM, non-
Portal EM to EM, and EM to non-EM (via FTP). Submission transfers may be triggered by an 
Editor who sets the Final Disposition to ‘Transfer’ or by an Author who agrees to transfer the 
submission and selects a transfer target from a list provided following  notification of an editorial 
decision in the ‘Reject and Transfer’ Decision Family. 
 
An EM to EM submission transfer currently includes reviews in the Transfer Letter if the 
corresponding merge fields are used, but files associated with the submission as well as the 
Reviewer(s) identities are not included.  
 
New in EM 11.1, submissions transferred using an EM to EM transfer method (Portal and non-
Portal) may now include detailed Reviewer Information via a new ‘View Transferred 
Information’ action link available to editors, if the Reviewer agrees. Additionally, source files 
from previous versions of the submission, system PDF’s from all versions of the submission, and 
Editor & Reviewer Attachments for all versions of the submission will now be available as 
companion files on the receiving site’s File Inventory page. 
 
The new ‘View Transferred Information’ page is accessible from the action links in the 
‘Transferred Submissions’ folder, the Details page (if configured), the Editor’s Decision and 
Comments page, and the View Reviews and Comments page on the receiving site. Separate, 
collapsible fields contain all transferred reviews for each version of the submission and are 
displayed with the oldest version of the submission at the top of the page. Links to view the 
transferred submission, to view the Transferred Submission Letter, and to download Editor & 
Reviewer Attachments are available on this page for each version of the submission.  
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Sample ‘View Transferred Information’ page – Reviews are collapsed, Editor Attachment 
displayed above the Reviews  

 
 
If a Reviewer agreed to transfer a review for a specific revision, the following review 
information is included, in the same order as defined on the Review Form: 

• Recommendation Term 
• Overall Manuscript Rating  
• Date Reviewer Invited 
• Date Review Completed 
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• Reviewer’s response to the Transfer Authorization Questions, if presented 
• Custom Review Questions and Responses, if presented 

o These are transferred regardless of whether or not the questions are configured to 
be ‘Visible to Other Reviewers’ on the Review Form 

• Manuscript Rating Questions – for the Original Submission only 
• Reviewer Blind Comments to Author 
• Reviewer Confidential Comments to Editor 
• Reviewer Attachments – metadata and a Download link are displayed 

NOTE: If a Reviewer was presented with the three Transfer Authorization Questions but 
declined to transfer identifying information, the Reviewer Number is listed with the text “(This 
Reviewer declined to transfer identifying information)”. The responses to the Transfer 
Authorization Questions are displayed. If a reviewer was not presented with the Authorization 
Questions, ‘(This Reviewer was not presented with the Transfer Authorization Questions.)’ 
displays with the Reviewer Number and no further information. 
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Sample of the ‘View Transferred Information’ page – a completed, transferred review with 
Reviewer Attachment 

 
 
NOTE: Information for Reviewers who were terminated or unassigned is not transferred. 
 
NOTE: If the Reviewer did not agree to transfer identifying information when submitting a 
review for the highest revision, their name, address, and e-mail address are not displayed on this 
page for any version. 
 
TO CONFIGURE: No configuration necessary if publications are configured for EM to EM 
Transfer. 
 
A ‘Transferred Information’ link may be added as an item to a Custom Details page layout. To 
add the link to the Details page, go to ‘Define Details Page Layouts’ in PolicyManager and Add 
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or Edit an existing layout.  Click ‘Select Items to Display’, select ‘Transferred Information’ in 
the Links section of the page, and click ‘Submit’. The order may then be adjusted on the 
‘Add/Edit Details Page Layout’ page. 
 
Sample ‘Select Items to Display’ page 

 
 

 
    Confidential – Subject to change – Copyright © 2014 

                                                  Aries Systems Corporation  
16 

 



 

EM to EM Transfer Decision Letters 
In EM 11.0, a ‘Transfer Letter’ may be sent along with a transferred submission and deposited in 
the Correspondence History for the submission on the receiving journal. Using appropriate 
merge fields, a copy of the Decision Letter text may be included within the Transfer Letter. 
 
New in EM 11.1, If the submission is transferred EM to EM (Portal and non-Portal) following 
peer review, Decision Letters may be transferred and accessible from the Correspondence 
History on the receiving site (marked as External correspondence), similar to the Transfer Letter. 
Decision Letters from all versions of the submission will be transferred and made available both 
on the Correspondence History and the new ‘Transferred Information’ page.  
 
Sample Correspondence History on the receiving site – the Decision Letters from the Original 
Submission and Revision are available  

 
 
A link to ‘View Transferred Decision Letter’ is also added to the Action Links in the 
‘Transferred Submissions’ folder below the new ‘View Transferred Information’ action link. 
Clicking this will display the Final Decision Letter that was sent to the Author from the sending 
EM site in a pop-up window. The link to ‘View Transferred Decision Letter’ may also be added 
to a Details page layout. 
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Sample portion of ‘Transferred Submissions’ page 

 
 
A link to ‘View Transferred Decision Letter’ is also available on the ‘View Transferred 
Information’ page, if the submission was transferred following peer review.   
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TO CONFIGURE: No configuration necessary if publications are already using EM to EM 
Transfer. 
 
