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Author Tutorial

Author Software Requirements

Authors using Editorial Manager must have Adobeobat Reader (a PDF reader) installed. To ingtadl t
software, download the free Adobe Acrobat Readéreafollowing address:

http://www.adobe.com/products/acrobat/readstep2.htm

Users should contact their IT department if thegezience difficulty installing or utilizing this ftwvare. Adobe
also offers a help database for the free Readbisaaddress:

http://www.adobe.com/support/products/acrreadet.htm

For general Software and Hardware requirements whkatg EM, please use the following link:

http://www.editorialmanager.com/homepage/homefduid.

A pop-up alert box is displayed if the system isemsed with an unsupported browser.

Confidential — Subject to change — Copyright © 20889es Systems Corporation - 4




Registering with the Publication’s EM Site

A set of menu options is available at the top efghreen on the main navigation menu. ClickRBEGISTER'.

@Editorial Manager”

HOME = LOGIN = HELP = [REGISTER| = UPDATE MY INFORMA
MAIN MENU « CONTACT U5 = SUBMIT A MANL T * [N5T

The following screen will be displayed:

Please Enter The Following

PRE-
REGISTRATION
PAGE

To register ta use the Editorial
Manager system, please enter
the requested information.
Upon successful  registration,
you will be sent an e-rmail with
instructions  to  werify  your
registration.

Forgot Your Pazsword?

Fill in the Required Pre-Registration informatiardeclick ‘Continue >> when done. There will then be a
‘Duplicate Registration Check’

Duplicate Registration Check

EM will check whether a user is already registemate theFirst Name, Last NameandE-mail Addressfields
have been entered. Click on the button lab&eahtinue’. This will execute a search of the database for a
duplicate record.

Note: It is important that users enter their name exaasythey are known. It is not unusual for variaion
spelling to cause duplicate entries in the database

Possible Outcome of Duplicate User Test

If a match is found (i.e., presence of duplicates) -uder will not be able to proceed with the Regigira The
user may opt to receive an e-mail containing therblsme and Password associated with the e-maiéssithat is
already in the system.
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Duplicate Registration

PRE-

REGISTRATION

PAGE The data yvou entered indicates that vou hawve already registered for Editorial Manager.
would you like us to send an e-rmail to Wendy@ermtesting.co.uk with the Username and
Password?

Users should click onves’ if they could already be registered. If the usarertain that he or she is not already
registered, he or she should click &io'. The system will now present the registration pagech provides an
option to changé&irst Name, Last Name, E-mail addres®r all three fields.

If no matches are found (i.e. no duplicates) — flieteed to the second step, the Registration psoce

Registration Process

The following screens will be displayed:

Insert Special Character

Personal Information

Registration Page
Title iy

First Names *  |pyichael
Middle Name

Last Mame * o

Degree ¥ Ph.D. (Ph.D., M.O., Jr., etc.)
Preferred Name {nickname)
Primary Phone | | (including country code)
Secondary Phone | | (including country code)

Secondary Phone is for Mobile () Beeper () Home {(3) Work () Admin. Asst. ()

Fax Number {including country code)

E-mnail Address * ‘mikezmith{@ariessys.com

If entering more than one e-mail addraess, use a semi-
cclon betwsen each address (e.g.,
joe@thejournal.com:joe@yahoo.com)

Entering & second e-mail address from a different e-ma=il
provider decreases the chance that SFAM filters will trap
e-mails sent to you from online systems. Read mora.

Preferred Contact Method * E-mail (+) Fax () Postal Mail () Telephone {)
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Insert Special Character

Institution Related Information

o

(%)
&
$

Note: Information fields marked with asteriskg €annot be left empty.

A user may indicate to the Publication that hehar is available as a Reviewer, by selecting “Yageisponse to
the question,Are you available as a Reviewer?’

Areas of Interest or Expertise !

Please indicate your areas of expertise either by
=selacting from the pre-defined list using the "Select
Personal Classifications" button or by adding your cwn
keywords individually using the "Mew Keyword" field and
associated "Add" button.

If the Publication is using classifications, useray also select Personal Classifications from defieed list.

Note: If the Editorial Office has set up Classificaticas a required field, users must select one or raoeas of
expertise from this predefined list.

Confidential — Subject to change — Copyright © 2089es Systems Corporation - 7




Users can click onSelect Personal Classificatiorido access the screen to enter areas of expeffise.predefined
list can be expanded or collapsed by clicking tHeof [-] checkboxes. To add a Personal Clasdifioa check the
appropriate classification, and click on the ‘Sglbatton. The number of Personal Classificatialiswed is
determined by the Publication. When all of therappiate areas of expertise have been selected, afi the
‘Submit’ button on the bottom of the page.

