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Submission Management

Research Exchange Submission Management Guide

This user guide includes instructions for managing submissions and troubleshooting failed submissions.

Manage In-Flight Manuscripts
The process to manage in-flight manuscripts.
When a journal adopts the Research Exchange Submission as its submission site, there will be manuscripts in
ScholarOne that are under review and will receive revision decisions after Research Exchange Submission was

adopted. There may also be manuscripts that have already received revision decisions but the authors have not yet
returned the revisions before the Research Exchange Submission Submission was adopted.

To avoid confusion when submitting a revision, authors of returning revisions are directed to use Research Exchange
Submission and to link the resulting submission with the original submission, which was submitted through
ScholarOne:

Step 1: Type, Title, & Abstract
WARNING

Editorial assistants can then identify the returning revisions and take the necessary actions to link their previous
reviews and flag the manuscript to the editors’ attention.
1. Check Revisions Using the Submission Summary

For each new submission, check the Submission Summary field for the following question:

Are you returning a revision for a manuscript originally submitted to our former submission site
(ScholarOne Manuscripts)? If you indicate yes, please enter your original manuscript’s Manuscript ID
number in the space below.

For authors who answered yes, make a note of the previous manuscript ID, which can be found in the question of
the Submission Summary.



2. Use the Companion Paper

a) Click Search for a Companion Paper in the Companion Papers section.

| - Companion Papers |
Manuscript [0
HManuscript Tighe Date Submitted Aiahor Status Dhebete
Tvpe
(&) Search tfor a Companon Paper
[=] v
| - Fiag This Manuscript |
® Leave this manuscript unflagged
@ Special lssue & Fast Track
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b) Paste in the manuscript ID of the original submission in the Advanced Search popup window that appears, and

click Search.

Note: If the manuscript ID is missing, you should search for the manuscript using the title and corresponding
author’s name or email address.

¢) When the original article appears, click the blue plus (+) icon in the Use This Paper column to add the
manuscript as a companion paper.

1 Records Found,

Original Article

Sriram, Bharathi

Scheduled te start
archiving in 388
CHVE

Fearch Crtera. Manwsonpl 1D = “WB-Demo-2000-04-0278 el
Manuscript 1D Manuscript Title '
: - (Due ted | Status Editor  This
Manuscript Type Submitting Author

(Abhisikta) obsaring the

Propensity lome cattle to aa
WB-Demo-2020.06-0278 | integrate within adjacent  Poedr Ravisier |t

Submien) 25-0un-2020 | 4 pue en: 04-5ep- || s | @

2020 Evelyn

N Search

B Close wWindow

d) Click View Submission below the original submission’s title to access the original submission.

Important: You should ensure that the manuscript did receive a revision decision and not a reject or accept

decision.
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3. Copy Reviews into a Note

Copy the reviews from the previous decision letter into a note on the revised submission’s Manuscript Information

tab. On the original submission’s Manuscript Information tab, make a note of the original submission’s submission

date and copy the reviewers’ reports.

a) Click the corresponding View Submission link in the Companion Papers box in the original submission to go
back to the new, revised submission.

b) Paste the reviews into a note at the bottom of the Manuscript Information tab, using the note name Revision
for paper originally submitted to old submission site; reviews in body of note.

[ - Notes wiew all notes

Mate Title Updated By Updated On Edit | Delete
ion gite; Wiley Aturo - 05-Aug-2020
Admin 2:10:19 PM 5 E]

] Add a Note

—

Revision for paper originally submitted to old submission site; reviews in body of
note.

Note: Reviewer 1:

View Note

Title:

etc etc
Reviewer 2:

And so, and =o.

@ Close Window

4. Add Returning Revision Flag
Add a flag to the manuscript to indicate to the editors that it is a returning revision, by selecting the corresponding

checkbox.
I_I L
B
= B
®7/48®
?‘ @ BRB3-2020-07-0685 B Sl safiizils ZTIL
b= o |

5. Change the submission date to that of the original manuscript, by using the calendar icon.

- Peer Review Milestones

Date Submitted: | 28-Jul-2020 Q]

View Submissions

You can view all submissions on your Research Exchange Submission platform and filter them by certain criteria,
such as by journal.

1. To view all the submissions on your platform, do one of the following:

a) Click Submissions in the Admin Tool.

b) Alternatively, if you have Journal Admin permissions or higher, in the Journals tab of the Admin Tool, click
View submissions for the required journal.
The submissions for the particular journal display in the Submissions tab. The result is the same as clicking
Submissions and then setting Journal Filter to the required journal.
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2. You can further filter the results by a number of criteria.

For basic filtering, you can use the Peer-Review System, Journal Filter, or Submission States filters. You can
also click Advanced search, to filter by Submission title, User name or email, Submission ID, or Manuscript
1D.

Biology

Biology

Actions  w View submissions -

Submissions P a i [rsa—

15 conwersion from

S m
o

15 conversion from mycophenstate mofetil to enteric-coated mycophenalate sodium
B IOiUgy justifiable for gastrointestinal quality of life?- A meta-analysis
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3. To view the submitter's email address for a submission record, click on the submitter's name.

Phlogiston and the Joy of Theoretical Chemistry

Submission Id ab8cb1ef-0572-4236-8590-d96de36d7de7
Submission Started 28 March 2022 (4 days ago)

Modified On 28 March 2022 (4 days ago)

Created By

Submission Status Draft @

Version Initial Submission

The submitter's email address is displayed after their name.

Note: The email address displayed is the address used by the submitter for their Research Exchange Submission
account. This is not necessarily the same address as the author email in the manuscript, if the submitter is also an
author.

Phlogiston and the Joy of Theoretical Chemistry

Submission Id ab8cb1ef-0572-4236-8590-d96de36d7d67
Submission Started 28 March 2022 (4 days ago)

Modified On 28 March 2022 (4 days ago)

Created By Marie Curie[(mcurie@example.com)
Submission Status Draft

Version Initial Submission

Submission States (Statuses)
Submissions can have one of the following states:

State Definition Available Actions Displayed for Submitter
on the My Submissions
Page

Accepted The peer review system has | Terminal state. No further | Yes.

sent a signal to Research actions available.
Exchange Submission that
the submission has been
accepted for publication.

Accepted (Final Files) Note: Not applicable on | Terminal state. No further | Yes.

all platforms. actions available.

The peer review system has
sent a signal to Research
Exchange Submission that
the submission has been
accepted for publication.
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State

Definition

Available Actions

Displayed for Submitter
on the My Submissions
Page

Accepted, Pending
Agreement

Note: Not applicable on
all platforms.

The conference submission
has been accepted, but the
author must complete to
the publication agreement.

Yes.

Accepted, Under Review
for Production

Note: Not applicable on
all platforms.

The manuscript has been
accepted, but additional
updates may be requested.

* Change ownership.
* Proxy as the author.

Yes.

Accepted, Updates
Requested

Note: Not applicable on
all platforms.

The manuscript has been
accepted, but additional
updates are required before
it can be published.

* Change ownership.
* Proxy as the author.

Yes.

Deleted

The user or an
administrator using the
proxy mode for a user has
deleted the submission.
Deleted submissions do
not appear in the author
UI and are only visible to
administrators.

Terminal state. No further
actions available.

Draft

Submission is still in draft
version and has not been
completed by the author or
submitting agent.

Proxy as the author to
complete submission or
troubleshoot.

Yes.

Draft Invited

A draft invited submission

* Change ownership.
* Proxy as the author.

Yes.

Draft (Transferred)

Note: Not applicable on
all platforms.

An initial submission

or revision that has

been started but not yet
completed. Submissions in
this state have not yet been
sent to ScholarOne. The
author, or an administrator
proxying as the author, can
edit submissions in this
state.

*  Modify peer review
files
* Proxy as the author

Yes.
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State

Definition

Available Actions

Displayed for Submitter
on the My Submissions
Page

Draft Unsubmitted

The submission has been
returned to the author in the
peer review system by the
editorial office.

Proxy as the author to
complete submission or
troubleshoot.

No.

Import Canceled

Note: Not applicable on
all platforms.

An import was started, but
cancelled by the author or
an administrator before
the import was completed.
This submission is
effectively deleted.

Import Failed

Note: Not applicable on
all platforms.

An import was attempted,
but Research Exchange
Submission could not
import the submission
from ScholarOne. The
issue must be resolved by
the Research Exchange
Submission team.

Import Failed (Resolved)

Note: Not applicable on
all platforms.

Import Pending

Note: Not applicable on
all platforms.

An import action has
started, but is not yet
complete. This is a
temporary status until the
import succeeds or fails. If
the transfer succeeds, the
status will be updated to
Draft. If the transfer fails,
the status will be updated
to Import Failed.

No.

Import Unverified

Note: Not applicable on
all platforms.

The email address
associated with the
submitter's Research
Exchange Submission
account does not match
the corresponding address
in ScholarOne. Research
Exchange Submission is

Modify peer review files

No.
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State

Definition

Available Actions

Displayed for Submitter
on the My Submissions
Page

waiting for the author to
provide a verification code
in order to prove that they
have rights to import the
submission.

In Import

Note: Not applicable on
all platforms.

In Revision

The submission has been
returned to the submitter
so that they make changes
and submit a modified
manuscript.

*  Check SIM Status
* Change ownership
* Proxy as the author

Yes.

In Screening

Note: Not applicable on
all platforms.

The submission is in
screening.

* Change ownership
* Proxy as the author

Yes.

Rejected

The peer review system has
sent a signal to Research
Exchange Submission that
the submission has been
rejected for publication.

Terminal state. No further
actions available.

Yes.

Reject with Resubmit

The submission has been
rejected, but the editorial
office has offered an
opportunity for the author
to resubmit after significant
revisions.

Proxy as the author to
complete submission or
troubleshoot.

Replaced

The submission has

been resubmitted as

new by a Research
Exchange Submission
admin and replaced by a
newer submission. The
submission card includes

a link at the top to the
submission that replaced it.

Proxy as the author to view
the replaced submission.

Yes.

Revision Unsubmitted

The revision has been
returned to the author in the
peer review system by the
editorial office.

Proxy as the author to
complete revision or
troubleshoot.

S1M Status Mismatch

The submission state

in Research Exchange
Submission does not match
the corresponding state in
ScholarOne.

* Check S1M Status
* Change ownership
* Proxy as the author

No.
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State

Definition

Available Actions

Displayed for Submitter
on the My Submissions
Page

Submission Failed From the author's « Resend No.
perspective, the submission |, Return to draft (for
process has been initial submissions)
completed. However, * Resubmit as new (for
the submission has not ..
been ingested by SIM. revisions) .

S1M runs import every . Retpm to revision (for
15 minutes and after 2 revisions)

attempts is flagged as * Resolve

failed if the article is *  Proxy as the author to
not imported. See the complete submission
related information for or revision or
troubleshooting tips for troubleshoot.

failed submissions.

Submission Failed From the author's e Resend No.

(resolved) perspective, the submission |, Resubmit as new (for
procelssthgs Eeen N revisions)
completed. However, the
SubHIl)iSSiOH has not been ) Returp tf) draft (for new
ingested by SIM. An SmeISSIOHS)‘ )
administrator has resolved |° Retpr:n to revision (for
the issue. revisions)

+ Unresolve

* Proxy as the author to
complete submission
or revision or
troubleshoot.

Submission Hold An administrator has set Proxy as the author. No.
the journal, or the Research
Exchange Submission
platform as on hold,
holding all submissions
in Research Exchange
Submission without
attempting to send them
to the external peer review
system.