A ‘View Transferred Decision Letter’ link may be added as an item to a Custom Details page 
layout. To add the link to the Details page, go to ‘Define Details Page Layouts’ in 
PolicyManager and Add or Edit an existing layout.  Click ‘Select Items to Display’, select 
‘Transferred Decision Letter’ in the Links section of the page, and click ‘Submit’. The order may 
then be adjusted on the ‘Add/Edit Details Page Layout’ page. 
 
Sample ‘Select Items to Display’ page 
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EM to EM Destination Added to ‘All Submissions with Final 
Disposition Transfer’ 
New in EM 11.1, a ‘Transferred To’ column is added to the ‘All Submissions with Final 
Disposition Transfer’ folder that displays the EM site to which a submission was transferred. 
 
Sample ‘All Submissions with Final Disposition Transfer’ page 

 
TO CONFIGURE: No configuration necessary if publications are already using EM to EM 
Transfer. 
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Custom Question Editing 
In EM 11.0, the text of a Custom Question may not be edited once it has been used within EM. 
Currently, users must hide questions and create new ones if the information must be updated.  
 
New in EM 11.1, the text of Custom Questions and corresponding multi-part questions may be 
edited. To preserve integrity of the data, it is recommended that this new functionality only be 
used to make minor changes, such as correcting typos or grammar. Response type setting and 
existing list values may not be edited, as per current functionality.  
 
To edit the text of an existing Custom Question, go to ‘Create Custom Questions’ in 
PolicyManager. The text box for the question will now be editable. If there are follow-up 
questions, clicking the ‘+’ icon will expand the question and the follow-up question text box will 
also be editable.  
 
Sample Edit Custom Question page 
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Sample Edit Custom Question page with follow-up question expanded for editing 
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Single Sign-on via ORCID 
In EM 11.0, users may link an ORCID to their Editorial Manager account (this ‘Authenticates’ 
their ORCID iD) when registering or updating their information (this requires them to log into 
their ORCID profile and Authorize EM to access their ORCID iD). 
 
New in EM 11.1, users have the option to log in to Editorial Manager via the ORCID site, 
thereby using their ORCID username and password instead of their EM Password. If the user 
remains logged in to the ORCID site, they may not be asked to login again across multiple EM 
sites during that session.  
 
Editorial Manager users who have already authenticated an ORCID with the EM user account 
will be able to login with their ORCID credentials immediately. First-time Editorial Manager 
users will have to first authenticate their ORCID iD before successfully logging into EM.  
Once Single Sign-on via ORCID enabled, an ORCID icon will display on the login page. 
Clicking the icon will take the user to ORCID to verify their credentials and confirm the ORCID 
iD to use for the login. Once verified, assuming they have previously Authenticated their ORCID 
iD, the user is logged into EM.  
 
If they have not previously Authenticated their ORCID iD, EM will ask them to log in (or 
register) normally – this will automatically Authenticate their ORCID iD for that EM login, and 
they will be able to log in via ORCID in future. 
 
NOTE: the user’s ORCID password is never exposed to EM; the user is asked to log into ORCID 
and authorize the login, then the ORCID site provides EM with the ORCID iD to use via a 
secure channel.  
 
Sample Login page with the new ORCID login option 
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Example ORCID login: 

 
 
Example ORCID authentication interaction after login 

 
 
TO CONFIGURE: On the ‘Configure Login Page’ page in PolicyManager, select the ‘Login via 
ORCID’ checkbox. 
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Sample Configure Login Page 
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Suspend Automatic Reviewer Promotion 
In EM 11.0, there are a variety of ways in which a Reviewer may be automatically promoted if 
the ‘Automatically Promote Reviewers’ setting is enabled for the submission’s article type: 
 

1. An Editor may un-invite or un-assign a Reviewer, triggering the promotion of an 
Alternate Reviewer. 

2. A Reviewer may decline an invitation, triggering the promotion of an Alternate 
Reviewer. 

3. A Reviewer may be automatically un-invited by the nightly batch process if [X] days 
have elapsed since invitation without a responses. 

4. A Reviewer may be automatically un-assigned by the nightly batch process if the 
Review hasn’t been submitted within [Y] days after the due date. 

In all of the above cases, the Alternate being promoted must either have the same Reviewer Role 
as the un-invited or un-assigned Reviewer, or must be explicitly linked to the Reviewer being un-
invited or un-assigned. 
 
Once the Article Type’s minimum required number of Reviews have been submitted, the 
submission moves to the ‘Submissions with Required Reviews Complete’ folder and automatic 
promotion of Alternate Reviewers ceases. 
 
New in EM 11.1, the automatic promotion of Alternate Reviewers may be suspended earlier in 
the workflow, when the Article Type’s minimum required Number of Reviewers have agreed to 
submit Reviews.  
 
TO CONFIGURE: Two new options are added underneath the ‘Automatically Promote Alternate 
Reviewer’ checkbox in the ‘Reviewer Parameters’ section of the ‘Edit Article Type’ page: 

1. ‘Continue promoting Alternates until there are no more Alternates in the queue.’ 
a. This is current functionality. 