If the Publication is using Personal Keywords, asaay enter free-form Keywords that identify arebexpertise
not included in the predefined Personal Classificet list.

Note: If the Editorial Office has set up Personal Keywoes a requirement, users must enter the minimumnbeu
of Keywords indicated.
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Click on ‘Edit Personal Keywords’to access the screen to enter free-form areaspeftse. To add a new
Keyword, simply type the Keyword(s) into tidéew Keyword’ field and click oifAdd’. Click on‘Close’ after all
Personal Keywords have been entered.

At the bottom of the form, a preferred usernametrbasselected. Failure to enter a username ootgy required
information for registration will result in the folwving warning:

Note: Users must remember this username in order to adtesPublication’s EM System

When satisfied with the information that has bemviged, click the Continue >>' button at the bottom to
proceed.
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A ‘Registration Confirmation’ page will appear. eBke ensure that everything is spelled correaily tiaat the e-
mail address is correct.

If all fields are correct, click ofContinue >>'. The registration process is now complete, andifiee may check
e-mail for the password sent by Editorial Manager.

Custom Registration Questions

If the Publication has opted to require that usespond to registration questions, the followirepswill appear
before the registration process can be complefebdox with an asterisk next to it indicates reqdinsformation.

Once all necessary information has been providadk @an the Continue >>' button to proceed.

Multiple E-mail Address Request

It is strongly suggested that users enter a seeandil address. If the system e-mails get caught$PAM filter
for one e-mail address, users can receive the kataisecondary e-mail address from a differentise provider
(e.g. Yahoo, AOL, etc.).

When the Read mortlink is selected, this warning will be displayed:
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Logging In

Users can begin to use the system, once they kaeéved a notification e-mail from the Editorialfioé containing
the username and password.

Go to the Publication’s EM website. At the toptlod navigation main menu, a set of menu optioawaslable.
Click on ‘LOGIN '- as shown below:

The Editorial Manager Log-In screen will be disgdy Enter the username and password in the apatefields.
Click on the Author Login’ button. This will display the ‘Author Main Menwthich will contain a list of
functions that may be performed in the system.

Note: If users have multiple roles with the Publicatidtris possible to set up a default login role. Tption to do
this can be found by clicking on tHgpgdate My Informatiori link on the main navigation menu.

Once a user has successfully logged in, the Altaan Menu will display ‘Incomplete Submissions,’ UBmissions
Waiting for Author’s Approval’ and ‘Submissions Bgi Processed’ links. These links are also refairets
‘Folders.” The number of submissions in processaaoh folder will be displayed by the side of thég
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Changing passwords

Users may change their password at any time, bst firat be logged in to the system. From the nmaivigation
menu at the top of the screen (see below) sdlDATE MY INFORMATION .

The ‘Update My Information’ page dialog boxes vii# displayed:

The user will then be redirected to the Registratioreen, where all of the personal informatiomentty available
to the Publication is displayed, and may be updasedeeded.

Once changes have been made, click onSémit’ button. EM will check to see if all of the reqed fields have
been entered — if not, the following warning widl tisplayed:
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Users may return to the information pages (clicklen'<< Previous Paggbutton) or can simply click on the
button labeledContinue’.

Entering Unavailable Dates

EM allows authors to enter “Unavailable Dates” friva Additional Information section of the updatg personal
information page. These unavailable dates canlieeaken into account when Editors invite Autharsubmit
manuscripts.

Authors enter dates for which they are not avéglaénd provide a short reason for their unavditsgbi Authors
can also enter up to three potential substitutes.
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Submitting a manuscript

Once an author has logged into the system, theohlain Menu will be displayed:

Click on the on theSubmit New Manuscript' link. This will display the Submit New Manusctipmenu. Authors
will be asked to enter data that is associated thigrmanuscript — this can include text, imagesdastriptions.
Some of this information will be mandatory; othiemis will be optional. Each submission step idived below.
This information is customized by the Publicatitherefore, some steps may or may not be part cfubenission
process.

Submission Step Limits

The Editorial Office has the ability to restricethumber of words or characters used for the fotigygubmission
steps:

Full Title
Short Title
Abstract
Comments
Authors
Keywords
Classifications

The word or character count is made availableatithe of submission if this feature has been ethbl
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If the word or character count limitations impodmdthe Publication have been exceeded, the usemotagontinue
on to the next step. If this is the case, a warhiox will appear if the user clickblext'.

Once the word or character requirement has beentheetiser may clickNext' to proceed to the next submission
step.