Note: This is usually done
in coordination with new
code releases or because
of temporary issues with
the external peer review
system.

Once on hold is removed,
submissions will be sent

to the external peer review
system for ingestion.

Submission Pending The user has completed No.

the submission in Research
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State Definition Available Actions Displayed for Submitter
on the My Submissions
Page

Exchange Submission
where it waits to be
ingested by SIM. SIM
runs import every 15

minutes.
Submission Creation and deposit of the |.  Change ownership. No.
Postprocessing submission package to the

. * Proxy as the author.
peer review system.

Submitted Article has been Proxy as the author. Yes.
successfully imported into
S1IM.

Under Review The submission has Proxy as the author. Yes.

been checked in from

the external peer review
system, and remains in
that state until an editorial
decision such as accept,
reject, revise, withdraw,
or unsubmit is made. This
state is also displayed

for submissions that

have the Revised or
Resubmitted status in
ScholarOne.

Withdrawn Author has withdrawn Proxy as the author. Yes.
submission for
consideration, or an editor
has withdrawn the paper on
the author's behalf.

About Submission, Transaction, and Manuscript IDs
Research Exchange Submission and ScholarOne Manuscripts (S1M) use different identifiers to refer to the same
submission. Research Exchange Submission uses submission IDs while S1M uses manuscript IDs.

Research Exchange Submission IDs

A Research Exchange Submission submission ID is a 36-character string composed of five groups of alphanumeric
characters separated by dashes, in the following pattern:

{8 characters}-{4 characters}-{4 characters}-{4 characters}-{12 characters}
For example:
76b5d91e-89f4-4912-9a6f-c76c07431a74

Use this unique submission ID to search for a submission in the Submissions tab of the Research Exchange
Submission Admin Tool.

Important: The submission ID persists for the current version of a submission. A new submission ID will be
generated for subsequent versions of a submission, such as revisions.
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Research Exchange Submission Transaction ID

In addition to the submission ID, Research Exchange Submission also generates a transaction ID for each submission.
The transaction ID is a 72-character string composed of 13 groups of alphanumeric characters separated by dashes.
The transaction ID of a submission includes the submission ID, among other information. Semantically, the
transaction ID conforms to the following pattern:

{origin prefix}-{Research Exchange Submission environment}-{tenant code}-
{submission ID}-{package ID}

For example:

REX-PROD-3-76B5D91E-89F4-4912-9A6F-C76C07431A74~-
BB840D7C-498F-4D77-86A9-726A702D9ETF

In the above example, the character group values have the following significance:

* REX is the origin prefix. The origin prefix is always set to REX.

* PROD is the Research Exchange Submission environment. In addition to PROD, possible values for this character
group include: DEVn, QA, and UAT.

* 3 is the tenant code. This number will differ depending on your tenant code.
* 76B5DI91E-89F4-4912-9A6F-C76C07431A74 is the submission ID, in upper case.
* BB840D7C-498F-4D77-86A9-726A702DIETF is the package ID.

Important:

*  When a submission made through Research Exchange Submission is ingested by S1M, the Research Exchange
Submission transaction ID is stored in S1M as the external manuscript ID. SIM external manuscript IDs are
described below.

» The package ID portion of the transaction ID changes each time Research Exchange Submission re-generates a
package.

S1M Manuscript IDs

S1M manuscript IDs have a different format than Research Exchange Submission submission IDs and are created
only for received manuscripts. Assuming a manuscript submitted through Research Exchange Submission with the
above submission ID was received in S1M, the following is an example of the SIM manuscript ID that would be
created for it:

EGPONLIN-RA-2021-10-0036

S1M External Manuscript IDs

An S1M external manuscript ID is an identifier for manuscripts ingested from a system external to S1M, such

as Research Exchange Submission Submission. As described above, in the case of submissions originating from
Research Exchange Submission, the SIM external manuscript ID is the same as the Research Exchange Submission
transaction ID, for example:

REX-PROD-3-76B5D91E-89F4-4912-9A6F-C76C07431A74~-
BB840D7C-498F-4D77-86A9-726A702DOETF

Search for Submissions in Research Exchange Submission or S1M
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1. Search for a submission in Research Exchange Submission.

a) In the Admin Tool, click Submissions.

EGP Admins Adm

b) To find submissions by journal name and/or status, use the Journal filter and Submission Status ficlds
respectively.

Journal filter Submission Status

A Q All (without Deleted -

If you select Submission Failed under Submission Status, the additional Failure type field is displayed
underneath.

Failed submissions are displayed in a Failed Submissions table, with buttons to Refresh table and Download
CSV. Click the latter to download a CSV file where each line/record represents a failed submission.

The CSV file name follows the pattern, Failed submissions {publisher
ID} {date in IS08601 format}.csv, for example,
Failed submissions_ 2 2025-02-06_11-06-30.949.csv.

The table and CSV file include the following columns:

¢ Submission ID
e Failure date

You can click the column header to toggle sorting the records by ascending or descending failure date.
* Failure type

Hover your cursor over this field to display a tooltip with the error hint for the specific failed submission.
* Last comment
*  Manuscript ID
* Version
» EEO Status
* EEO Status request date
* Submission owner

By default, the submission owner's name is displayed. Use the Show email and Hide email buttons to
toggle viewing the submission owner's email address.

If you download a CSV of the failed submissions, this field includes the submission owner's name.
* Submission title
* Journal title
* Peer-review system
+ EEO External ID

Use this field to narrow the search for failed submissions by failure type. Click inside the Failure type field to
display a list of failure types that apply to the currently failed submissions. For a full list of all possible failure
type values in Research Exchange Submission, see the related information.

To select one or more failure types to search for, click an item in the list of suggested failure types, or type the
applicable failure type in the Failure type field.
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Failure type
. - Q
Incompatible Submission State X I X
ScholarOne timeout th

¢) To find submissions by title, user name or email, submission ID, or manuscript ID, click Advanced search.

Advanced search

ﬂjﬁ

Submission title

User name ar emai

Submission 1D

Manuscript ID

You can use the User name or email field to search for submissions by the submitter's first and/or last name or
email address.

Note: You can use one or more of the advanced search fields, but be aware that each field is exclusive.
For example, if you search for a submission by both title and submission ID, and there is a submission that
matches the provided ID but not the title, no results will be returned.

d) Click Search.
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2. Search for a submission in ScholarOne Manuscripts (S1M).
a) In S1M, click Manage.

# Home # Author O Review & Manage «

O

b) Click Admin Center.

& Manage -

EIC Center

Admin Center

Production Coordinator Center

c) Ifthe exact search terms are known, such as the submission's manuscript ID, enter the terms in the
corresponding fields.

Quick Search - Show Advanced Search

You may conduct a wildcard search by adding an asterisk (*) to
the end of the search string. For example, to view a list of all of
the manuscripts whose titles begin with the words
"neuroscience” or “neurology” simply type "neuro™®" in the Title
field and click "Search.”

Saved Search: Edit

Manuscript ID: | |

External |
Manuscript ID:

Title: | |

Author's First
(Given) | |
or Last (Family)
name:

* Keywords: | | Pick

Search

d) If an exact search term is not known, you can use the * wildcard, as described in the on-screen instructions.

For example, to search for submissions that contain the word Chemi stry in the title, enter *Chemistry*
in the Title field.

Title: |“Chemi5tr‘5.r== |

Note: To search for a partial external manuscript ID using the wildcard method, some additional steps are
required. See below.

e) To search for a submission by partial external manuscript ID, click Show Advanced Search.

Quick Search —!Show Advanced Search I

You may conduct a wildcard search by aG!bwg i

f) Enter the search term with the wildcard characters in the External Manuscript ID field.
For example, *76b5d91e-89f4-4912-9a6f-c76c07431a74*.
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[ Advanced Search

Search Fields Related to the Manuscript

Manuscript ID: | |

DOI: | |

Title: | |

External

Manuscript ID *=76b5d91e-89f4-4512-5a6f |

Note: You can search for submissions that have not yet been accepted using the above method. The SIM
manuscript ID of such submissions includes the Research Exchange Submission submission ID.

g) Click Search or press Enter.

About the Research Exchange Submission Authors Contribution XML File

When CRediT collection is enabled for a journal and authors supply the relevant information, the Research Exchange
Submission Authors Contribution XML file is included in the submission package delivered by Research Exchange
Submission to SIM.

To view this file in S1M, go to a submission's Manuscript Files. If the journal has CRediT collection
enabled and the author has provided the relevant information, a file named Research Exchange
Submission Author Contributions.xml will be included in the submission package

You can click on the file name to download it and view its contents. Below is an example of such a file:

<?xml version="1.0" encoding="UTF-8"?>
Ll==
Author Contributions:
Marie Curie: Investigation; Methodology.
Pierre Curie: Investigation; Data curation.
-—>
<contrib-group>
<contrib>
<email>mcurie@example.com</email>
<string-name>
<surname>Curie</surname>
<given-names>Marie</given-names>
</string-name>
<role vocab="credit" vocab-identifier="https://credit.niso.org/"
vocab-term="Investigation" vocab-term-identifier="https://credit.niso.org/
contributor-roles/investigation/">Investigation</role>
<role vocab="credit" vocab-identifier="https://credit.niso.org/"
vocab-term="Methodology" vocab-term-identifier="https://credit.niso.org/
contributor-roles/methodology/">Methodology</role>
</contrib>
<contrib>
<email>pcurie@example.com</email>
<string-name>
<surname>Curie</surname>
<given-names>Pierre</given-names>
</string-name>
<role vocab="credit" vocab-identifier="https://credit.niso.org/"
vocab-term="Investigation" vocab-term-identifier="https://credit.niso.org/
contributor-roles/investigation/">Investigation</role>
<role vocab="credit" vocab-identifier="https://credit.niso.org/"
vocab-term="Data curation" vocab-term-identifier="https://credit.niso.org/
contributor-roles/data-curation/">Data curation</role>
</contrib>
</contrib-group>
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In the file, the information for each contributor is included in a contrib-group/contrib element.

In S1M, you can view author CRediT roles for a submission in the submission's Manuscript Information section,
under Internal Use Only and Author Contribution Statement (CRediT).

See the related information for details on how to enable CRediT collection for a journal in S1IM and Research
Exchange Submission.

Order  File Name

3
(i
a
'g Manuscript Files
€
2

Phlogiston and the Joy of Theoretical Chemistry.docx (v1.0)

Main Document

Uploaded by Curie, Marie () on 08-Mar-2022

| ReX_Author_Contributions.xml (v1.0)|
Production Only

Uploaded by Curie, Marie () on 08-Mar-2022

Author Contribution Statement (CRediT)

Author Contributions:
Marie Curie Investigation; Methodology. Pierre Curie: Investigation; Data curation.

About the Reject and Resubmit Workflow

Submissions that are rejected with a Reject and Resubmit decision in SIM can be resubmitted through Research
Exchange Submission.

Submissions in SIM can be rejected with the option to resubmit.

@HTHL mPDF % Supplemental Files @]O.I"Iginal Files W Abstract [& Cover Letter Q Extg

EIC Decision

Make a Decision

Accept

Minor Revision

Major Revision

Reject

Reject without Review
Reject and Resubmit |

f Manuscript Files | Audit Trail r

@O0 0000

Decision comments (internal use only):
The manuscript is not within the scope of this journal.

&~

[E create Draft E-Mail Save (V) Commit Decision
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In Research Exchange Submission, the Submission Status for submissions rejected with this decision is updated to
Reject with Resubmit, and the Version is updated to Rejected.