2. ‘Only promote Alternate Reviewer when the combined number of Agreed and 
Completed Reviews is less than the current value of the Submission’s own ‘Required 
Reviews Complete’ value.’  

a. This is new functionality: When this option is selected, Alternate Reviewers 
will only be promoted if the ‘Agreed to Review’, ‘Partial Review Saved’, and 
‘Review Complete’ values are less than the submissions Required Reviews 
Complete Value. 
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Sample Edit Article Type page 
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Alphabetize Country List 
In EM 11.0, a country list is presented to users on the following pages: 
 

1. Registration 
2. Proxy Registration 
3. Update My Contact Information 
4. Alternate Contact Information 
5. Select Region of Origin 
6. Edit/Add/Remove Author 

On each of these pages, the standard ISO country list is alphabetized except for the United 
States, which is coded at the top of the list.  In the case of Region of Origin, the custom entries 
appear at the top of the list followed by the standard ISO country list based on the configurations. 
New in EM 11.1, publications may elect to have the standard ISO countries displayed completely 
alphabetically. This is done by a new ‘Display Country List Alphabetically’ setting on the ‘Set 
ISO Country Standard’ page in PolicyManager. 
 
TO CONFIGURE: Select the ‘Display Country List Alphabetically’ checkbox on the ‘Set ISO 
Country Standard’ page in PolicyManager: 
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Require E-mail for Proxy Registration 
In EM 11.0, Editors are not explicitly required to add complete information about a user during 
Proxy Registration, except for selecting a country. This is because Editors registering on behalf 
of users may not have full or accurate information. However, when an e-mail address is not 
entered for a proxy registered user, the user may then have trouble logging into Editorial 
Manager or miss important notifications.  
 
New in EM 11.1, publications may configure Editor roles with an additional setting that requires 
the Editor to enter a valid e-mail address during proxy registration.  
 
TO CONFIGURE:  New sub-permissions of ‘Proxy Register New Users’ are added to Editor 
RoleManager: ‘E-mail Not Required (Warning Only) at Proxy Registration’ (existing 
functionality) and ‘Require E-mail at Proxy Registration’ (new functionality). Once the new 
‘Require E-mail at Proxy Registration’ sub-permission is selected, Editors will not be able to 
proceed with proxy registration without entering a valid e-mail.  
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Sample Editor RoleManager page 
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Final Disposition Transmittal In-Progress Display 
In EM 11.0, a user setting Final Disposition may accidentally navigate away from the page while 
a transmittal is in progress. Sometimes this can result in letters being sent to Publishers, but the 
Transmittal is never sent.  
 
New in EM 11.1, an overlay is added to the Final Disposition page after clicking ‘OK’ on the 
page following ‘Notify Users of Final Disposition – Accept’ for publications configured with a 
transmittal method.  The overlay disables access to buttons on the page as well as any actions on 
the Navigation bar while the Transmittal is in progress.  
 
Sample overlay during Transmittal 
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Print Button Added to Ad Hoc Letter Preview  
In EM 11.0, users may preview and send ad hoc letters but it may be difficult to print a hard copy 
of the letter from the page due to the lack of a toolbar in the pop-up. 
 
New in EM 11.1, a ‘Print’ button is added to the ad hoc letter ‘Preview and Send’ page to allow 
convenient printing of hard copies. This page is accessed after clicking the ‘Preview and Send’ 
button after selecting and customizing any ad hoc letter. Clicking the ‘Print’ button will open the 
browser or operating system’s print dialog box. 
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Attachment Functionality for Letters 
In EM 11.0, attachments may be enabled in templates for the Ad Hoc Letter family. This setting 
allows the user to attach files to letters during customization. 
 
New in EM 11.1, attachments may be enabled for templates in all letter families, with the 
exception of Decision Letters. Once enabled, users may attach files to letters in the Customize 
Letter interface.  
 
NOTE: Since file attachment is only available on the Customize Letter pages, some e-mail 
functions such as Batch E-mail and Automated Reminders will not be able to include 
attachments to letters. 
 
Once Attachments are enabled for a letter template, an ‘Add/Change Attachments’ button will be 
available for use with the configured letter on the Customize Letter page.  
 
Sample Customize Reviewer Invitation Letter page – Attachments have been enabled for this 
letter template 

 

 
    Confidential – Subject to change – Copyright © 2014 

                                                  Aries Systems Corporation  
33 

 



 

Clicking the ‘Add/Change Attachments’ button brings the user to a ‘Select Files’ pop-up page. 
From here, users may drag files onto the page for upload (if the user’s browser supports this 
functionality) or click the ‘Browse’ button to search for files on their computer. Additionally, the 
‘Add Files from Submission Inventory’ section may be expanded and allows users with 
permission to access the submission’s File Inventory to select already-uploaded files associated 
with the submission. 
 
NOTE: Even if the user has permission to view the File Inventory, ‘Add Files from Submission 
Inventory’ is suppressed if the e-mail attachment upload page is accessed from the following 
places: 
 

1. Assign Submission Production Task 
2. Reassign Submission Production Task 
3. Assign Schedule Group Production Task 
4. Reassign Schedule Group Production Task 
5. Batch Assign Submission Production Task 
6. Submit Submission Production Task 
7. Submit Schedule Group Production Task 
8. Cancel Submission Production Task 
9. Cancel Schedule Group Production Task 
10. Merge Users 
11. Proxy Register New User 
12. Send Report by E-mail 
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Sample Select Files pop-up window with progress bar shown for upload in-progress and Add 
Files from Submission Inventory section expanded 
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After files are uploaded on the ‘Select Files’ page and the ‘Proceed’ button is clicked, the 
attachment(s) will be listed on the Customize Letter page above the ‘Add/Change Attachments’ 
button: 

 
 
TO CONFIGURE: Attachments are enabled by letter template on the ‘Edit Letters’ page in 
PolicyManager. An ‘Allow Attachments’ checkbox is available for selection, located right above 
the Letter Body. 
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Sample letter template 
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Ad Hoc Sender Address Option 
In EM 11.0, publications may configure most letters to use the Editorial or Production ‘E-mail 
From’ address as the sender on the letter template. Ad hoc letters automatically use the user 
triggering the letter as the sender. 
 
