New Author Submission Interface

The redesigned Author Submission Interface will make the manuscript submission
process quicker and easier for Authors. They can use the interface for initial submission
and submission of revisions. (Editors will continue to use the legacy submission
interface when editing a submission or submitting as an Editor.)

New interface features include more streamlined submission steps and easier access to
submission requirements. The new interface collects the same data as in earlierversions
of EM, but the order of the submission steps has changed.

In addition, Editorial Manager can now extract metadata directly from a manuscript file
during the upload process to automatically populate specific submission data fields(Full
Title, Abstract, Author List). This means the Author spends less time entering
information manually, which makes for a more efficient overall experience. Authors
must submit the manuscript file in Microsoft Word formatto use this functionality.

Navigating Core Submission Steps

In previous versions of EM, submission steps were stacked vertically in the left part of
the page in the Author Submission Interface. Authors could proceed through the
submission process in the order the steps appeared or click into each step in theorder
they preferred. Submission sections are displayed horizontally on a progress bar. As
before, Authors can complete each step in whatever order they choose. Graphic
indicators show which steps are complete and which remain to beaddressed.

New progress bar, showing different progress indicators
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Core submission steps are automatically updated as an Author proceeds through the
process. A green check mark icon indicates the step is complete, a blue arrow icon
indicates the current page being displayed, a red exclamation point icon notes a section
requires more information, and a blank circle indicates a page that the Author has not
opened yet.



Presentation of Submission Steps

The submission process can include seven core submission steps: Article Type Selection,
Attach Files, General Information, Review Preferences, Additional Information,
Comments, and Manuscript Data. (Steps displayed depend on Article Type
configuration.)

The page for each core submission step may include multiple data fields, depending on
the configuration of the selected Article Type. These fields are displayed in accordion
sections, each of which can be expanded or collapsed by clicking on its title bar. An
Author can expand or collapse each of the fields on this and similar pages by clicking the
tab name for each field. This allows the Author to view only one or more than one
section at a time. Clicking the Next button closes the current field and opens the one
below it. The system saves entered data when the Author clicks the Back or Proceed
button.

The seven core steps are ordered as follows:

1. Article Type Selection. The Author selects an Article Type from the drop-down
menu. This step may be suppressed if the publication pre-selects Article Types on
behalf of Authors (as for an invited submission).

Select Article Type page, including progress bar at top
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2. Attach Files.
e For a new submission, the Attach Files step actually involves two page layouts.
The first layout allows Authors to upload a single file, using the Browse button or
the Drag & Drop feature.

Note: This file is referred to as the Primary Manuscript File on the Edit Article
Type configuration page (see the Configuration section below), although it does
not actually have to be a manuscript. In a double-blind workflow, this file could
be the cover or title page.

o If the Author uploads an MS Word—readable file at this point, the system
automatically attempts to extract manuscript-related metadata from the
file as the Author continues the submission process.

o For each Article Type, publications can optionally configure a submission
item type to be assigned automatically to the Primary Manuscript File
uploaded at this point. (Authors can change the submission item type after
upload.) If a publication has chosen this option, the configuredsubmission
item will be required.

0 Uploading a file on the first layout is not required. An Author can skip the
upload and move to the second layout by clicking the Proceed button. If
the Author skips this first Attach Files screen, the automatic metadata
extraction process will not take place for the submission.

0 Instructions in the left column may be customized to provide publication-
specific guidance for Authors. For example, if a publication’s Authors
typically submit files via arXiv, the instructions can prompt Authors to
skip this file upload and click the Proceed button to advance to the next
layout, where arXiv files may be submitted.

Detail of Attach Files submission step, firstlayout
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e The second layout is presented after the Author has either uploaded a file or
clicked the Proceed button on the first layout. This view allows the Author to
submit and organize additional files. (Files uploaded at this point do not trigger
the automatic metadata extraction feature.)

0 The functionality to attach files from arXiv.org appears on thislayout.

0 Required submission items are listed in the left column: green whenthe
item has been submitted, red when it has not yet been submitted.

0 Instructions in the left column (below the list of required items) may be
customized.

Detail of Attach Files submission step, second layout
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e For arevised submission, Authors are presented with a layout listing theoriginal
submission files. They can select files from the previous version to include in
revision. The rest of the submission process is as described above.

o If“Include in Revision” for the Primary Manuscript File is not checked, the
Author proceeds to the first layout to upload a new Primary Manuscript
File. The automatic extraction process will be run on this revised file.

Remember: The Primary Manuscript File does not actually have to contain the
manuscript. In a double-blind workflow, it may be the cover or title page.

o If“Include in Revision” for the Primary Manuscript File is checked, the
Author does not need to upload a new Primary Manuscript File and
proceeds directly to the second layout.

Detail of Attach Files submission step, initiallayout shown for revised submission
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3. General Information. This page includes the following pre-existing submission
steps (if enabled for the chosen Article Type):

e Region of Origin

e Section/Category

e Classifications

o Keywords

Detail of General Information page (Image shows collapsed datafields)
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4. Review Preferences. This page contains the following pre-existing submission
steps (if enabled for the chosen Article Type):

e Request Editor

e Suggest Reviewers

e Oppose Reviewers

Detail of Review Preferences page, which retains the familiar tools for adding and editing
names on the list (Image shows both expanded and collapsed datafields)
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5. Additional Information. This page displays the Author and/or Submission
Questionnaire if configured for the Article Type. (The step does not appear inthe
progress bar if no questionnaires are configured.) Question configurations are
unchanged at upgrade.

Detail of Additional Information page
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6. Comments. This page displays a text field where an Author can enter any
submission-related comments (if configured for the Article Type).

Detail of Comments page

= Enter Comments

Please enter any additional comments you would like to send to the publication office. These
comments will not appear directly in your submission.

7. Manuscript Data. This page contains the following pre-existing submissionsteps
(if enabled for the chosen Article Type):
e Title (also Short Title, Secondary Title, Secondary ShortTitle)

Abstract

Authors

Funding Information

Request Waiver

The new interface automatically populates several fields on this page, if possible, by
extracting the data from the file uploaded on the first Attach Files screen—the Primary
Manuscript File. This saves time for the Author, who then just needs to verify the
information (and make any necessary edits). The metadata fields that may beextracted
are:

e Article Title

e Abstract

e Author Titles, Names, Degrees, and Affiliations

If the manuscript file is not in MS word format (.doc or .docx), the fields will not be
automatically populated. Other manuscript data fields on this page are not
automatically populated. Any fields that cannot be automatically populated can be
completed manually by the Author.

If the Author reaches this page before the system completes the extraction process, a
message indicates that the extraction is in process and gives the Author the option of
entering the information manually.



Message shown to user during metadata extraction operation

Flease wait while we attempt to extract information from your manuscript
file and populate your submission record. If you do not want to wait and
would prefer to enter your data manually, click 'Enter Data Manually”.
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When the extraction process is complete, any fields that are missing data
and require the Author's attention are marked with an alert icon (red
triangle).

Detail of Manuscript Data page, showing alert icon (indicates required

information is missing in the Title field) and information icon (configured with
custom instructions for the Author)

+ Title 1Y ]

+ Abstract

% Current Author List Add Another Author

E You may reorder the authors by dragging and dropping an Author's summary line to the correct position in the Current Author List.

H ﬂ' . Constance Data




	New Author Submission Interface
	Navigating Core Submission Steps
	Presentation of Submission Steps
	 Region of Origin
	 Section/Category
	 Classifications
	 Keywords
	 Request Editor
	 Suggest Reviewers
	 Oppose Reviewers