The submitter has the option to resubmit from the Submission Overview tab.
The resubmission process is similar to that of an initial submission, with the following differences:

* The answers to submission requirement and additional information questions are pre-populated based on the
answers provided during initial submission. However, the submitter has the option to edit the responses.

* The main document and other manuscript files are not retained from the initial submission. At a minimum, the
submitter must upload a main document and an author response. The latter must address the editorial feedback
received in the decision letter.

* The Has this manuscript been submitted previously to this journal? additional information question is
automatically added, and the answer setto Yes, this is a resubmission.

Lavoisier's Head
Research Article

Phlogiston and the Joy of Theoretical Chemistry

Submission Id 6d805d11-aeff-4395-9c6a-e9f549a5¢685
Submission Started 8 April 2022 (a few seconds ago)
Manuscript ID EGPONLIN-RA-2022-04-0005

Modified On 8 April 2022 (a few seconds ago)

Created By Marie Curie
Submission Status Reject with Resubmit Proxy Author =
Version Rejected

View/Add comments

Lavoisier's Head

AUTHOR GUIDELINES EDITORIAL CONTACT Powered by Atypon ReX

Submission Overview [& Resubmission allowed

The editors have indicated that you may resubmit
to this journal after addressing the
feedback in your decision letter,

Rejected

> Show versions o
. Start resubmission =

If your platform is so configured, Research Exchange Submission supports the retention of a previously submitted
article type/special issue through a Reject and Resubmit decision, even if the article type has been deactivated.

Note: If the author's previously selected article type is deactivated and they choose a new article type and then
proceed past the Article Type submission step, their previously selected, deactivated, article type will no longer be
available.

If a special issue has closed to new submissions and the author's article type was retained through the Reject and
Resubmit decision, the editorial office will be responsible for communications with the author to make sure a new
article type is selected.

Resubmit as New
Use this action when a submission failure cannot be resolved in any other way.
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1. From the Submissions tab of the Admin Tool, locate the required submission.

2. For that submission, click Action > Resubmit as New.

Note: Ifthere is already a record for the original submission in ScholarOne, that record will be orphaned and will
no longer be connected to the newly resubmitted Research Exchange Submission submission. The resubmitted
submission will have a new Manuscript ID at ScholarOne, and it will not have any history.

3. In ScholarOne, do one of the following to handle the orphaned submission:

» Ifthe orphaned submission is in draft, delete it.

+ Ifthe orphaned submission is pending revision with the author, set the revision expiration date in ScholarOne
to expire immediately.

»  Withdraw the orphaned submission, although that might have undesirable implications for reporting.

» Attach a note or flag to the orphaned submission.

Note: Whichever of the above options you choose, ensure not to withdraw the newly resubmitted record.

Modify Peer Review Files

Transfer Admins that also have Submission Administrator permissions can modify the peer review files of a
transferred submission that is in a draft state in the Submissions tab of the Research Exchange Submission Admin
Tool.

Note: You cannot modify peer review files for a transferred submission after the author completes the submission
and the submission is no longer in a draft state.

1. From the Submissions tab of the Research Exchange Submission Admin Tool, locate the required submission and
click Actions > Modify Peer Review Files.

The Modify Peer Review Files page will be displayed.
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2. On the Modify Peer Review Files page, click the click to upload link or drap and drop any additional peer
review files or notes you want to add to the transferred submission.

|EEE Admins Admins | Submissions | Questions | Jour

Modify Peer Review Files

This manuscript is currently with the author. Files are editable until the authaor submits to the editorial office.
Destination Journal EEE Testing Journal

Submission 1D Balcdf35-2ac0-4c47-8602-3 70087 edfSd

Peer Review Files

These files will be passed to the destinaticn journal’s editorial office. They will not be visible to the auther at completion of the transfer, bur
through the legacy EEQ after the submission is sent to the editorial office.

Crag and drop your file(s) or click to upload
You've used [0 B] of [500 MB] tota

Back to Submissions

Add Comments
You can add comments to the submissions you can access. Added comments display on the bottom left of the
submission in the Submissions list and are visible only to other administrators. You can add any number of comments
to a single submission.

Any administrator role can add comments to a submission. The comments appear only in Research Exchange
Submission.

If there are multiple comments on the same submission, only the most recent one is displayed in the Submissions tab.
To view all comments for the submission, click View/Add comments.
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1. Open the Admin Dashboard and click View/Add comments on the submission that you need to add comments.

Tiest Joarnad

Test
Journal

Submission for journal: 00040615-2ea8-49d3-df6fade9d5d1 (REX_C343859)

Submission id 8b1
Submission Started
Manuscript 1D

Modified On
Created By
Submisshon Status
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2. Enter your comment in the available text field and click Add Comment.

Wiley Test Journal With All Additional Info questions
Technical Note

Wiley Test
Journal Submission for journal: 00040615-2ea8-49d3-9eef-df6f94e9d5d1 (REX_C343&
With A” bi d d8b137a7-e5f2-4641-9426-756a59bcbedf

i Submission | 37a7-e5f2- - -756a59bchc
Addltlonal Submission Started 26 July 2021 (21 hours ago)
Info Manuscript 1D 1c5362e5-0c3c-4b0c-b372-

: b94770746b44_NJW_20210726010950
questions Modified On 26 July 2021 (21 hours ago)
Created By Marie Curie

Submission Status Draft

This is submission has been resubmitted|

“

Your comment has been added and is marked with your name, as well as its creation date and time.

It is displayed underneath the Add Comment button in the Submission comments window.

However, when you close the Submission comments window, you will not see the comment in the Submissions
tab until you refresh the page in your web browser.

Note: You cannot edit or delete your comment once it has been saved.

Test Journal
Test . _
Journal Submission for journal: 00040615-2ea8-49d3-df6f94e9d5d1 (REX_C343859)
Submission Id d8b137a7-e5f2-4641-9426-756a59bchedf
Submission Started 26 July 2021 (19 hours ago)
Manuscript ID 1c5362e5-0c3c-4b0c-b3f2-

bS4770746b44_NIW_20210726010950
Modified On 26 July 2021 (19 hours ago)
Created By Marie Curie
Submission Status Draft

26 Jul 2021, 9:50 J. E. Doe _
This submission has been resubmitted. View/A
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Add Comment

26 Jul 2021, 9:50 J.E. Doe

This submission has been resubmitted.

Check S1M Status

For submissions with a status other than Draft, you can check if there is a mismatch between the submission's status
in Research Exchange Submission and its status in ScholarOne.

You must have Submission Administrator permissions or higher for Research Exchange Submission to display the
Check S1M status button.

From the Submissions tab of the Admin Tool, locate the required submission and click Actions > Check S1M status.

Actions Proxy Author -

AN

Check S1M status L
dm
p—

w/Add comments

Change ownership

The S1M Status field on the submission card will be populated as follows:

+ If the submission statuses match, the field will display a green check mark.

+ If the submission statuses do not match, the field will display a red X.

» If Research Exchange Submission was unable to perform the status check, a yellow lightning bolt icon will be
displayed.

In each of the above cases, you can hover the cursor over the icon to display a pop-up with the date and time the
status check was performed.

Submission Id aa8b04c0-4cbc-445a-9851-2c7003a328b1
Submission Started 25 July 2023 (6 days ago)

Modified On 26
owner W) Check failed at 26 Jul 2023, 20:20
Submission Status Subnussion ranea

[S1M Status Draft (6 days ago)| @
Version Initial Submission
EEO External ID egponline

Change Submission Ownership

You can change a submission's owner from the Submissions tab of the Admin Tool.
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Changing ownership is not supported for submissions that are in a terminal state, for example, rejected submissions.
Ownership can be changed between authors specified in the manuscript. Ownership cannot be transferred to a
submitting agent who is not one of the submission's authors.

1. From the Submissions tab of the Admin Tool, locate the required submission and click Actions > Change

ownership.

n Actions w

@® Change ownership

Proxy Author -

w/Add comments

AN

A Change ownership modal window will be displayed.
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2. In the Change ownership modal window, select the required submission owner from the Author dropdown.

Change ownership X

Author

Marie Curie

Pierre Curie

0/500 characters used v

Change ownership + Cancel

The Comment field will be populated with a relevant comment. There are two variations of the comment,
depending on whether the new submission owner already has a Research Exchange Submission account:

When the new submission owner has a Research Exchange Submission account:

Change ownership X

Author

Marie Curie hd

Comment

B 7 Y & 5§

Marie Curie (mcurie@example.com) replaced Humphry Davy
(hdavy@example.com) as submission owner.

0/500 characters used v

Change ownership « Cancel

When the new submission owner does not have a Research Exchange Submission account:
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Change ownership x

Author

Marie Curie -

er and must log in to their
ed to them

Comment

B 7 U # 3§

Marie Curie (mcurie@example.com) was invited to replace Humphry Davy
(hdavy@example.com) as submission owner.

0/500 characters used v

Note: You cannot edit the comment that is automatically entered by Research Exchange Submission. However,
you can optionally add a comment of your own underneath the default one. Your comment cannot exceed 500
characters in length.

3. Click Change ownership, or, if the new owner is not yet registered on Research Exchange Submission, Invite.

Change ownership x

Author

Pierre Curie -

This 1
n

Iser isn't registe
ount be

=d. They will be invited er and must log in to their
ership can be fully tran to them

Comment

B 7 Y & $

Transferred ownership to co-author P. Curie.

44/500 characters used - v

Cancel

In the Submissions tab of the Admin Tool, the submission record will be updated and will include the comment, for
example:
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When the new submission owner has a Research Exchange Submission account:

15 Jun 2023, 15:06 Admin Change Owner View/Add comments

Marie Curie (mcurie@example.com) replaced
Humphry Davy (hdavy@example.com) as
submission owner.

When the new submission owner does not have a Research Exchange Submission account:

15 Jun 2023, 15:06 Admin Revision 1 Ownership invitation requested

Marie Curie (mcurie@example.com) was invited to replace Humphry Davy
(hdavy@atypon.com) as submission owner.

If the new submission owner is a registered Research Exchange Submission user, the transfer of ownership will take
effect immediately.

If the new submission owner does not have a Research Exchange Submission account with the email address
specified for them in the manuscript author details, the following will occur:

The new submission owner will receive an email from the authentication provider, inviting them to register for
an account and verify their email address. The email will be sent to the email address specified for them in the
manuscript author details.

Following the successful creation of an account, the new submission owner will receive a second email, from
Research Exchange Submission, prompting them to accept ownership of the submission.

If the new submission owner registers for a Research Exchange Submission account using this address and logs in
to the platform, this will complete the transfer of ownership.

Alternatively, if the new submission owner registers for, or already has, a Research Exchange Submission
account using a different email address than the one specified for them in the manuscript author details, Research
Exchange Submission will prompt them to verify their identity upon login. Once they log in and verify their
identity, this will complete the transfer of ownership.

In all cases, when the transfer of ownership is complete, the previous and new submission owners, as well as the
journal admin who initiated the change, are notified by email of the ownership transfer.

If the transfer of ownership fails for whatever reason, Research Exchange Submission displays the appropriate error
message for either admins or submitters.

If an error occurs when an admin attempts to reassign submission ownership, Research Exchange Submission
displays the following message:

A Owner reassignment could not be completed X

Please atternpt reassignment again or contact support if the problem persists.

Gotit!
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+ If an error occurs when a submitter attempts to accept ownership of a submission, Research Exchange Submission
displays the following message:

Owner reassignment *

could not be completed

The editorial office has been notified and will be In
contact if any further action Is needed

A Okﬂ}'

Additionally, Research Exchange Submission sends an email notification to the admin who initiated the transfer of
ownership alerting them of the failure.