Select Article Type

The first step of the EM manuscript submission pesds to select an Article Type, which is a reggiistep in the
submission process. Using the drop-down menugctsile Article Type that best describes the manpiscirhe
Article Type designation determines which additistaps will be displayed. (For example, an Abgtraay not be
part of a ‘Letter to the Editor’; therefore, thats will not appear in the process if that artigiee has been
selected.) ClickNext' to proceed orPrevious to make changes on the previous screen.
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Enter Article Title

An Article Title is the first required step in tiiebmission process. Enter the title of the subiomnsis the space
provided. Click Next' when the title has been entered.

Enter Short Title

If the editorial office has enabled this step, authmay be required to enter a Short Title in & bex that appears
directly below the Enter Article Title Box:
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If the Editorial Office has chosen to limit the $hditle submission step to a certain number ofrabiers, Authors
will not be able to type past the allotted amount.

Add/Edit/Remove Authors

The Author submitting the manuscript will be listeslthe Corresponding Author by default. Only the
Corresponding Author will receive any e-mail natifiions from the system. The designated Correspgrlithor
may be changed, but this person must be a regisktitorial Manager user, because he or she wéltirte be
contacted throughout the submission process. @thtors do not need to be registered in the systernmay be
included for the purpose of appearing in the lfstlbAuthors. A first name and last name are eyl

The Author can designate the order in which othethars should be listed, including the Correspogdinthor.
After the Additional Author information has beertened, the list of authors can be reordered b¥iclgcon the
arrows next to each name. The Author at the tadpefist is automatically designated as the Fuaghor. The
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Corresponding Author does not have to be listesd,fand can appear anywhere in the list (includinipe top of the
list as the First Author).

Note: Please note that the user who begins the manussulission process is, by default, the Correspandi
Author.

To change the Corresponding Author, first entemiime of the new Corresponding Author in the texéiscand

click the checkbox next to 'Please select if thithe corresponding author'. If the person entesredt registered
with Editorial Manager, the user will be unabladesignate him/her as the Corresponding Author]| that user has
been registered. If this persimregistered with Editorial Manager, his or her nsene must be entered. However,
please note that if the Corresponding Author isigea, once the manuscript has been submitted sérewtho has
entered the submissiavill no longer be considered the Corresponding Autbr and will not be able to access
the manuscript. The new Corresponding Author will receive an aimvhen the PDF is built, asking him or her to
log into EM to view and approve the submission befocan be sent to the Editorial Office.

Click ‘Next' to proceed.

Select Section/Category

The Section/Category list is used by the Authantbcate that his/her submission belongs to a @aetr ‘Section’
of the Publication or belongs to a particular ‘@atey’ within the contents of the Publication. Tkigp may be
optional, required, or hidden by the Editorial ©fj so the Author may not see it.

Click ‘Next' to proceed.

Submit Abstract

The ‘Submit Abstract’ step allows the Author toéypr copy and paste the manuscript’s Abstractartiextbox.
This also may be an optional, required, or hiddep.s
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Click ‘Next' to proceed.

Enter Keywords

Enter the keywords for the manuscript, with eacywiard separated bysemicolon(for example: active vitamin D;

parathyroid hormone-related peptide; hypercalcebag resorption). This may be an optional, regljior hidden
step.

Click ‘Next' to proceed.
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Select Classifications

Click 'Select Document Classificatiorido open a window containing a list of the classifions used by the
Publication. Classifications can be viewed asealptermined list of terms associated with a maiqpitsdrhe
Editorial Office can cross-reference ManuscriptsSifications with Personal Classifications of peitarReviewers
to find qualified Reviewers.

Click the checkbox next to any classification toseéected. Authors may select as many classifioatas
appropriate. ClickSubmit' when finished. This may be an optional, requicgchidden step.

Click ‘Next' to proceed.

Custom Submission Steps

The submission step called ‘Additional Informati@ifows the Publication to create custom questthascan be
answered during the Submit Manuscript process. duisstions in this step are defined by the Puliinand may
be mandatory. Examples of questions include: ‘Heany pages is the manuscript?’; ‘Do you have ciol@ges?’
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Enter Comments

Enter any comments to be sent to the Editorialo®ffiThese comments will not appear in the manpisciihe
Publication may configure this as an optional, resflj or hidden step.

Click ‘Next' to proceed.

Suggest Reviewers

If this function is enabled by the Editorial Officguthors will be asked or required to provide naraad contact
information for as many review candidates as thgiPation requires for a submission. Pleasefiililie necessary
information:
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When finished, click theAdd Reviewer button to submit additional Reviewer informatio@lick the Next'
button when ready to move on to the next step.