New in EM 11.1, publications may now configure Ad Hoc letters to use the Editorial or 
Production ‘E-mail From’ address as the sender. When adding or editing any letter template in an 
Ad Hoc Letter Family, the additional ‘Sender’s E-mail Address’ options are available.  
 
TO CONFIGURE: Add or edit any letter template in an Ad Hoc Letter Family on the ‘Edit 
Letters’ page in PolicyManager. Below the default ‘Use E-mail address of user triggering the 
Correspondence’, the publication’s Editorial and/or Production ‘E-mail from’ address will be 
available for selection. 
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Sample Edit Ad Hoc Letter template 
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Article Processing Charges Integration 
New in EM 11.1, Open Access publications may handle Article Processing Charges (APC) 
through an external payment system that is fully integrated with Editorial Manager.  
 
Once enabled for a publication, APC’s may be configured by Article Type as ‘Required’, 
‘Optional’ or ‘Hidden’. When an Author clicks the ‘Build PDF for my Approval’ button for a 
submission of the configured Article Type, a new ‘Open Access Article’ page is presented. From 
here, clicking the ‘View APC Estimate’ button opens the external payment system’s ‘Estimate’ 
page in a pop-up window or new tab.  After viewing the estimate, the Author may agree to 
submit to the Open Access Publication or decline. If Open Access publication submission is 
required, the Author will not be able to proceed from the page without selecting ‘Yes’.  
 
Sample ‘Required Open Access Article’ page: 

 
 
NOTE: If an Author does not wish to submit their manuscript for Open Access publication but 
the publication requires that an Article Processing Charge be applied, the Author may use the 
‘Remove Submission’ link to terminate the submission. 
 
Proceeding from the ‘Required Open Access Article’ or ‘Optional Open Access Article’ page 
brings the Author to the existing ‘Building PDF’ interface. The Author will then approve the 
built PDF to move the submission along in the workflow.  
 
If the Author agrees to submit the manuscript for Open Access publication, a ‘View Article 
Processing Charge’ link will be available to the Author in the Action Links from the following 
folders, depending on the workflow trigger:   
 

• Revisions Being Processed 
• Submissions Being Processed 
• Submissions with a Decision 
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An APC Payment Due request may be triggered upon Author Notification of a Decision or when 
the Final Disposition is set to ‘Accept’, ‘Accept and Transmit’, or ‘Accept for Extraction’. 
 
Once the payment is requested, a new ActionManager event is triggered – ‘APC Payment 
Requested’ - and letters may be sent to notify the Author and Editor Roles (if configured). An 
‘In-Process’ icon  is displayed for the submission in the following places: 
 

1. Details page (if configured) 
2. Transmittal Form page (if configured) 
3. ‘All Submissions with Editor’s Decision’ folder 
4. ‘My Assignments with Decision’ folder 
5. ‘All Submissions with Final Disposition: Accept’ folder 
6. ‘Completed Conference Submissions’ folder 
7. Search Submissions Search Results page 

A new deep link is added for use in APC Payment Due letters for Authors: 
%APC_EXTERNAL_LINK%. Clicking this link will send the Author to the external Payment 
System so the charge may be paid.  
 
Additionally, the Author may complete the transaction by clicking the ‘Pay Article Processing 
Charges’ action link found in the following folders: 

1. ‘Revisions Being Processed’  
2. ‘Submissions Being Processed’ 
3. ‘Submissions with a Decision’ 

When payment is complete, the APC status is set to ‘Complete – Successful’  or ‘Complete – 
Unsuccessful’ . The ‘Pay Article Processing Charges’ link in Author folders changes to ‘View 
APC Information’ . 
 
TO CONFIGURE: Please contact your Aries Account Coordinator to enable this feature. 
 
Once enabled, publications may configure which event will trigger an ‘APC Payment Due’ 
request. This is done in a page in PolicyManager, ‘Configure APC Processing’. 
 
 
 
 
 
 
 
 
 
 
 
 

 
    Confidential – Subject to change – Copyright © 2014 

                                                  Aries Systems Corporation  
41 

 



 

Sample PolicyManager page 

 
 
From the new ‘Configure APC Processing’ page, select an event to Trigger APC Payment Due: 
upon Author Notification or after the Final Disposition is set to ‘Accept’, ‘Accept and Transmit’, 
or ‘Accept for Extraction’. Publications that wish to trigger payment upon Author Notification 
must select one or more decision terms from the corresponding selector box. 
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To prevent Authors from submitting a manuscript if the Payment System is unavailable or the 
author does not view the APC estimate, select the ‘Prevent submission if the Payment System is 
unavailable’ checkbox below the Event Trigger section of the page. 
 