No additional steps are required for submissions that are in draft state, including revisions. However, for submissions
that have been sent to ScholarOne, you must perform the following, additional steps:

1. In ScholarOne, click Manage > Admin Center.

CHCELEL-R 4 # Support =~

il EIC Center B

Admin Center ‘“

Production Coordinator Center

2. From the Admin Center, locate the required manuscript and click on it.



3. From the View Manuscripts page, select to View Details for the manuscript.
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FD532BD84483-43517)

Submission]

@ Curie,

Marie

(proxy)

View To take action on a manuscript or view the full manuscript record, select the d
. Action" dropdown menu. Read More ...
Manuscripts
External Submission in Draft 1 Blinded Ly
. Manuscript
Manuscript ID + Title Thi
Submitted | Status
) Submitting +
Manuscript Type Author
Phlogiston and .
Draft (EGPONLIN-RA-2022-03-0003.R1) g EIC: Not Assigr
the Joy of ADM: Not Assi
(REX-PROD-3-3EA3C511-FA99-408E-8533- E’i‘for?ttfca' ' ]
A32F7AC84974-C248C01A-6E1E-4958-B035- hemistry [ o
View * Revision

Scheduled to st
archiving in 197
days

4. On the Manuscript Details page, on the Manuscript Information tab, under Author-Supplied Data, in the

Submitting Author row, select the new submission owner.

Y-

Curie, Marie

Curie, Pierre {b
“ primary affiliatton

Submitting Author:

5. Click Save.

6. ScholarOne will display a confirmation prompt. Click OK to finalize the transfer of ownership.

@ mec.manuscriptcentral.com

Changing the submitting author on this manuscript will move the
manuscript into the new submitting author's center. Are you sure?

% Cancel

If the option to edit the Submitting Author is not available, do the following:

1. Click Support > Configuration Center.
2. Click Configure This Site.
3. Click step 17, Manuscript Details.

Manuscript
Details




| Submission Management | 31

4. In the Manuscript Details table, check the box for Manuscript Details tab: Allow the submitting author to be
changed.

%Manuscn‘pt Details tab: Allow the submitting author to be changed

5. Click Save.

If you have access only to the Client Configuration Center, you can perform the steps described above, with the
difference that Manuscript Details are found at step 10 as opposed to step 17.

Submit a Manuscript on Behalf of the Author
As an administrator, there may be cases where you need to create a submission on behalf of an author, for example, to
help the author overcome a technical issue.
You must have Submission Administrator permissions or higher to perform this task.

It is a best practice to communicate with the author and let them know that a submission will be made on their behalf.

1. While logged in as a Research Exchange Submission administrator, navigate to https://
{publisher}.atyponrex.com/journal/{journal-code}, where {publisher} is your Research
Exchange Submission publisher code and { journal-code} is the code of the required journal.

2. Start a new submission.

Ensure that the intended author's details (at a minimum, their name, and preferably also their email address) are
included in the manuscript's main document file.

3. At the Author Details submission step, do the following:

a) Under Author List, set the intended author as the corresponding author.

Author List ‘ Something wrong? Edit authors or affiliations.
Marie Curie
Email Country/Location
mcurie@example.com France Q \_\@ Corresponding Author

b) Under Submitting Agent, click I'm not an Author of this manuscript and, under Role, select
Administrator/Assistant to the authors.

Submitting Your email hdavy@example.com is
not used on Author List above, so
Agent we need to know more about you.

N

() I'man Author of this manuscript

)
()]

I'm not an Author of this manuscript

Role

Administrator/Assistant to the authors v

4. Complete the submission.

From the Submissions tab of the Research Exchange Submission Admin Tool, click Actions > Change ownership
and change the submission ownership from your account to the intended author's account, or, if they do not yet have
a Research Exchange Submission account, their email address. In the latter case, Research Exchange Submission
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will send an invitation email to the specified email address for the author to create a Research Exchange Submission
account.

Change ownership X

Author

Marie Curie hd

Comment

B 7 Y & 5§

Marie Curie (mcurie@example.com) was invited to replace Humphry Davy
(hdavy@example.com) as submission owner.

0/500 characters used

Create a Conference Submission on Behalf of an Author
Create a conference submission on behalf of an author.

Note: Applicable only to platforms that support conference submissions.

1. If the initial submission window has closed, then in the Journals tab of Research Exchange Submission Admin
Tool, in the required conference's configuration, update the end date of the initial submission window for the
submission's Article Type.

a) Save and publish the new conference configuration.

2. While still logged in with your account, use Research Exchange Submission as an author, and start a new
submission.

Determine if the submission requires a file:

+ If there is no file, the author will not need to complete the publication agreement.
* Invited submissions with a file will need to complete the publication agreement.
* Contributed submissions will be reviewed and require a file.

» For contributed submissions, once they are accepted, their status will be updated to Accepted, Pending
Agreement.

» Ifthere is no file, select the checkbox indicating no file to upload.
+ If the submission requires a file, uploaded the author-provided files, for example, an MS Word or PDF main
manuscript file.

3. Complete the submission steps up to Author Details.
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4. On the Author Details tab, select that you are an administrator for the authors and click confirm.
You will be identified as the submitting agent.

If it is acceptable for you, as the admin, to assume ownership of the submission, changing ownership is not
needed.

For submissions in a terminal state, such as rejected submissions, changing ownership is not possible.
For all other cases, change ownership to the submission author.
5. Copy the Submission ID from the URL.

For example, if the current URL is https://{publisher code}.atyponrex.com/submission/
submissionBoard/ac914d63-2c44-415d-a0bd-87ccdfecO0f2c/authorDetails, the
submission ID is ac914d63-2c44-415d-a0bd-87ccdfec0f2c.

6. In the Submissions tab of the Research Exchange Submission Admin Tool, search for the Submission ID in the
Advanced Search > Submission ID field.

7. On the submission record, click Actions > Change ownership.

8. Select the author that should be the submission owner from the dropdown.
If the author is selected in the dropdown and you are able to change the ownership, the author has an account in
Research Exchange Submission.

+ If the author has an account in Research Exchange Submission, proceed with the following steps.
+ If the author does not have an account on Research Exchange Submission, contact the author and request that
they set up an account and confirm the email address used.
Note: Admins are not able to set up accounts on behalf of an author.
9. If the author has an account in Research Exchange Submission, do the following:
a) Click Change ownership to update the submission owner to the selected author.

b) Click Proxy Author to proxy as the author.
¢) From the author proxy mode, complete the remaining submission steps on behalf of the author and submit.

* Invited submissions without a file are not reviewed and will be accepted once moved into Ex Ordo.
* Invited submissions with a file are not reviewed, but the author needs to complete the publication agreement.

» Contributed submissions are reviewed. If they are accepted, the author is notified of the decision and required to
complete the publication agreement.

Update a Conference Submission as an Admin

As an administrator, you can update a conference submission even after the submission end date.
Note: Applicable only to platforms that support conference submissions.
Authors can update a conference submission up until the submission end date.
Administrators can update a submission even after the submission end date has passed.
1. In the Submissions tab of the Admin Tool, click on Return to draft to update the submission status to Draft,
unsubmitted.
2. Proxy as the author to make any changes to the submission.
All submission steps will be unlocked.
3. Submit the updated submission.
If the submission window is closed, this button appears as disabled for authors.
4. In Ex Ordo, unpublish the decision.
5. In Ex Ordo, publish the submission.
6. Check that the author card shows as Accepted again.

The author will not need to complete the publication agreement again. If the author has already completed the
agreement, the submission, with a file, will go directly to Accepted.

a) Ensure the submission is updated in Ex Ordo when sent from Research Exchange Submission.
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Invited Submissions

Requirements

The ScholarOne journal must be associated with only one Research Exchange Submission journal.

Research Exchange Submission Configuration

In the Article Types tab of a journal's configuration, check Invitation only for the required article types.

ScholarOne Configuration

Important: The following documentation outlines our recommended best practice regarding the ScholarOne
configuration necessary to enable our standardly supported Research Exchange Submission and ScholarOne
integration.

Publishers are responsible for consulting with their ScholarOne client manager about any suggested configuration
changes to ensure this configuration works for your journal(s) and overall portfolio within the ScholarOne platform.

Important: The locking configuration described below will affect all your journals on Research Exchange
Submission that are integrated with ScholarOne, as there is no way for ScholarOne to differentiate between those

that are handling invited submissions only through ScholarOne or those that are configured to support the Research
Exchange Submission-ScholarOne invited submission workflow. It is therefore recommended that you remove any of
your Research Exchange Submission journals that are not configured to support the workflow before requesting the
locking change described below, to prevent them from being affected.

Contact ScholarOne support and request that they enable invitation submission locking and author redirect.

Provide the following URL for the redirect: https://{publisher code}.atyponrex.com/
submission/submissionBoard/ {1}/ current?idtype=eeoc&eeo=slm&wait

For each applicable ScholarOne site, enable the following notification System Events notifications the Research
Exchange Submission consumer:

* Due Date Updated (likely already active)

* External System Invited Successfully Ingested

* Invitation Manuscript Submission Confirmation
* Invited Author Response

* Invited Manuscript is Deleted

* Stub due date change

* Unassign Author

* Uninvite Author

Each of these notifications must be both added and activated for configuration to be complete and effective.

For each participating site, in step 25, Topic & Invited Paper of the ScholarOne configuration center, ensure that the
Enforce uniqueness of tracking number is enabled and the Enable editing of Tracking Number is not enabled.

Although the areas will always have the same name across sites, some templates will have different names based on
the task name within the specific site, for example, Admin Invite Author.

Relevant email templates:
* System Emails

 Invitation Manuscript Submission Confirmation
* Author Invitation Reminder 1

* Author Invitation Reminder 2

+ Stub extension granted

* Unassigned Author

* Uninvite Author
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e Invitation Emails

* Admin Invite Author
+ Invitation Response Emails

*  Admin Invite Author — Agreed
e Admin Invite Author — Declined
*  Admin Invite Author — Late Response
*  Admin Invite Author — No Response
*  Admin Invite Author — Unavailable

* Email Notifications and Reminders

* Invited Submission

Because Research Exchange Submission will send an email to authors upon creation of an invited submission draft,
the agree-response email template within ScholarOne to authors should be disabled.

Within the remaining active email templates, email tags for authors registering their response to the invitation should
not be changed.

Any instructions to authors about where to complete the invited submission, after they’ve accepted the invitation,
should be updated to direct either to Research Exchange Submission in general, or to the following URL:
{publisher code}.atyponrex.com/submission/submissionBoard/##EXTERNAL NO##/
current?idtype=external

References to the tracking number can be maintained and should be used as the identifier for the author until a
manuscript ID has been assigned.

There are two submission failure codes tied directly to invitation workflow:
» 58 Provided document is not Invited

Instances of this error are not expected. However, should it occur, file a support ticket.
» 63 The site is not configured for invited document locking

To resolve, contact ScholarOne support, to verify the integration configuration.

Research Exchange Submission Transfer Administrator-Initiated Import
User Guide

This user guide includes workflow instructions about how Administrator users with the Transfer Admin role can

use the Research Exchange Submission Transfer service within a Tenant's portfolio of journals to manually import a
rejected manuscript from any journal using ScholarOne Manuscripts and transfer it to any journal using Author Portal
(Research Exchange Submission).

About the Research Exchange Submission Transfer Application

Research Exchange Submission Transfer is a fully separate application from, though tightly integrated with, Research
Exchange Submission Submission. It is being actively developed and has been designed to enable the future state of
transfer to and from multiple submission and peer review platforms, primarily, but not limited to, Research Exchange
Submission.