Oppose Reviewers

If the site is configured to include this step, Baits are provided with the opportunity to inforne ditorial Office
of Reviewers that should not review the submissiBrovide all of the necessary contact information:
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The Oppose Reviewers step is similar to the RedqRegiewers step in that when the information hanlentered,
Authors may click theAdd Reviewer button to submit additional Oppose Reviewer Cdatis. Click theNext’
button when ready to move on to the next step.

Note: Publications may disregard any request for speédfeviewers to be either invited or excluded. Tigg8st
and Oppose Reviewers steps simply provide infoomdir the Publication to use when selecting appiedp
Reviewers.

Request Editor

Depending upon how the Editorial Office has confeglthe EM site, Authors may be asked to requesirticular
Editor to be assigned to a submission. The requididte taken under advisement by the Editoridfi€@f Select an
Editor by using the drop-down menu and cliblekt’ to proceed. This may be an optional step foublieation. If
an Author is not directed to request an Editor,sihlemission will be assigned to an Editor selebtethe Editorial
Staff.

Click ‘Next' to proceed.

Select Region of Origin

Authors can identify a geographic region (or coyinaf origin for the manuscript, which may haveGountry of
Origin’ designation that is different from the Aotfs country. This is referred to as the ‘Manugtfeographic
Region of Origin’.
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Select the country or region for the manuscriptibiyng the drop-down menu and clickingext’ to proceed. This
may be an optional step for a particular Publigatio

Attach Files

Next, the Author will be asked to attach all of fhes associated with the submission.

Some Publications accept information offline orside of their EM websites (e.g., e-mail, postallpwifax). If
offered the option of selecting either ‘Online W&ystem’ or ‘Offline,” the Author may click the apgariate button.

For each Item to be uploaded into the system:

Choose the Item from a drop-down box. Manuscfigtires or tables may all be separate Items in the
drop-down box, as the Items listed may vary witbheRublication. Make sure to choose the correct one

Enter a Description in the text box (i.e., Figurerable 2, etc.)
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Select the Delivery Method by which the Item wébich the Editorial Office (online or offline).

The option of online or offline may not always ba#gable since the Publication may require the Iterhe
submitted online only.

Locate the file on the hard drive using tBedwse button.

Authors may attach files to their submission thatéehbeen ‘compressed’ (i.e. zip files). This alow
Authors to upload several files at once, rathen tii@ving to upload one file at a time. It alsoldaa a
faster upload of a large single file. The systeithautomatically ‘unpack’ or ‘un-zip’ the file, sthat the
individual file(s) can be attached to the submissidhere is more information regarding the uplo&d
compressed files at the end of this section.

Click ‘Attach This File’ to upload the file (uploading may take severahatées for larger files), and the
following window should appear:

For Items to be sewfffline, please select the Item from the drop-down meliek the ‘Offline’ Delivery Method,
and then clickAttach This File’. The Item will be added to the list of submigsides with the ‘Offline’
designation so that the Editorial Office can aptte the Item’s arrival through an alternate dejiveethod.

Repeat this process until all tems in the subroissiave been specified. All attached files aréblasn the list at
the bottom.
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When all ltems have been attached, cligkxt’ at the bottom of the page

Authors will see the summary of the files to betderthe Editorial Office, and should ensure thatrgthing that
should be included has been listed.message above the grid will inform the Author ifany of the required
pieces of the submission have not been included.

Click ‘Build PDF for my Approval’. A thank you message will appear on the scraad,the manuscript will now
be located in the ‘Submissions Waiting for Authokjsproval’ folder on the Author’'s Main Menu. Toroplete the
submission process and send the submission toditerial Office, the Author must view and approwe tPDF.
(See ‘Author PDF Approval’ in the following section

Even if an Author is unable to complete the subimisprocess, no data will be lost. The submissiambe
accessed by clicking on thincomplete Submissions’ folder on the Author’'s Mienu.

File Ordering Mechanism

File order can be changed by entering numberseitetkt box next to each Submission Item. The files
numbered in the sequence in which they were upbha&er example, if four files are uploaded, théad# value
for each Itemis 1, 2, 3, and 4, respectively. Tiber can then change the order of the files byntym a new order
and clicking the ‘Update File Order’ button.

If the Publication has elected to impose a patdicfile order that differs from the order usedttingposed order
will supersede the order used. If the files ar@agbed in an incorrect order, the following screglhappear:
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The Author may change the order of the files thatcd the same Item Type. In the example aboeedt2 and 3
may be reordered because they are both the saméyipe.

The Submission Item Label Can Be Changed after thEile Is Uploaded

The ‘Item’ column in the list of attached files hd®p-down boxes for each file, so the Submissiem|
Description can be easily changed after the fiebeen uploaded. For example, if an Author upl@Bgure, but
did not select the ‘Figure’ Item from the Item drdpwn box, the Item label would be incorrect. Phehor can
change the description by typing the correct infation in the box.