Instructions for the Author APC interface may be customized on this page as well. 
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Sample Configure APC Processing page 
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Additionally, ‘Optional’ or ‘Required’ must be selected in the ‘Apply Article Processing Charge’ 
drop down menu in Edit Article Types for the Author to see the ‘Optional Open Access Article’ 
or ‘Required Open Access Article’ page. To prevent Authors from seeing the APC interface, 
‘Hidden’ may be selected from the ‘Apply Article Processing Charge’ drop down menu for 
certain Article Types. This drop down list may be found in the ‘Fees and Charges’ section 
underneath the ‘Article Type Parameters’ section. 
 
Sample Edit Article Type page 

  
To notify an Author or Editor of an APC Payment, a letter may be added APC and then 
associated with the events ‘APC Payment Requested’ or ‘APC Payment Complete’. 
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Sample ActionManager page for Author 

 
 
To add APC information to a Custom Details page layout, select ‘APC Status’ in the ‘Key 
Workflow Dates and Status Information’ section on the ‘Select Items to Display’ page. This page 
is accessed by editing or adding a Details page layout from ‘Define Details Page Layouts’ in 
PolicyManager. Once selected, the order may be rearranged on ‘Add/Edit Details Page Layout’. 
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Sample Select Items to Display’ page while editing a Details page layout 

 
 
APC Status information may also be added to the Transmittal Form. Select ‘APC Status’ from 
the “Select Manuscript Metadata Fields’ page in PolicyManager. Once selected, the order may 
be rearranged on ‘Edit Transmittal Form Layout’.  
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Sample Select Manuscript Metadata Fields layout: 
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Sample Author Letters 
For reference, here are some possible template letters that may be used for the new APC events 
in ActionManager: 

APC Payment Due 
This letter may be sent to an author and associated with the ‘APC Payment Requested’ event in 
ActionManager for Author Letters: 
 

Ref.:  Ms. No. %MS_NUMBER% 
%ARTICLE_TITLE% 
%JOURNALFULLTITLE% 
 
Dear %TITLE% %LAST_NAME%, 
 
Congratulations on the acceptance of your paper.  Please 
click the link below to pay your Article Processing Charge. 
 
%APC_EXTERNAL_LINK% 
 
Warm regards, 
 
%JOURNALACRO% 

 

APC Payment Complete 
This letter may be sent to an author and associated with the ‘APC Payment Complete’ event in 
ActionManager for Author Letters: 
 

Ref.:  Ms. No. %MS_NUMBER% 
%ARTICLE_TITLE% 
%JOURNALFULLTITLE% 
 
Dear %TITLE% %LAST_NAME%, 
 
Thank you for ensuring that the APC was completed for your 
submission.  Please click the link below to view your 
Article Processing Charge. 
 
%APC_EXTERNAL_LINK% 
 
Warm regards, 
 
%JOURNALFULLTITLE% 
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MERGE FIELD ENHANCEMENTS 
Custom Merge Fields 
In EM 11.0, merge fields may be used in letters sent from Editorial Manager to users that pull in 
various user and submission-related information. 
 
New in EM 11.1, publications may configure merge fields that pull in customized text such as 
standard signatures, legal disclaimers, terms & conditions, as well as marketing messages. These 
custom merge fields may be inserted into letter templates for all letter families, added to 
customized letters, and used in all email contexts to all users. The fields may be edited by system 
administrators at any time, affecting only letters sent after the edits are submitted.   
 
NOTE: Custom merge fields do not populate on the Customize Letter interface so information 
pulled in by the custom fields may not be edited once inserted into the letter. 
 
If the content of a custom merge field is empty, nothing is merged into the letter. This allows the 
publication to include “seasonal” information or announcements.  
 
NOTE: If a letter is resent, the content of any custom merge fields populated in the original letter 
and saved to the history are re-inserted into the letter. If the custom merge field is edited after the 
letter is sent, the new content is not merged into the letter. 
 
After configuration, custom merge fields may be added manually to letters on the Customize 
Letter pages or in the letter templates on the ‘Edit Letters’ page in PolicyManager. A link similar 
to ‘Insert Special Character’ is added to these pages to allow the sender to select from a list of 
custom merge fields that have been configured. To insert a custom merge field from the pop-up 
list, click the cursor in the desired merge field location and then click the name of the merge field 
on the pop-up list. The order of the merge fields on the ‘Insert Custom Merge Field’ page may be 
rearranged by clicking the field and dragging to the desired location on the list. This can be done 
right on the ‘Insert Custom Merge Field’ page or on the ‘Define Custom Merge Fields’ page in 
PolicyManager. 
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Sample Edit Letter template showing ‘Insert Custom Merge Field’ link location 
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Sample Customize Reviewer Invitation Letter page showing ‘Insert Custom Merge Field’ 
location and corresponding selector pop-up 
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TO CONFIGURE: A new ‘Define Custom Merge Fields’ link is added to PolicyManager: 
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Sample Define Custom Merge Fields page with three fields already configured 

 
 
Click the ‘Add New Field’ button to create a new custom merge field. Once the name and 
content of the merge field are submitted, EM formats the merge field for system use by adding 
‘%’ at the beginning and end of the merge field as well as adding a ‘CUSTOM_’ prefix to the 
entered name. System administrators do not need to manually add this formatting.  
 