About Administrator-Initiated Import of Rejected Manuscripts

To manually transfer a rejected manuscript from a journal using ScholarOne to a journal using Research Exchange
Submission, Transfer Admins can use Research Exchange Submission Transfer to import an ScholarOne submission
package and any available peer review files.

Imported submissions are automatically pre-populated with files and metadata from ScholarOne, reducing the manual
entry required per submission. Submission information is presented side-by-side in a single screen, with discrepancies
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between the previous and destination journals highlighted to further streamline the manual transfer process for
administrators.

Once the Transfer Admin reviews and completes the transfer, the author is sent an email notification with a direct link
to Research Exchange Submission to complete their draft submission at the destination journal. See About the Author
Journey for Transferred Submissions on page 48 for details of the Author journey.

Known Limitations
Access to the Research Exchange Submission Transfer application and transfer functionality is restricted within a
Tenant’s portfolio of journals. For example, submissions cannot be transferred from one publisher to another.

Current limitations:

» Current supported transfer workflow is administrator-initiated, and not fully automated.
* Submissions made using administrator-initiated transfer are created as new, direct submissions:

» They appear in the ScholarOne Admin center in the External Submission in Draft queue, as with all other
submissions made using Research Exchange Submission, and not in the Manuscripts Transferred IN queue.

» They do not feature the green stripe used in the ScholarOne Ul to distinguish transfers made using the native
ScholarOne-to-ScholarOne transfer.

* They do not automatically retain the previous submission's history or metadata in the ScholarOne audit trail.

» Unless peer-review reports or other notes are included, transferred submissions are not otherwise readily
identifiable inside ScholarOne from other new, direct submissions ingested from Research Exchange
Submission.

» Research Exchange Submission Transfer does not yet support the native ScholarOne-to-ScholarOne transfer-by-
decision functionality, which is triggered by a ScholarOne Reject with Referral decision type and automatically
transfers a submission between journals.

» ScholarOne's submission groups functionality can be used as a workaround in order to allow journals that
migrate to Research Exchange Submission to continue to receive transfers through the ScholarOne transfer
functionality which is not yet supported in Research Exchange Submission Transfer. Such submissions do not
begin in Research Exchange Submission. Instead, authors submit and remain in ScholarOne throughout the
submission workflow.

» If Research Exchange Submission Transfer were used to fulfill transfers initiated through the native
ScholarOne-to-ScholarOne transfer workflow, the following undesirable results would occur:

* A duplicate ScholarOne submission would be created. The submission from Research Exchange
Submission Transfer would not replace the draft created automatically in the Destination Journal as part of
the ScholarOne process.

* There would be no green stripe in the ScholarOne Ul to indicate the submission was a transfer.

» Existing ScholarOne reporting on transfers would be disrupted or broken.

Use Case

Administrator-initiated transfer was built to support a specific transfer workflow and business process already in
place. In this process, participating journals make a transfer offer post-rejection which is distinct from the decision
letter. This process occurs outside of Research Exchange Submission Transfer and outside of the peer-review
platform.

Once an author accepts a transfer offer, a Research Exchange Submission Transfer Administrator manually transfers
the submission from the source journal to the destination journal. This workflow would need to be replaced by a
comparable process for tenants to use Rex Transfer as designed. The existing initial administrator-initiated transfer
functionality was not designed to support or replace existing ScholarOne-to-ScholarOne transfer functionality.

While administrator-driven and not fully automated, Research Exchange Submission Transfer functionality
significantly reduces the manual administrative work to transfer a submission from one site to another. Previously,
such transfers were completed using the ScholarOne user interface. In a worst-case scenario with large numbers of
files and/or extensive author lists, this process could take up to two hours. Using Research Exchange Submission
Transfer, the process takes only a few minutes per submission.
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Access the Research Exchange Submission Transfer Admin Dashboard
Users with a Transfer Admin role or a Tenant Super User role with the appropriate permissions assigned can access
the Research Exchange Submission Transfer application.

Log in to the Research Exchange Submission Transfer Admin Dashboard from https://{publisher
code}.atyponrex.com/transferAdmin/dashboard, where {publisher code} is your
organization's identifier abbreviation.

» Ifyou do not have a Research Exchange Submission account, register for an account at https:// {publisher
code}.atyponrex.com.

» Ifyou encounter the error message Forbidden You have insufficient permissions. Please
re-login with another role or open Home page when attempting to access the Transfer Admin
Dashboard, this means that your account has not been assigned the Transfer Admin role. Contact a Tenant Super
User for the platform and request that they grant your account the Transfer Admin role.

Atypon ReX Transfer Admins Tickets Welcome back v

Forbidden

You have insufficient permissions. Please re-login with another role or open Home
page

Start a Submission Transfer

There are two modes of import available to transfer a rejected submission to Research Exchange Submission, Import
via ID or Import via File.

1. In the Transfer Admin Dashboard, click Start Submission Transfer.

EGP Transfer Admin Tickets Marie w
TiCketS Start Submission Transfer
Platform Transfer Status Transfer Admin
All v All - All Q

Your browser will navigate to the Submission Import page.
2. Click one of the following:

* Import via ID.
* Import via File.
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3. Click Start Transfer.
Regardless of the mode of import selected, an animated modal displays over the screen while the import is in
progress:

Importing your Submission Importing your Submission

Extracting package... Retrieving metadata from

ScholarOne...
This process may take a few minutes.

This process may take a few minutes,

Once Research Exchange Submission Transfer has retrieved the submission files and metadata from ScholarOne,
your browser will navigate to the Complete Transfer Import on page 40 page.

4. Alternatively, if you are not ready to complete a transfer at this time, click Cancel Transfer to return to the
Transfer Admin dashboard.

Transfer tickets are saved automatically once a submission has been imported. Transfer Admins can access
pending tickets from the Ticket queue and click Cancel to cancel a pending transfer or Complete Transfer to
return to the Complete Transfer Import screen and finalize the transfer process.

Complete Transfer Import on page 40

Import via ID
This submission import mode automatically retrieves all submission files and metadata, as well as any available peer
review reports, from ScholarOne.

You must start a submission transfer from the Research Exchange Submission Transfer Admin Dashboard.
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1. Import via ID is selected by default. Submissions can be imported from any journal that uses ScholarOne,
regardless of whether the journal also uses Research Exchange Submission.

EGP Transfer Admin Tickets Marie v

Submission Import

Use this tool to import a submission to AtyponReX. AtyponReX currently supports submission packages from ScholarOne.

Import via ID Import via File

Supporter Journal

Start typing to find your journa Q

OR

Supporter Journal (site-code) Supporter Platform

ScholarOne Manuscripts -

Supporter Manuscript ID

Destination Journal

Start typing to find your journal Q

Cancel Transfer Start Transfer -

2. To select the source journal that previously rejected the submission, do one of the following:

a) To find a source journal uses Research Exchange Submission, select the journal title from the Supporter
Journal dropdown.
You can also search for a journal by entering its title in this field.

b) To find a journal that does not use Research Exchange Submission, enter the journal's ScholarOne site code in
the Supporter Journal (site code) field.

The journal's site code is the ScholarOne journal abbreviation or text string that appears in, or after, the
journal’s URL. For example, if the journal has the URL, https://mc.manuscriptcentral.com/
egp-1vh, the site code is egp-1vh.

The Supporter Platform is set to ScholarOne Manuscripts by default.
3. Enter the ScholarOne manuscript ID of the rejected submission in the Supporter Manuscript ID field.
4. From the Destination Journal dropdown, select the destination journal to which the author has requested that

their submission be transferred.

Note: All journals configured in the Research Exchange Submission Admin Tool are currently available in the
dropdown menu.

Transfer Admins should use care in selecting the correct destination journal. For example, in the dropdown
you will encounter some TEST journals, or journals that are not yet live and which point to a non-production
ScholarOne environment. In a future release, the dropdown menu list will be limited to journals that are
configured to participate in Research Exchange Submission Transfer as eligible destinations.

5. Click Start Transfer.
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Complete Transfer Import on page 40

About Research Exchange Submission Transfer Data Extraction from ScholarOne

Whether importing a submission via ID or via file, Research Exchange Submission Transfer automatically extracts
files from the submission package and checks the ScholarOne submission API to validate if the submission is eligible
for transfer.

If the import is successful, Research Exchange Submission Transfer automatically creates a transfer ticket to begin a
new draft submission stub and populates it with metadata from the API and the submission file(s).

Research Exchange Submission Transfer performs the following validations:

» Research Exchange Submission checks the uniqueness of the ScholarOne Manuscript ID to ensure that the
submission is not already present in Research Exchange Submission. This check prevents duplicate submissions
being made to the same journal or to more than one journal at the same time.

» Research Exchange Submission checks that the submission is in an appropriate state to be transferred. For
example, that the submission was rejected by the previous journal in ScholarOne. This check prevents a
submission from being under active consideration at more than one journal at the same time.

ScholarOne does not automatically include peer review reports in the submission package ZIP file. In the Import via
File mode, Research Exchange Submission Transfer will automatically retrieve any available peer-review reports
through the ScholarOne API. Review reports can also be uploaded separately.

Complete Transfer Import

Regardless of the submission import mode selected, you must review the details in the transfer ticket in order to
resolve any potential discrepancies before completing the transfer and inviting the author to complete their new
submission to the destination journal.

You must start a submission transfer from the Research Exchange Submission Transfer Admin Dashboard.

Manuscript details and submission information are presented side-by-side in a single Complete Transfer Import
screen to facilitate comparison.
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1. Check and review the transfer ticket details to resolve any discrepancies in article type or file designation
requirements between the previous and destination journals.
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Transfer Admin

Complete Transfer Import

Review the infermation imported below and reconcile any missing information required to transfer the submission to the destination
Jjournal.

Your progress will be saved automatically. You can return and comnplete this import at any time frem the Admin dashboard.
‘When you are done, click Send to author to notify the submitting authar their draft submission is ready for them to finalize at the

destination journal.

Review Manuscript Details

Ticke

& Ca

Import details

Manuscript ID

Title

Abstract

Submission Contact

Authors

Affiliations

Funders

& Previous Journal & Destination Journal

Previous journal Destination Journal
: : = )

Site for Portal Testing Testing Journal

Previous Manuscript 1D Submission 1D

APTEST-2023-00003

Test Women in Industry: A Study in American Econormr
History

The work of women for wages under a competitive organization of industry presents a problem
compelling interest. Women have, of course, alwayswerked. The invention of the processes esss
toorderly and secure group life was the contribution...

» Show More

Submicter
Corresponding Author

Name Emiail Raole o
ToLrn o L T B Corresponding Author
[

1. The University of Chicago

2. Jane Addams Hull House Museumn

1. Chicago Community Trust
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Information in the Review Manuscript Details section is displayed for reference and cannot be edited, however it
should be reviewed carefully for completeness. If any details are incorrect, such as an incorrect destination journal
having been selected, click Cancel Transfer.

The destination journal’s Submission ID will remain blank until you complete the transfer. This field will then be
automatically populated once the submission has been successfully sent to Research Exchange Submission and
assigned a submission ID. After the draft submission has been completed by the author, sent to the destination
journal, and ingested by ScholarOne, it will also be assigned a new ScholarOne Manuscript ID.

Note: Using the Advanced Search in the Research Exchange Submission Transfer application you can locate
transfer tickets by searching for either the Supporter Submission ID (the ScholarOne manuscript ID of the
previous journal) or the Destination Submission ID (the Research Exchange Submission submission ID of the
destination journal), as well as other search parameters.