[Above: File ‘Order’ and ‘Iltem’ designation, and éScription’ can all be changed after file upload]

Uploading a Compressed File

Compressed files are any files created by a “paghitility, such as PKZip or WinZip. A compresskié may
consist of a single file, or multiple files. Themary purpose of ‘zipping’ or ‘compressing’ filésto reduce the
overall file size, thus facilitating faster transtai. The following compressed file formats arpsorted:

1) Zip — such as WinZIP
2) tar.gz — this is a UNIX file compressiatility

When uploaded, EM unpacks the zip file into theividual files, at which point the author musteslthe Item
Type for each individual file.

Authors will see a set of drop-down menus abovditadist when a zip file is uploaded. The autlvan use these
drop-down menus to quickly assign an ltem Typdltéles of a certain format. The user may furtlagjust the
Item Type manually for a specific file, if desired.
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The first drop-down contains an alphabetical listhe file extensions of all files successfully ogtied in the zip
file(s). If another zip file is uploaded, any néle extensions are added to the drop-down, andishes re-sorted.
If any zip file contains files that have no extems{e.g. Mac files), the word “Other” displays asheice at the end
of the list and applies to all files without an exsion.

Selecting File Format
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The second drop-down lists all Item Types configui@ the selected Article Type.

A button labeled “Change Now” appears to the rigiithe dropdowns but is disabled until both a tijlee and Item
Type have been selected.

Selecting Item Type
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Once the author has selected both a file type artean Type, the ‘Change Now’ button is enabledhe Buthor
then clicks the button, and the selected Item Tigfpplied to all files with the selected file type

All files with .jpg extension have ltem Type sefiture

Authors may use this feature to change the ItemeTgpa given file format as many times as necgssarwell as
change any individual item manually.

Uploading arXiv Files from the Los Alamos Nation&laboratory

Authors can upload source files directly frima Los Alamos National Laboratory arXiv databastany
Authors (primarily those in Physics and Math) pibgtir research on the arXiv server as a resouircetffer
researchers. Authors may then submit a manugtirgttly from the arXiv database.
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To upload files from the Los Alamos arXiv serveu,tg the ‘Submit New Manuscripit\terface, fill in each step
(Article Title, Article Type, etc.), and proceedttee ‘Attach Files’ step.

If the Article Type is configured to ‘Allow file Upads from Los Alamos arXiv server’, the Attachdsilpage
displays special instructions and a text box fdaryeaf the arXiv file identifier. Authors can alsagpload additional
‘regular’ files on the same page, in addition te #nXiv file.

[Above: Attach files page with arXiv file upload Xjo

Select a Submission Item from the drop-down list anter the arXiv code, which consists of a stahggtters and
numbers identifying the particular Los Alamos datséd (e.g. hep-th or physics.acc-ph) followed byrevdrd slash
and a 7-digit number unique to Los Alamos (e.gp-é8/0401001, physics/0401001, math.AG/0401002).

Next click ‘Attach this File’. When the arXiv code is recognized by the LoarAbs server and corresponding file
is found, the compressed file (.tar.gz format) aorihg the source files is downloaded from the Atemos server.

The .tar.gz file is unpacked by the system, andfahe individual files are uploaded to EM. Edithis listed

individually so Authors can associate each filehvéih appropriate Submission Item, edit the Desonpand re-
order the list of files for PDF creation.
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Note: This function is not available when submitting sgms. When submitting a revision, Authors doraet
upload the submission from the arXiv databaseraihier choose to carry forward the files that dut nequire
revision, and can then upload just the revisedfile

Note: Most documents on the Los Alamos arXiv serveirat@Tex format. To assist Authors who may nature
which Submission Items to select for various afi@components (such as .bbl, .cls, .sty, etee Rublication can
create Submission Items in the dropdown menu, wdeshribe these components (Bibliography file eS&ile, etc).
If an Author is unclear about which Item to choasadect the Item that most closely describes thafid the system
will proceed without a problem

Author PDF Approval

Authors must approve a submission before it is getite Editorial Office. ClickSubmissions Waiting for
Author’s Approval ' to bring up a table containing all manuscriptatthre waiting to be viewed and approved (see
below):

Once the PDF version of a manuscript has beenettdgtthe system, the Author will see a set ofdiikthe
Action column of the table (far left).

Note: The actual process of building the PDF may takesd minutes, depending on the size of files and
outstanding PDF building activity.