A ‘Preview in HTML Format’ link allows the user to view the content of the merge field as it 
will appear in HTML-formatted letters. An ‘Insert Image’ link will aid the user in selecting an 
existing picture uploaded from the ‘Edit Images for HTML letters’ link on the ‘Edit Letters’ page 
in PolicyManager. 
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Sample Edit Custom Merge Field page 

 
 
Custom merge fields may be removed by using the ‘Remove’ link on the ‘Define Custom Merge 
Fields’ page, though the custom merge fields must not be currently associated with any letter 
templates. The merge field may easily be removed from templates by clicking the link in either 
the ‘Remove’ warning pop-up or the ‘Edit Letter Templates’ link. 
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Transferred Reviews Merge Code 
New in EM 11.1, a %TRANSFERRED_REVIEWS% merge code is available to use in letters 
associated with EM to EM Transfers (Portal and non-Portal) and will pull in all eligible reviews 
for all versions of the transferred submission. 
 
This merge field may be used in the ‘Transfer Letter’ that is deposited in the sending and 
receiving journal site, in letters sent to any Editor in the Editor Chain on the receiving site, and in 
Reviewer Invitations on the receiving site. It will populate on the Customize Letter interface so 
changes may be made to the information pulled in prior to sending the letter. 
The merge field is formatted as follows: 
 

a. The “Transferred Information” header is inserted following a blank line 
b. A section is displayed for each version of the transferred submission. 
c. Within each version, a section is displayed for every Reviewer who submitted a 

review, and a blank line is inserted. 
d. If the Reviewer agreed to transfer personal identifying information it is displayed 

as follows on the line beneath the blank line: 
i. Title, First Name, Middle Name, Last Name, Suffix (Reviewer Number) 

ii. Position, Department 
iii. Institution 
iv. Street Address lines 1-4 
v. City, State, Zip code 

vi. Country 
vii. Primary Phone Number 

viii. Email Address (may list multiple addresses, separated by a semicolon) 
e. If the Reviewer agreed to transfer the review but not identifying information, the 

following text is displayed: 
i. (Reviewer Number) 

ii. (This Reviewer declined to transfer identifying information.) 
f. If the Reviewer was not presented with the Transfer Authorization Questions the 

following text is displayed: 
i. (Reviewer Number) 

ii. (This Reviewer was not presented with the Transfer Authorization 
Questions.) 

g. A blank line is inserted beneath the Reviewer information 
h. If the Reviewer agreed to transfer the review, the following review information is 

displayed on separate lines: 
i. Recommendation: 

ii. Date Reviewer Invited: 
iii. Date Review Completed: 
iv. A subheading that reads, “Transfer Authorization Questions:” 

1. The text of each Transfer Authorization question presented to the 
Reviewer, followed by a colon. 

2. The Reviewer’s response to that question. 
v. A subheading that reads, “Custom Review Question(s):” 
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1. The text of each Custom Review Question, followed by a colon, 
and then followed by the response on the same line. 

2. Each Question/response is displayed on a separate line. 
vi. A subheading that reads, “Manuscript Rating Question(s):” 

1. The text of the question, followed by a colon, followed by the scale 
(e.g. [1-5]), followed by the numeric value of the response. 

2. Each question/scale/response is displayed on a separate line 
vii. A subheading that reads, “Reviewer Blind Comments to Author:” 

1. The contents of the Comments to Author field for that revision 
viii. A subheading that reads, “Reviewer Confidential Comments to Editor:” 

1. The contents of the Comments to Editor field for that revision 
i. A blank line is inserted 
j. After each review is listed for the version, the next version is displayed e.g. “--

Revision 1--” 
k. Reviews for the next version are displayed, and formatted as described above 
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Deep Link to ‘View Reviewer Comments to Author’ 
In EM 11.1, an Author may be granted access to a new ‘View Reviewer Comments’ page via a 
new RoleManager permission, ‘Allow Author Access to Reviewer Names and Reviews’. This 
permission may be configured to display this information to an Author either after the First 
Decision or after the Final Decision.  
 
For quicker access to this page, a %VIEW_REVIEWER_COMMENTS_TO_AUTHOR% 
deep link is added and available for use in Author letters. When clicked, the link brings the 
Author to the ‘View Reviewer Comments’ page and performs a full login. 
 
If the Author has ‘Allow Author Access to Reviewer Names and Reviews’ permission with the 
‘After First Decision’ option selected, the deep link will be accessible in the Notify Author Letter 
for the first and subsequent decisions. If the submission is in a state where the First Decision has 
been made, the deep link may also be used in Author Reminders and ad hoc e-mails where the 
author is the recipient. 
 
If the Author has ‘Allow Author Access to Reviewer Names and Reviews’ permission with the 
‘After Final Decision of Accept, Reject or Reject and Transfer’ option selected, the deep link 
will be accessible in the Notify Author letter for any decision other than ‘Revise’. If the 
submission is in a state where the Final Decision has been made, the deep link may also be used 
in Author Reminders and ad hoc e-mails where the author is the recipient.  
 