2. Resolve Discrepancies in the Submission Information on page 44

3. Check the Peer Review Files of a Transferred Submission on page 46



| Submission Management | 44

4. When you have reviewed and are ready to complete the transfer, click Send to Author.

Submission information

All information indicated here will be pre-populated for authors upon invitation. Authors will be able to see and madify this information prior to finalizing their submissicn.

& Previous Journal & Destination Journal

Article Type Pravious Article Type
Criginal Article

Manuscript Files

Filz Namea Previous File Type Diestination File Type Transfer
This is my awesome paper.docy Main Docurment - - Ii‘
Financial Sample.xlzx Dara -+ - IE‘
Catdjpg Figure + v (m]
Catfijpg Figure * v L]

Peer Review Files

These files will be passed to the destination journal's editorial office. They will not be visible to the author at completion of the transfer, but may be accessible to the author
through the legacy EED after the submission iz sent to the editorial office.

Drrag and drop your file{s) or click to upload
¥ou've used [106.4 KEB] of [500 ME] total

Send to Author

By clicking Send to author we will notify the submitting suthar their draft
submission is ready for them to finalize at the destination journal.

Wou will ot be able to make changes.

Privacy policy Terms & Condidons Contct us Help Cooéie PreferEnoes

DAtypon Systems, LLC Atypan Re)

See About the Author Journey for Transferred Submissions on page 48 for the user journey once the transfer is
sent to the author.

Resolve Discrepancies in the Submission Information

Resolve any discrepancies in the submission information of a transferred submission where Research Exchange
Submission Transfer is unable to match the article and file types of the source journal to those of the destination
journal.

You must start a submission transfer from the Research Exchange Submission Transfer Admin Dashboard.
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Rex Transfer automatically attempts to match the article and file types from the previous journal to corresponding
options at the destination journal. Items that cannot be matched are highlighted in orange.

Transfer Admins need to resolve any conflicts or missing information before the transfer can be completed and sent
to the author. Authors will be able to review and edit the draft submission before completing and submitting it to the
destination journal.

Submission information

All infermation indicated here will be pre-populated for authors upon invitation. Authors will be able to see and modify this information prior to finalizing their

& Previous Journal & Destination Journal
Article Typea Previows Article Type
P e - = Criginal Article
Special Section: Test journal

Manuscript Files
File Name Previous File Type Destination File Type

womeninindustry_ms_file.docx

Ciza: 0.9 KE Main Document - M5 Weord =» Main Document - M5 Waord -
File Type: DOCX

womeninindustry_ms_file pdf

Cize: 21 6KB Main Document -+ Main Document - FOF -
File Type: FDF

WIS _Figure 1.jpg

Size: 71.6KE Figure e Image -

File Type: |PG

e rewe Supplemancary Matarial for Review and ) | susplementary Materiio.. v
File Type: PNG

WIS_Figure 2 jpg

Ciza- 516 KE Graphical Abstract =» -
File Type: |PG

%> Upload Files
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1. In the Article Type section, if there is not a clear match between the article type displayed under Previous
Journal and the article displayed under Destination Journal, select the best available article type from the
dropdown.

2. Inthe Manuscript Files section, if there is not a clear match between the Previous File Type and the Destination
File Type, select the best available file type (file designation) from the dropdown.

3. To view any of the extracted files, click on its File Name.

4. To remove a files that is not relevant to the destination journal, such as a cover letter, uncheck the Transfer box
for that file.

By default, Research Exchange Submission imports all files from the previous submission and the Transfer box is
checked for all files.

Note: Files withaMain Document file type cannot be removed. To remove a file that incorrectly has a Main
Document file type, first select another file type from the dropdown, then uncheck the Transfer box.

Files that do not have the Transfer box checked will not be included in the new submission.

5. If any files from the previous submission were not automatically retrieved from ScholarOne, click Upload Files to
upload the missing files.

Check the Peer Review Files of a Transferred Submission on page 46

Check the Peer Review Files of a Transferred Submission
When transferring a submission, review the decision letter and any peer review reports that Research Exchange
Submission Transfer has automatically extracted from the previous journal.

You must start a submission transfer from the Research Exchange Submission Transfer Admin Dashboard.

Such files are displayed in Complete Transfer > Peer Review.
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1. Under Decision Letter (Initial Submission), click Show full letter or Hide to toggle between viewing the full
decision letter or an extract of the letter.

Peer Review

These files will be passed to the destination journal's editorial office. They will not be visible to the author at
completion of the transfer, but may be accessible to the author through the legacy EEO after the submission is
sent to the editorial office.

Decision Letter (Initial Submission)

Lavoisier's Head - Decision on Manuscript ID EGPONLIN-RA-2022-04-0005
Email sent 8 April 2022 by Editorial Office

08-Apr-2022

Dear Marie Curie:

Manuscript ID EGPONLIN-RA-2022-04-0005 entitled "Phlogiston and the Joy of Theoretical Chemistry”
which you submitted to the Lavoisier's Head, has been reviewed. The comments from reviewer(s) are
included at the bottom...

> Show full letter

Files

No peer review files are available from the Supporter Journal

@ Upload

If Research Exchange Submission Transfer is unable to automatically retrieve any of the peer review files, an error
message will be displayed.

Peer Review

These files will be passed to the destination journals editorial office. They will not be visible to the auther at completion of the transfer, but may be accessib
through the legacy EEQ after the submissien is sent to the editorial office.

Decision Letter
The systerm was unable to retrieve the decision letter. You may upload it manually.
Files

Mo peer review files are available from the Supporter ourna

& Upload
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2. To upload additional peer review files or a note file, click Upload.

The note file can include details about the previous journal, such as the ScholarOne manuscript ID, that should be
passed to the editorial office of the destination journal along with the transferred submission.

These files will be passed to the editorial office of the destination journal as a special file designation, Editor Only.
In ScholarOne, the files will be available under the Original Files listing. They will not be visible to the author in
Research Exchange Submission or ScholarOne.

Note: The ScholarOne site of journals receiving transfers must be configured to support the Editor Only file
designation in order to successfully ingest these additional files from Research Exchange Submission.

Once you have confirmed that all the files and metadata for the transferred submission are correct, click Send to
Author.

About the Author Journey for Transferred Submissions

This section contains an overview of the user journey once the author is invited to complete their pending draft
submission in Research Exchange Submission.

Authors must register or log in to Research Exchange Submission to complete their draft.

Transfer Email Notification
After the Admin sends the submission to the author, the author receives the following notification to finish their

submission in Research Exchange Submission.

Note: The language in this template may be updated.
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Subject: Action Required: Finish your transferred submission to Title & Journa

1

Desktop Mobila 1 Plain Text
==

Hi UserFirstMame UserLastMName,
You recently requested we transfer your submission:

Longitudinal sequencing of TCR and circulating tumor DNA reveal
radiotherapeutic efficacy and pregnosis in nen-small cell lung cancer
patients with brain metastasis

Destination journal: Title & Journal
Destination reference code: 4fefd208-5c31-4f4f-3233-0cbZe7debtZa

Your previous manuscript files and details have all been transferred to your
selected journal - be sure to review your pending submission carefully.

To complete your transfer:

s Carefully review the destination journal's author guidelines and ensure
your submission meets the scope and reguirements.

s |fyou received feedback on your previous submission, consider revising
as appropriate

* | ogintothe Author Portal using the link below.

* Reaview your submission files and provide a revised manuscript, cover
letter, or accompanying files as neceszary.

*  Answer any newly required questions.

You will be asked to login or register for an account to use
this service.

Complete submission

Mote: This link is unigue to you. Please don't forward or share with
others.
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Completed peer review reports from your previous submission (if any) will be
shared with Title & Journal's editorial office,

Once submitted, you can track your manuscript’s status using the above link.
Meed more help?

s For questions regarding your transfer, contact Journal Contact.

s For support with your account or the Author Portal, contact
suppori@examplepublishing.com

o [fyou contact support, please include the destination journal
reference code: 4fefd808-5c31-474f-3233-0eb2e7deba2a,

By submitting a manuscript to or reviewing for this publication. your name, email address, and
affiliation, and other contact details the publication might require, will be used for the regular
operations of the publication, including, when necess

. sharing with the publisher and
partners for production and publication. The publication and the publisher recognize the
importance of protecting the personal information collected frem users in the operation of these
services and have practices in place to ensure that steps are taken to maintain the security,

integrity. and privacy of the personal data collected and processed. You can learn more by
reading our data protection policy. In case you don't want to be contacted by this publication

again, please send an email to Journal Contact.

Note: Authors will not receive a separate email with account details as they currently do in ScholarOne. Transfer
Admins do not need to verify whether authors have an existing account, this is automatically managed by Research
Exchange Submission.

Authors are given links to contact the journal editorial office with questions regarding their transfer and to contact the
publisher support team for technical support with their account or the Research Exchange Submission platform.

Once the author clicks Complete submission in the email message, they will be prompted to log in to Research
Exchange Submission. If they do not already have a Research Exchange Submission account, they will be prompted
to create one.

Note: If the author registers for Research Exchange Submission account using a different email address than the one
used in their previous submission, a two-factor authentication process is triggered where a verification code is sent to
the email address associated with the submission.
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Author Portal My Submissions w

Submission Import

Submission Information
Journal Testing Journal

Manuscript ID APTEST-2022-00081

Article Title Takk &hdidd dik didihdid dhdihdd dhddid didhdd Thdd dk ddd Fdddd Fh &k dddddddijnt

Send Code

Ta werify your ownership of this submission, we will send an authentication code to |Fwnymsedsssr com.
Yo will be asked to enter this code on the following screen.

Send Code -
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Hi:

Enter this venification code to confirm ownership of the submission and continue your transfer:

587239

iz attempting to transfer
Test Reject and resubmit without auther cheice This iz the Title of my Manuscript
From: Site for Portal Testing

To: Testing Journal

If yvou did not make this request, vou can ignore this message.

Need more help?

« For support with vour zccount or the Author Pertal, contact support@exameolepublishing.com

= For questions regarding vour transfer, contact the joumsl's editorial office

» If vou contact support, please include the destination journal reference code: 9ff14cef-201£-40c7-86a8-b328b32%a3d

Once the author logs in, they will immediately be directed to the Submission Progress Board of their pending
submission. The manuscript files, title, and abstract will be pre-populated using the values from the previous
submission and will be displayed in the Progress Board as checked, not locked.

Reminder Transfer Notifications

If the author does not log in or finalize their draft submission in Research Exchange Submission, they will receive a
series of automatic reminders to complete the pending draft:

* Reminder 1: 5 days, 6 hours after the initial notification
* Reminder 2: 13 days, 12 hours after the first reminder
* Reminder 3: 25 days, 18 hours after the second reminder

Draft reminders sent from Research Exchange Submission are not configurable:

* Reminders must be the same for all journals on a tenant and they cannot be disabled. However, reminder email
templates are similar to other Research Exchange Submission email templates in that they support variables such
as journal name.

* The reminder schedule cannot be customized.

* Authors cannot manage reminders. This means authors cannot put reminders on hold, and they cannot decline
offers. The draft in Research Exchange Submission does not automatically expire if not completed.

About the Author Experience Completing Transferred Submissions in Research Exchange
Submission

This section describes the author flow starting from the Research Exchange Submission Progress Board, where the
author is directed to complete a submission that a Research Exchange Submission Transfer Admin initiated.

1. Submission card: Transferred drafts use a unique submission card where the instructions are customized to the
transfer experience but appear as a regular submission on the author’s My Submissions dashboard.