‘View Submission allows an Author to view the PDF version of a sussion (if a user does not have
Adobe Acrobat installed, he or she simply clicks Bet Acrobat Reader icon at the bottom of the
‘Submissions Needing Approval’ menu and follows ithetructions from Adobe’s web site). Authors may
choose to make alterations to a submission suspeallng corrections, description changes, exteahics,
etc. — this can be done by selectifglit Submissiori. If there is a problem creating the PDF, theik w

be a message in the PDF explaining what may hawvgedathe problem. The Author must view the PDF
before it can be approved.

‘Edit Submission’ will bring the Author to the same interface thatsawsed when initially
submitting a manuscript. Authors can remove orféddd at the Attach Files portion of the
submission if anything needs to be changed. Ifdmanges are made, a new PDF file will be
built. Once the Author has viewed the submissienor she will click Approve Submission to
send it to the Editorial Office.

‘Remove Submissiohallows Authors to remove a manuscript from theteyn (the Manuscript
will never be received by the Editorial Office).uthors can always remove a submission and start
over if desired.

When a submission has been approved, it will leel fih the ‘Submissions Being Processed’ list inAbghor’s
Main Menu.
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Fees and Payments

Submission Fees

For publications using Commerce Manager, Authotshaive access to tHeees and Paymengmge for each
submission that has at least one payment recoottiassd with it.

Authors may access tiees and Paymengmage in the following ways:

1. Atthe end of the manuscript submission process Stibmission Fee is configured for the submission’
Article Type, the Author is automatically takenth® Fees and Paymengmge after clicking the ‘Approve
Submission’ link and answering ‘OK’ to the alertréAyou sure you want to approve the submission?’.

2. At any point after a Fee has been levied on a ssfiam, a new ‘Fees and Payments’ link will display
Author folders. Authors may click this link at apgint to take action on Fees or view the paymtits.

3. An Author Payment deep link merge field may betdeld in letters. This link will log the Author smthe
system and navigate them directly to Bees and Paymenfage.

The Submissions Waiting for Author’s Approvalder is the first opportunity the Author has eegheFees and
Paymentpage. The submission step for an Author is to @gpthe submission by clicking the ‘OK’ button dret
“Are you sure you want to approve the submissiai@tt. Upon clicking the ‘OK’ button for the “Areoy sure...”
alert, the Author is taken directly to the nBees and Paymenfmage.

TheFees and Paymengmge displays the settings configured for the ayaite Submission

In the example below, the Submission Fee has twiormgp— Society Member is levied one submissioa (@5.00
USD), and Non-Society Members are levied anothbnsssion rate (100.00 USD). This Submission Feetiva
possible Payment Method options — Bill Me or Retji@aiver. To complete the submission, the Authould
select which pricing option applies, and which papimethod he would like to use. There is alsespar the
Author to enter comments to the publication.
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When the Author clicks the 'Proceed’ button on Hees and Paymenpsmge, he proceeds to thathor's Decision
page which confirms that he approved the submidggiow it will be sent to the editorial office) aimtlicates his
selected method of payment for the Submission Fee.

Author has selected ‘Bill Me’ option

Author has selected ‘Request Waiver’ option
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If the Author selected ‘Credit Card’ for the payrerethod on thé&ees and Paymenfsage, he or she can then
click the ‘Pay Now’ button and proceed directlyRayPal where he can pay by credit card or his pat$eayPal

account.

Note: The author iNOT required to have a personal PayPal account in otdepay any fees by credit card.

Note: If the Author is paying with a credit card, the suibsionwill not be forwarded to the editorial office until
the credit card transaction is successful. If ttasaction fails (i.e. the Author’s credit cardshexpired, invalid
card number was entered, etc.) the submissiorrevifiain in the Author’s ‘Submissions Waiting for Warts
Approval’ folder until he successfully completes ttansaction or selects another payment method.

When the Author has completed the credit card &etitn, he or she is returned to EM.
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Once the Author has either paid the Submissionblyemedit card, requested a waiver, or requestatl, ahe ‘Fees
and Payments’ action link is displayed in relevaathor folders.

Clicking the ‘Fees and Payments’ link takes thehiwtto the samEees and Paymenpage, except now the Author
will see the current payment status, along with motgs the publication may have entered for théndwt

Other Fees

Other Fees (e.g. publication charge, page chaege$,are initiated by the publication after thenunscript has been
submitted, at some other point in the editorigbarduction workflow. The Author will receive anneail telling
him that a Fee is now due. The e-mail can includeep link to th&ees and Paymenpsage.
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Clicking the Author Payment deep link takes thehutdirectly to théd-ees and Paymengmge, so he or she can
pay the fee (or request a waiver, or request pibilinediately without having to login to the systefrhis is just
like the paying a Submission Fee, as describedqusly.