Publications may specify how long the deep link remains active by setting an expiration (by 
number of clicks or number of days) on the ‘Set View Reviewer Comments for Author Deep 
Link Expiration’ page in PolicyManager.  
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Sample PolicyManager page 
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Sample ‘Set View Reviewer Comments for Author Deep Link Expiration’ page 
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Open Peer Review Merge Field Modifications 
In EM 11.1, Reviewer Names and Reviews may be made available to Authors and Reviewers 
RoleManager permission. To accommodate this new transparency to Reviewer information, ten 
‘Open Peer Review’ versions of existing Reviewer-related merge codes are added. The new 
merge codes described below pull the same data as the existing merge codes under in the same 
workflows but will include Reviewer Names and Degrees. 
 
NOTE: If the Open merge fields are populated in the same workflow contexts as the non-open 
recipient, the Open version will also populate but will not pull in Reviewer Names/degrees. For 
example, the Open version of a merge code will behave as the non-open version for cc or bcc 
recipients of a letter.  
 
For Corresponding Author recipients, Reviewer Names and degrees are populated only if the 
Author recipient of the letter has the RoleManager permission ‘Allow Access to Reviewer 
Names and Reviews’ and the submission is in the status corresponding to the sub-permission 
(‘After First Decision’ or ‘After Final Decision of Accept, Reject or Reject and Transfer’). 
For Reviewer recipients, Reviewer Names and degrees are populated only if the Reviewer 
Recipient has the RoleManager permission ‘View Un-Blinded Reviewers’. 
The new Open Peer Review merge fields are as follows: 
 

1. %OPEN_INDIVIDUAL_REVIEWER_COMMENTS_TO_AUTHOR% - Inserts the 
Individual Reviewer Comments to Author fields linked to an Editor assignment in 
Decision Letters and Reviewer Notifications of Editor Decisions. Reviewer Names and 
degrees will be displayed for primary recipients with appropriate permission (but not cc’d 
or bcc’d recipients). 

2. %OPEN_LINKED_REVIEWER_COMMENTS_TO_AUTHOR% - Inserts the 
Reviewer Comments to Author from selected completed reviews from Linked 
Submissions. Reviews are grouped by submission and identifying information from each 
submission is inserted. This merge field is used in Reviewer Invitations and Assignments. 
Reviewer Names and degrees will be displayed for primary recipients with appropriate 
permission (but not cc’d or bcc’d recipients). 

3. %OPEN_LINKED_REVIEWER_COMMENTS_TO_EDITOR% - Inserts the 
Reviewer Comments to Editor from the selected completed Reviews from Linked 
Submissions. Reviews are grouped by submission and identifying information from each 
submission is inserted. This merge field is used in Reviewer Invitations and Assignments. 
Reviewer Names and degrees will be displayed for primary recipients with appropriate 
permission (but not cc’d or bcc’d recipients). 

4. %OPEN_LINKED_REVIEWER_RESPONSES_AND_INDIVIDUAL_COMMENT
S_TO_AUTHOR% - Inserts all Custom Reviewer Questions and Responses where the 
question is configured with the ‘Available for Decision Letter Merging’ option set plus 
the Comments to Author field from Review records selected for inclusion from the 
Linked Submission Groups. This field is used in Reviewer Invitations and Assignments. 
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Reviewer Names and degrees will be displayed for primary recipients with appropriate 
permission (but not cc’d or bcc’d recipients). 

5. %OPEN_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% - 
Combines both Comments to Author and Responses to Custom Questions, and presents 
all information from a single reviewer together in a block. This merge field is used in 
Decision Letters and Reviewer Notifications of Editor Decisions.  Reviewer Names and 
degrees will be displayed for primary recipients with appropriate permission (but not cc’d 
or bcc’d recipients). 

6. %OPEN_REVIEWER_COMMENTS_TO_AUTHOR% - Inserts any Reviewer’s 
available Comments to the Author into a Reviewer Invitation Letter. This can be used to 
send previous comments from Reviewers back to the same Reviewers in the case of a 
revision or to send completed Reviews to a new Reviewer when the Editor selects the 
‘Previously Submitted Reviews’ checkbox on ‘Select Reviewers – Confirm Selections 
and Customize Letters’ page. Reviewer Names and degrees will be displayed for primary 
recipients with appropriate permission (but not cc’d or bcc’d recipients). 

7. %OPEN_REVIEWER_COMMENTS_TO_EDITOR% - Inserts any Reviewer’s 
available Comments to the Editor into a Reviewer Invitation Letter. This can be used to 
send previous comments from Reviewers back to the same Reviewers in the case of a 
revision or to send completed Reviews to a new Reviewer when the Editor selects the 
‘Previously Submitted Reviews’ checkbox on ‘Select Reviewers – Confirm Selections 
and Customize Letters’ page. Reviewer Names and degrees will be displayed for primary 
recipients with appropriate permission (but not cc’d or bcc’d recipients). 

8. %OPEN_REVIEWER_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AU
THOR%  - Combines both comments to authors and responses to custom questions in 
Reviewer Invitations or Assignments. Reviewer Names and degrees will be displayed for 
primary recipients with appropriate permission (but not cc’d or bcc’d recipients). 

9. %OPEN_REVIEW_QUESTIONS_AND_RESPONSES% - Inserts the selected 
Review Questions and Responses configured to be ‘Available for Decision Letter 
Merging’ sent to the Author. Reviewer Names and degrees will be displayed for primary 
recipients with appropriate permission (but not cc’d or bcc’d recipients). 