* Prepopulated by Admin: All submission files and details are imported from previous submission
» The title and abstract follow the same manuscript extract and confirmation flow as regular submissions
* The Author Details and Match Organizations (author affiliations) use a manual flow
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2. Initial Call to Action (CTA): Authors are first prompted to confirm or modify the pre-populated Article Type. They
are then prompted to confirm any journal-specific submission requirements.

3. Subsequent CTAs: After confirming the article type, the submission process will proceed to any step where the
relevant information cannot be confirmed without user input. New requirements are highlighted in red to guide
authors through the submission process. Authors able to review and/or replace previous files, if necessary. Steps
where Research Exchange Submission can automatically confirm the information are skipped. The author cannot
skip ahead to a subsquent step before confirming the information in the current step they are on. Which steps require
manual confirmation from the author depends on what information the Transfer Admin added in Research Exchange
Submission Transfer when they initiated the submission transfer.
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Author Portal

Testing Journal

JOURMAL HOME AUTHOR GUIDELINES EDITORIAL CONTACT

Return to Administrator view 3

& We made some changes

Our submission process has been updated since your last visit and we need you to reconfirm some steps.

Criginal Article

valve chordae - case report
Submission Status Draft

Last Modified 1 February 2023 by Administrator

isory
Submission Started 31 January 2023 by System

To complete your transfer:

Specify your article type

TEST MANUSCRIPT--Papillary fibroelastoma of a mitral

Your previous manuscript files have been transferred and your submission details have been entered.

2 Confirm your manuscript details and answer any newfy required guestions

You may exit &t any time and your work will be preserved when you return. Your submission becomes
visible to the editorial office anly after you complete the last step.

Your Pro;

A Upload Ma

W Tit

m

« Abstract

B Author Det

& Match Orgs

B Additicna

& Final Reviey

If files from the previous submission which cannot be matched to a file type accepted by the destination journal, the
Review Transferred Files modal is displayed, where the author can assign a new file type, delete, and/or download

the file(s).
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tal "Imis

Review Transferred Files

Unmatched files @ Delete all unmatched files

These files could not be matched to a file type accepted by this journa

Joar
» For each file resolve the issue by selecting an appropriate file type or deleting the file
= You will have the opportunity to replace or add new files later
If you need help picking a file type, review the Auther Guidelines for more details on which files this
journal accepts
eq
nget
File name Issue Destination file type
ha muo. . __dock  File type unknown - i
LS : -
Matched files »  Show 2 matched files
LISC i
cript

Common Author Queries / FAQ

Author asks you to resend the automated email notification to complete their submission

Transfer Admins can provide any author asking for the notification to be resent with a direct link to their pending
submission. All submissions transferred into Research Exchange Submission will adhere to the following URL
format:

https://{publisher code}.atyponrex.com/submissionBoard/{Research Exchange
Submission ID}

For example:

https://egp.atyponrex.com/submissionBoard/5e4f5a2d-1e7d-4957-953f-38e633bbef4b

Author changes their mind and wishes to cancel or not complete their transfer and asks you to
delete their draft submission

Transfer Admins can direct authors who wish to delete their submission to do the following:

* Login to Research Exchange Submission.
* Click My Submissions > Delete for the required submission.



Author Portal

My Submissions

Testing Journal
Original Article
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Journal

51

All Journals

Delete

Test Reject and resubmit without author choice This is the Title
of my Manuscript

Submission Status
Manuscript 1D
Last Modified

Submission Started

Draft

APTEST-2022-00081

25 February 2023 by B
Resume Submission -3
30 January 2023 by System

View Transfer Tickets or Transferred Submissions

View the transfer tickets for transferred submissions in the Transfer Admin dashboard, or view the transferred
submissions in the Submissions tab of the Research Exchange Submission Admin Tool.

1.

In the Transfer Admin dashboard, filter transfer tickets using one or more of the following dropdown menus at the
top of the dashboard:

Platform. The default value is A1 1. You can select REX or S1M.

Transfer Status. The default value is A11. Read more about transfer statuses here.

Transfer Admin. The default value is A11. Use this field to filter results by the name of the transfer admin
who initiated the transfer. Enter the admin's name in this field, or select a name from the dropdown.

Journal Filter. The default value is A11. The dropdown includes all the journals hosted on your Research
Exchange Submission platform. If you select a journal from the dropdown, the filtered results will include
transfers where the selected journal is either the source or the destination journal.

Transfer Method. Dropdown menu to filter transfer tickets by transfer method, currently limited to Manual.

MNeet

W'y
ang 1

jourr
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2. To filter tickets using additional criteria to those mentioned above, do the following:

a) Click Advanced Search.
b) Enter values in or more of the following fields:

* Submission Title

* Author name or E-mail

* Transfer ID

* Supporter Submission ID (the ScholarOne manuscript ID of the original submission with the source
journal)

* Destination Submission ID (the Research Exchange Submission submission ID of the transferred
submission with the destination journal)
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Transfer Admin

Tickets
Platform Transfer Status Transfer Admir
All - Al - All
Journal Filter Transfer Method
All Q Al -

Submission Title

Author name or E-mail

Transfer 1D

Supporter Submission 1D

Destination Submission 1D

Search

c¢) Click Search.
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3. To view transferred submissions in the Submissions tab of the Research Exchange Submission Admin Tool, do
the following:

» Ifyou are currently viewing the Research Exchange Submission Transfer Admin dashboard, click your name
in the upper right, and then Admin.

» Alternatively, if you are already viewing an Admin Tool page, click Submissions.

a) From the Submission States dropdown, select one of the following states to filter submissions by their transfer
state:

Draft (Transferred)
Import Canceled

Import Failed

Import Failed (Resolved)
Import Pending

Import Unverified

In Import

Read more about transferred submission states here.

Transfer Statuses
This section describes the various statuses that may apply to transferred submissions in the Transfer Admin

dashboard.
Status Definition Available Actions
New The initial system state for the
transfer ticket, when a Transfer
Admin starts a transfer ticket (not
available in the dropdown menu).
Import Pending A temporary system state for the

transfer ticket, while the Transfer
Admin is in the process of importing
a submission (package is being
uploaded/extracted/validated).

» Next status: Offer Accepted or
Failed
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Status

Definition

Available Actions

Offer Accepted

State of a transfer ticket that has been
successfully imported and is ready
for the Transfer Admin to action
(review/modify/send to author).

Once imported, the transfer ticket
card will display the following
Transfer Details:

* Destination Platform — the peer-
review platform used by the
Destination Journal (this is always
Research Exchange Submission)

* Destination Journal — the name of
the Destination Journal

* Supporter Journal — the name of
the previous Supporter Journal

* Imported from — the peer-review
platform used by the previous
Supporter Journal

+ Imported on — date/time stamp
of when the Transfer Admin
completed the transfer

+ Imported by — the username of the
Transfer Admin

» Supporter Submission ID — the
Manuscript ID of the submission
at the previous Supporter Journal

+ Transfer Status — the status of the
transfer ticket

+ Transfer Method — the type of
transfer--all transfers made via
Administrator-initiated import
will be labeled as ‘Manual’

+ Transfer ID — the unique
reference id of the transfer ticket

Transfer Admin

Cancel Import
Complete Transfer

Tickets
Platform Transfer 5tatus
A - A
Journal Filcer Transfer Method
A Q A
Diestination Platform REX

Drestination Journal esting Journa
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Status

Definition

Available Actions

Cancelled

Transfer Pending

The transfer ticket has been cancelled
by the Transfer Admin. No further
actions are available.

A temporary system state for the
transfer ticket, while the submission
is being sent to Research Exchange
Submission.

* Next status: Completed or Failed
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Status Definition Available Actions

Completed The transfer ticket has been View Details (this allows the Transfer
completed by the Transfer Admin, Admin to review the transfer details
a new, stub (draft) submission in a read-only mode)

was created in Research Exchange
Submission, and the initial
notification was successfully sent to
the Author.

Once complete, the transfer ticket
card will automatically be updated
with the following Transfer Details:

¢ Destination Submission ID —
a unique identifier for the new
submission at the Destination
Journal (this is also the Research
Exchange Submission Submission
ID)

* Sent On — date/time stamp of
when the notification was sent to
the Author

e Sent to — the name/email address
of the Author the submission was
sent to

Destination Platform REX

Drastination Journal Testing Journa

TEST MAMUSCRIPT--Papillary fibroelastpma of a mii

Destination Submission ID 8a1cdf35-2ac0-4c47-8602-370087 edOd

Transfer Details
TEStI n Supporter journal Site for Portal Testing
Journa Imported from S M

Imported On 31 Jamuary 2023 (24 days ago
Imported By .

Supporter Submission I APTEST-2021-00027

Transfer Status Completed

Transfer Method Manua

Transfer D 01-bff3-Dofoe528ec]

Sent On

Sent To
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Status

Definition

Available Actions

Failed

This state is triggered if there is a
failure when the transfer is completed
by the Transfer Admin. A new draft
submission has not successfully been
created, and no notification has been
sent to the Author. The failure reason
is described on the card as Internal
error message.

Cancel Transfer
Restart Import

Destination Platform

Destination Journal

test_article_title

Internal error message

Journal qf Transfer Details

Neuroscience

Research Supporter Journal
Imported from
Imported On
Imported By

Click Actions > Cancel Transfer to
cancel the transfer ticket, or Restart
Import to try to complete the transfer
again.

Note: Transfer tickets must be
canceled first before trying to import
the same submission again, otherwise
they will trigger a duplicate error.
Once an import has been canceled,
that submission can be transferred
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Submission Screening Report

The Submission Screening Report provides editors with useful and automated bibliography/reference screening
results, helping them review references faster.

Note: This functionality is not available on all platforms.

Access the Submission Screening Report

You can find the Submission Screening Report in HTML format in the Manuscript Files tab of ScholarOne.



You should have been assigned with an editor role in order to view this report.

1. Open ScholarOne, open a submitted manuscript, and select Manuscript Files.
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The Submission Screening Report HTML file is named Submission Screening Report.html.

Note: The Submission Screening Report is not included in Proofs or Export.

Editors without access to the Manuscript Files tab can find and download the screening report by clicking on

Supplemental Files.

2. Click the file name to open the report.

Supp. Files not for Review

+ Title Page: ReX Production Test Manuscript_ 2.docx [ 39K )

« Editor Only: BeX Reformatted References.docx { 5K )

« Editor Only:|Submission_Screening Rec:crt.html]‘(- B1K ]I
U

@ Close Window

Configure the Submission Screening Report
You can configure the Submission Screening Report for a journal through the Screening tab on the journal

configuration page.

To edit these settings, you must have Tenant Super User permissions or higher.

Perform the necessary configuration steps in ScholarOne Manuscripts. See the related information for more details

about the required steps.

1. From the Journals tab of the Research Exchange Submission Admin Tool, select to edit an existing journal or

create a new journal.

Select Screening.

3. Check the Enable Submission Screening Report box.

Edit journal
Basic information

Submission
Requirements

Additional
Information

Author Details
File Designations

Screening

Screening

The Submission Screening Report helps editors triage
submissions by providing additional information about a
submitted manuscript. When enabled, a reportis
generated for each version of every submission and made
available in the manuscript's Supplemental Files in
ScholarOne.

@ Enable Submission Screening Report

Rich References

The Rich References provides a reference list that
is:
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4. To enable Scope Check, check the Add Scope Check to the Submission Screening Report box.