Note: If the submission has more than one fee, the Authust select which fee he wants to view on a nelecsa
Fee’ page. After making a selection, he will pedt¢o the ‘Fees and Payments’ page as shown above
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Additional Views of the Fees and Payments Page

When Authors access tii@es and Paymentgage either via the deep link, or via the ‘Fea$ Bayments’ action
link in the Submissions Being Procesdettler, the page will be slightly different fora&aFee. The specific look of
theFees and Paymengmge will change depending on:

Type of Fee (Submission Fee or non-submission Fee)

Payment Method

Pricing Options (one amount, or various amountslaivia for Fee)

Payment Status

The basic layout of the page is the same, includurgjomized instructions, fee-specific instructiqmsyment
information, and any notes to the Author that meayehtered for this Fee. Below are some examptautayof what
the Author may see.

Submission Fee — Waiver Request Pending example:
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Submission Fee — Credit Card Transaction Succesgamhple:

Fee — Payment Due example:
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Tracking the progress of a submission

Once the manuscript has been submitted to the datioln, the Author can track its progress by vieptime
submission in the ‘Submissions Being Processet(dee below).

Note: It may not be possible to viewing the status datesubmission, depending on the system configurati
chosen by the Publication.

Authors will be notified when the Publication haade a decision. If the Publication has providezkss, the
Author will see a ‘Send E-mail’ link within the tief available actions. This will allow the Authtar send an e-
mail to the Publication at any time. The Publicatwill have set up either one or multiple Ad Hemails that can
be modified for use by an Author.
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Submitting Revised Manuscripts

When asked to ‘Revise your Submission’, the suhiotissioves into the folder called ‘Submissions Negdi
Revision’ under the Revisions heading on the Autlain Menu page.

From this folder the following options are listatlew Submission, File Inventory, Revise Submissibacline to
Revise and View Decision.

View Submission

The View Submission link allows the Author to see the PDF of the mastent version of the submission.

File Inventory

The File Inventory link allows the Author to dowald any of the source files that make up the subomssAuthors
can access submission files and work on them befimléng the Revise Submissionlink.

Reviewer Attachments

If the Publication’s EM site is configured to dg feen Reviewers may download source files, anedts@m as
needed, and upload them into the system. Reviewaysalso wish to upload non-manuscript files saslmages
or related materials. The Editorial Office may gilie Author access to these files for aiding inmsiiting a
revision.

Submit Revision

The ‘Revise Submission’ link provides access to'$hémit Revised Manuscript’ interface that leals Author
through the submission process.
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This interface is similar to the ‘Submit New Mantipt interface. When the Author arrives at thetach Files’
step in the process, he or she is presented vathsthof source files from the previous versidarhe Author may
choose whether or not to carry over files fromphevious version to the new Revision.

When presented with the list of source files, thisr@ checkbox displayed to the right of each fildie checkbox
must be checked to carry the file over to the nevgion of the submission. Read the instructiorsPthblication
will provide on screen to see what they preferee(Selow)

Click ‘Next’ to proceed to the next page, where there wilhb@ption to upload revised files to be attacheith¢o
Revised Submission. Again, it is possible to reottie source files with the arrows, and upload fiew (see
below). Click Next' to build the PDF.

Respond to Reviewers

A ‘Respond to Reviewers’ Submission Step can belayed on the ‘Submit Revision’ page. Authors chek the
‘View Decision Letter link to view the decision letter, which includé®e blinded comments from each Reviewer.
If the Publication has enabled this step, the Auiihmuld respond to each Reviewer’'s comments bindyfor copy
and pasting) responses into the text box.
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If the ‘Respond to Reviewers’ step is ‘Requiretiyill not be possible to build the revision PDRiltext has been
entered in the ‘Respond to Reviewers’ text box.

The Author may access to his responses to Revi€aemments in the ‘Revisions Being Processed’ and
‘Submissions with Decision’ folders.

Decline to Revise

This link is used when an Author decides not tonsitia. Revision. The submission record then mowdhé
Author’s Decline Revisions folder. If this is domeerror, the Author will be able to reinstate adlined Revision.

Reinstate a Declined Revision

If an Author accidentally clicks oecline to Reviséor the ‘Remove link, he should reinstate the submission.
Instead of submitting a New Manuscript, the progmirse is to reinstate the submission so thatehision process
may continue. Please contact the Editorial Officdo so.

View Decision

An Author can view the Decision Letter by clicking the link in the ‘View Decision’ column.