10. %OPEN_ALL_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR
% - Inserts all Review Questions and Responses and Comments to Authors from all 
completed Reviews submitted by Reviewers of the current revision, organized by 
Reviewer. This merge field is available for use in letters in the ‘Ad Hoc from Editor’ 
family. Reviewer Names and degrees will be displayed for primary recipients with 
appropriate permission (but not cc’d or bcc’d recipients). 
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Completed Review Merge Field 
In EM 11.1, a 
%COMPLETED_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% 
merge field is added for use in letters to Editors and Reviewers associated with the ‘Review 
Assignment Completed’ event in ActionManager. This merge field will pull in all Review 
Questions and Responses and Comments to Author for a single Reviewer when the Review is 
submitted. 
 
Sample text-formatted letter using the 
%COMPLETED_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% merge 
field 
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All Responses and Individual Comments to Author Merge Field 
In EM 11.1, an 
%ALL_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% merge field is 
added to populate in letters in the ‘Ad Hoc from Editor’ family. This merge field will pull in all 
Review Questions and Responses and Comments to Author from all completed Reviews 
submitted by Reviewers of the current revision, organized by Reviewer. 
Information about pending Reviews and Reviewer Invitations are displayed before submitted 
Reviews: 

1. If any Reviewers have been invited to review the submission but have not agreed to 
review it yet, the following text is displayed: 

a. “[X] Reviewer(s) have been invited but have not agreed to review yet” 
2. If any Reviewers have agreed to review the submission but have not submitted their 

reviews yet, the following text is displayed: 
a. “[X] Reviewers(s) have agreed to review, but have not submitted their reviews 

yet.” 
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Sample text-formatted letter using the 
%ALL_RESPONSES_AND_INDIVIDUAL_COMMENTS_TO_AUTHOR% merge field 
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Attachments for Editor Deep Link 
In EM 11.0, deep links are available for use in letters to Reviewers and Authors that allow direct 
access to the Attachments page. 
 
New in EM 11.1, an %ATTACH_FOR_EDITOR_DEEP_LINK% deep link is added so 
editors may have quick access to a Reviewer’s Attachments from the letter associated with the 
‘Review Assignment Completed’ event in ActionManager. A corresponding 
%ATTACH_FOR_EDITOR_DEEP_LINK_INSTRUCTIONS% merge field is also added to 
pull custom Attachment Deep Link instructions to letters. 
 
These merge fields will only populate if the Reviewer has uploaded attachments with a 
completed Review, the Editor recipient has ‘Download Attachments’ permission, and the Editor 
is in the Editor chain for the submission. Since this letter is triggered by a single Reviewer’s 
completed Review, the Attachments page reached from this deep link will only contain 
attachments uploaded by that Reviewer.  
 
Like other Attachments Deep Links, the deep link expiration and custom instructions are 
configured in PolicyManager on the ‘Set Attachments Deep Link Policy’ page. 
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Sample Set Attachments Deep Link Policy page in PolicyManager 
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Corresponding Author Information Merge Fields 
In EM 11.0, Corresponding Author information may be pulled into letters using merge fields 
such as %CORRAUTHOR% and %CORRAUTHOR_INST%.  
 
New in EM/PM 11.1, three merge fields are added to better convey Corresponding Author 
information in correspondence: 
 

• %CORRAUTHOR_ADDRESS% - Inserts a block address field of the Corresponding 
Author’s primary address, which consists of the institution, department, address lines 1-4, 
city, state, postal code, and country of the Corresponding Author linked to the current 
version of the submission. This merge field may be used in any letter associated with the 
submission. 

• %CORRAUTHOR_SECONDARY_ADDRESS% - Inserts a block address field of the 
Corresponding Author’s secondary information for institution, department, address lines 
1-4, city, and state of the Corresponding Author linked to the current version of the 
submission. This merge field may be used in any letter associated with the submission. 

• %CORRAUTHOR_EMAIL% - Inserts the e-mail address(es) of the Corresponding 
Author linked to the current version of the submission. If the Corresponding Author has 
more than one e-mail address configured, then they are all merged, separated by 
semicolons. This merge field may be used in any letter associated with the submission. 
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Publication Email Merge Fields 
In EM/PM, publications may configure ‘E-mail from’ addresses for Editorial Manager 
correspondence and ProduXion Manager correspondence. These addresses are configured on the 
“Set ‘E-mail From’ Address” page in PolicyManager. 
 
New in EM/PM 11.1, two merge fields are added to pull the publication’s ‘E-mail from’ 
address(es) into letters: 
 

• %PUBLICATION_EMAIL_EM% - Inserts the e-mail address only from the “Editorial 
‘E-mail from’ Address”. This merge field is available for use in any e-mail sent from the 
publication. 

• %PUBLICATION_EMAIL_PM% - Inserts the e-mail address only from the 
“Production ‘E-mail from’ Address”. This merge field is available for use in any e-mail 
sent from the publication. 
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REPORTING ENHANCEMENTS 
Transferred Reviews View  
New in EM 11.1, a ‘Transferred Reviews View’ is added to Custom Reports and Enterprise 
Analytics Reporting to show information about reviews for submissions that have been 
transferred into the logged in Editor’s site from another EM site. 
The fields and their descriptions are as follows: 
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