Scope Check

The Scope Check screening uses machine
learning to assess how well a manuscript
fits the scope of the journal by comparing
it to content previously published by that
journal:

» Scope Match score provides a quick,
visual indicator of how closely the
submission fits the scope of the journal

e Relevant Wiley Journals list matches the
manuscript to the scopes of other Wiley
journals

Add Scope Check to the Submission
Screening Report

5. To include rich references in the report, check the Add Rich References to the Submission Screening Report
box.

Rich References

The Rich References provides a reference list that is:

» Validated, corrected and converted to journal style

« Flagged by Edifix to indicate retraction, expression of concern, preprint, or

Linked to DOI, Crossref and Pubmed, if available

inability to validate the reference

IE Add Rich References to the Submission Screening Report

Reference Style

AMA v

AMA

AMA 10th ed.

AMA 11th ed.

APA 5th ed.

6. Select a Reference Style from the dropdown.

For example, select AMA to format references according to the American Medical Association style guide.
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7. Under Automatic Link, check the Link to Crossref and/or Link to Pubmed boxes to enable automatic linking to

those services.

Note: It is recommended to enable automatic linking to both services.

Rich References

The Rich References provides a reference list that is:

+ Validated, corrected and converted to journal style

* Linked to DOI, Crossref and Pubmed, if available

» Flagged by Edifix to indicate retraction, expression of concern,
preprint, or inability to validate the reference

|i| Add Rich References to the Submission Screening Report

Reference Style

AMA -

Automatic Link

Select Crossref and Pubmed to include automatic
linking to those services. We recommend enabling
both.

E Link to Crossref
Ii‘ Link to PubMed

Save changes +

8. Click Save changes.

Research Exchange Submission Screening Report Editorial Style Options

Research Exchange Submission supports the following editorial style options:

ACS (American Chemical Society)

ACS (American Chemical Society - No Titles)
AMA (American Medical Association)

AMA 10th Edition

AMA 11th Edition

American Physical Society (APS)

APA (American Psychology Association) Sth Edition
APA 6th Edition

APA 7th Edition

ASM Press (American Society for Microbiology)
Cell Press

Chemistry-Material Sciences (Wiley)

Chicago (Author-Date)

Chicago (Bibliography)

CSE (Scientific Style and Format)

Harvard (Wiley)

IEEE

Impact Journals

ISO-690

Kaiser

Lancet

Math and Physical Sciences (Wiley)
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« MLA

« RIS

* SEG (Society of Exploration Geophysicists)

* Spandidos Publications

* TRR (Journal of the Transportation Research Board)
*  Vancouver/ICMJE

» (Citation Manager Export Format)

* (No Format)

Submission Screening Report Sections

Report Header
The header includes:

1. The report name: Submission Screening Report.

2. The submission type, for example, initial submission or revision.

3. The article type and article title.

4. The journal title, which is the name of the journal as configured in the Research Exchange Submission Submission
journal setup.

5. The Research Exchange Submission ID, which is the 32-character alphanumeric ID of the submission version
in Research Exchange Submission. This ID can be used to look up the submission in the Research Exchange
Submission Admin Tool.

6. A full list of authors.

» Superscripts indicate relationships with numbered affiliations.
» The asterisk indicates the submitting author, who may not be present in the case of a submitting agent.
* The envelope icon indicates the corresponding author.

7. A numbered list of affiliations.

Submission Data Quality
This section indicates if key metadata was provided manually or extracted from the manuscript.

Metadata is usually extracted from the manuscript, which ensures that manuscript and metadata match. In some cases,
Research Exchange Submission cannot extract some metadata from the manuscript and the submitter is asked to
provide that manually, either through copy/paste, or sometimes manually typed in.

Metadata that was provided manually should be checked more carefully to ensure accuracy between manuscript and
metadata.



Submission Data Quality

Currently, Research Exchange Submission flags the following:

« Title

*  Abstract

* Author(s)

» Affiliation(s)

Submission Metrics

Submission metrics are automatically calculated by Research Exchange Submission.
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The Abstract word count and Main manuscript word count are very reliable. Figures and Tables metrics are

calculated based on the number of files of that type that are included in the submission package.

The Main manuscript word count is based on the main body of the manuscript. It excludes header information,
appendixes, supporting information, tables, object captions, and references. However, it includes abstract, Conflict of
Interest, Funding information and acknowledgments sections.

Figures and Tables counts do not currently account for any figures or tables that are embedded within the MS Word

document.

Submission Metrics

Scope Check

Abritract word fount

Mlain manuscrips wond count

Figures

Tables

The Scope Check section assesses how well a manuscript fits the scope of the journal by comparing it to content
previously published by that journal.

Editors can use this section as a quick indicator of how well an article matches the journal's scope.

Scope Check
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In addition to listing the five published articles most similar to the submitted manuscript, Research Exchange
Submission also displays the following in this section:

* The scope match score, which displays by what percentage the submitted manuscript matches the scope of the

journal.
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» For each of the five most similar articles, a link to the published article page and its publication date.
* The total number of articles published in the journal that are similar to the submitted manuscript.

Editors can provide their feedback on how accurate the results are by clicking one of the available answers to the
How accurate is this Scope Check? question. The available answers are:

* Not accurate at all
*  Somewhat accurate
* Accurate

Research Exchange Submission uses this feedback to continually improve the accuracy of the results.

References Report

The References report includes a summary and a complete listing of references extracted from the manuscript
document.

Wherever possible, references are validated, corrected, and reformatted in the journal's preferred style. See the related
information for a full list of editorial style options that Research Exchange Submission supports.

If the reference screening service finds anything notable about a reference, a highlighted element provides more
information.

Notable information includes:

» References to a retracted paper

» References to a pre-print manuscript

» References to a paper with a published expression of concern
* References that could not be parsed and validated

Each reference is also linked to various services where that reference could be found, including PubMed, Crossref,
Google Scholar, and others.

References somu

Relerence Open in

= O

5

LY P

i)

his reference hars an expression of concem in B0, 2000 Jus LIRTEY 147, (ed, “Waher, Sayyed. El-khady, F097) b

w7, Sy, ElAcnady, 20097 lTgs P00 1 1T 16
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pd

In some rare cases, Research Exchange Submission cannot process the references and generate the References report.
This could happen if the reference screening service is unavailable, because of network communication issues, or
because Research Exchange Submission couldn't find any references in the manuscript.

In these cases, the report includes the following notification:
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References

#  The reference service was not available af the time ithis report was generaied. You should manually verify ithe validity of references for accuracy and indegrity.

The report can include warnings for the issues listed below.

Note: In ecach of the following examples, text in angle brackets (<>) will be replaced with the relevant data at the
time the warning is generated.

References Report: Retracted Papers
Variation when the retraction is reported by PubMed:

issue) . The Pubmed label
at https://doi.org/
<SubStr2>)

issue) . The Pubmed type
at https://doi.org/

* Pubmed reports
is "<SubStr7>".
<SubStr8>. The

* Pubmed reports
is "<SubStr4>".
<SubStr8>. (Ref.

a retraction (or similarly important
Additional information can be found

update was issued on <SubStr5>. (Ref.

a retraction (or similarly important

Additional information can be found
<SubStr2>)

Note: PubMed can include other similarly important issues in the retracted paper warning.
Variations when the retraction is reported by Crossref/Crossmark:

* <SubStr3> reports a retraction (or similarly important issue). The <SubStr3>
label is "<SubStr7>". Additional information can be found at https://
doi.org/<SubStr8>. The update was issued on <SubStr5>. (Ref. <SubStr2>)

* <SubStr3> reports a retraction (or similarly important issue). The <SubStr3>
type is "<SubStr4>". Additional information can be found at https://doi.org/
<SubStr8>. (Ref. <SubStr2>)

Variations when the retraction is reported by Retraction Watch:

on <SubStr2> because
database. Retraction

* Retraction Watch reports that this item was Retracted
the DOI in the reference matches the Retraction Watch
Watch gives the reason as: "<SubStr3>".

Watch reports that this item was Retracted

ID in the reference matches the Retraction

Watch gives the reason as: "<SubStr3>".

Watch reports that this item was Retracted on <SubStr2> because

ID and DOI in the reference match the Retraction Watch database.

Watch gives the reason as: "<SubStr3>".

* Retraction Watch reports that this item was Retracted on <SubStr2> because
the DOI in the reference matches the Retraction Watch database. Retraction
Watch gives the reason as: "<SubStr3>". For more information, please see:
<SubStri4>.

on <SubStr2> because
Watch database.

* Retraction
the PubMed
Retraction

* Retraction
the PubMed
Retraction

Retraction
the PubMed
Retraction

please see:

Retraction
the PubMed
Retraction

please see:

Retraction

the first author,
Watch database.

Watch reports that this item was Retracted on <SubStr2> because
ID in the reference matches the Retraction Watch database.

Watch gives the reason as: "<SubStr3>". For more information,
<SubStr4>.

Watch reports that this item was Retracted on <SubStr2> because
ID and DOI in the reference match the Retraction Watch database.

Watch gives the reason as: "<SubStr3>". For more information,
<SubStr4>.

Watch reports that this item was Retracted on <SubStr2> because

title, and year in the reference match the Retraction

Retraction Watch gives the reason as: "<SubStr3>".
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Retraction Watch reports that this item was Retracted on <SubStr2> because
the first author, title, and year in the reference match the Retraction
Watch database. Retraction Watch gives the reason as: "<SubStr3>". The
original item can be found at <SubStr5>

Retraction Watch reports that this item was Retracted on <SubStr2> because
the first author, title, and year in the reference match the Retraction
Watch database. Retraction Watch gives the reason as: "<SubStr3>". For
more information, please see: <SubStr4>. The original item can be found at
<SubStrb5>

References Report: Preprint Paper

There are two possible versions of the preprint paper warning:

Crossref reports this preprint has been published as <SubStr3> (Ref.
<SubStr2>)

CrossMark reports this article was originally posted as a Preprint at
https://doi.org/<SubStr8>. (Ref. <SubStr2>)

References Report: Expression of Concern

There is one possible version of the expression of concern warning:

Pubmed reports that this reference has an expression of concern in
"<SubStre6e>". (Ref. <SubStr2>)

Submission Requirement Acknowledgements

The Submission Requirement Acknowledgements section of the Submission Screening Report includes all the
answers to submission requirement questions the submitter has provided in Research Exchange Submission.

Submission Requirement Acknowledgements s ota

The submitting author acknowledged all of the following statements, as required by the journal at the time of submission.

« | am aware that this journal requires all authors to disclose any potential sources of conflict of interest in the manuscript.
« | confirm that all the research meets the ethical guidelines, including adherence fo the legal reguirements of the study country.
« | confirm that the manuscript has been submitted solely to this journal and is not published, in press, or submitted elsewhere.

« | acknowledge that my name, email address, affiliation, and other contact details the publication might require will be used for the regul
including, when necessary, sharing with the publisher { ") and partners for production and publication. Learn more
at

« Yes, all co-authors have reviewed this journal's licensing options and. on behalf of all co-authors, | confirm that all co-authors have the
capability (i) to agree to the terms of one of the licenses offered by this journal and (i) to grant the rights set forth in such license for the
The submitting author is expected to consult all authors to find out whether any of their funders has a policy that restricts which kinds o
example if the funder is 2 member of Coalition S. Information about licensing options is available here.

Report Footer

The report footer mentions that this report is machine-generated and that it assists in the pre-screening process.

The footer also includes a feedback link that triggers an email to the Research Exchange Submission suggestion box,
as well as a link to the Research Exchange Submission marketing site for more information about Research Exchange
Submission.
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