Invited and Commissioned Papers

Some Publications have a pre-submission phaseyglatich time Authors are invitedd submit articles. The
invitation may be for a specific subject area, mggsium in print, or a festschrift honoring a digtiished
colleague (e.g. a retiring Editor from an eminenblization). There are two general scenarios ircwiAuthor
solicitations may occur:

1. Commentaries A Publication may solicit commentaries on a sutediarticle (that may or may not have
yet been accepted for Publication). This featuowigdes a way to invite an Author to submit a pagued
link the existing (‘parent’) submission to the asated commentaries.

2. Proposals A Publication invites a leading expert (or expetd submit a manuscript about a particular
topic; or a Publication devotes an entire issuedih issue) to invited manuscripts for a partictdgic(s).
This feature provides a way to invite Authors tbmit papers and link the submissions for the puepads
tracking.

Invited Author’s Perspective

Invited Authors are notified of an invitation tolsuit a manuscript via an e-mail. Once the e-mad been
received, the Author must log into the system. ti@nAuthor Main Menu there will be a new headiniech
‘Invited Submissions,’ with two links below:

My New Invitations — this folder holds Proposals and Commentary Satioins for which the Author has
not yet ‘Agreed’ or ‘Declined’ to submit a relatadicle. A link appears for the Author to View the
Submission for which an opinion/commentary is beéingted. The Author is also given a link to the
invitation letter sent by the Editorial Office. @fe an Author is able to either Agree to Submiecline.
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My Accepted Invitations - this folder holds Proposals and Commentary dalicins for which an Author
has ‘Agreed’ to submit a related article. A linkpears for the Author to View the ‘parent’ subnassfor
which an opinion/commentary is requested. Autloesalso given a link to the invitation letter sbytthe
Editorial Office. Submissions move out of thisdet once theSubmit Invited Manuscript’ link is
clicked. The Author can then submit the manusexipén ready. Once an Author begins to submit an
invited manuscript, it will move into the regulaiders for Submitting and Incomplete — just likeegular
manuscript.

Author Rebuttal of a Rejected or Withdrawn Submisson

This feature is used when an Author wishes to désplReject decision or reverse a ‘Withdrawn’ sigsmin. The
Author will need to contact the Editorial Officetside of the system to inform the Editors of thsideto rebut the
decision.

Artwork Quality Check

If the Publication Office has this option enabletits site, figures submitted to the Publicatiofl v processed
through EM’s Artwork Quality Checking (AQC) systerithe AQC system analyzes the artwork, and provides
results back to Editorial Manager. These resubislzen made available to the Author and/or thedEdin
designated pages.

Displaying AQC Results

After submission files are uploaded and semtetduilt into a PDF all designated files are gerihe AQC tool.
From the Submissions Waiting Approval or RevisitVigiting Approval pages, a link will appear labelstiew
Artwork Quality Results’. Authors should click on this link to view thesults. Publications have the option to
require that Authors view the results before prdosg

[Above: View Artwork Quality Results link]
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All files will be listed in the AQC Results, but lgrthose designated as requiring analysis will @ig@ny results
(e.g., Pass, Pass with Warning, Fail). Author v the PDF, Download individual source files, ariéw the
Artwork Quality Results for each file.

[Above: AQC Results page]

When the Artwork Quality Results are viewed, a fiigbt Detail Report’ will provide analysis of tHée.

[Above: Analysis of the Artwork Quality Check]
The Artwork Quality Results will also display specinformation regarding any problems with theefds well as

possible solutions. This means that an Authormake any necessary changes to the artwork filesiplohd new
files, better suited for production.
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[Above: Diagnostic information from the Artwork Qlitg Check]

eXtyles

Some Publications opt to use EM’s ‘Reference Chegkibol, which will automatically check the valigliof the
references listed in each manuscript’s bibliography

Reference Checking will attempt to find each Pilan citation in PubMed and/or CrossRef. HowetRaference
Checking will not search for books or in presscies, as these texts are not listed in PubMed ossRef. If the
Reference Checking tool is able to find the citafio PubMed and/or CrossRef, a link to that citai®created.

If the Publication has Reference Checking enat?ethors will see a link that says “View ReferendeeCking
Results™

Clicking on the View Reference Checking Resultdink will allow the Author to see the results tife reference
check:
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If the bibliographic entry is listed and ‘Validatethen the reference checker was able to find ecimia either
PubMed or Cross Ref, or both. If the entry islisds ‘Not Validated’, the reference checker wasabte to locate
the citation in CrossRef or Pubmed.

Publication citations that cannot be matched witkeatry in either PubMed or Cross Ref will be listes either
‘Not Validated’ (see #6 in the figure above), mewnihe tool views the citation as a Journal refeedsut cannot
locate it on PubMed or CrossRef OR as Not Checged £#3 above), meaning the citation does not apder
from a Journal.

Authors should view the Reference Checking Resultbattempt to resolve any problems with the refees prior
to submitting.
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