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For detailed information on other aspects of the Manuscript Central author experience,
please consult the Online User Guide for Authors and Reviewers (available through the
Get Help Now tab or the Resources section on the Log In and Welcome pages).
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Author Quick Guide

Logqing Into Your Author Center

Each journal's Manuscript Central site has a unique Web address (URL). Typically, you
are given that address in an email sent by the journal. If the address is hyperlinked,
simply click the link within the email, or you can enter the web address in the address
field of your browser and press the Enter key on your keyboard. The journal's Log In
page opens.

LogIn | Creste Accourk | ©

Training Jo |
ScholarOne  Training Journal, ScholarOne

Manuscript Cent

Lagin

I_Dg IH Welcome to the Scholardne Traming manuscnpt submission site for Review
Processiworkflow 1. To fag in, enter your User 1D and Password into the boxes i
below, then click Log In, If you are unsure about whether or not you have an ek
accourt or have forgotten your password, snter your e=mad address in the
Passward Help section and click Go. The system will send your passwerd to your  ©
wradl address. F Pl "5

—

| Log In
: Password Help
Entar your a-mail address to
racaive on e-onall with pour
User ID: i azount infosrmation.
— Qs
Fassword:

Lﬂ] There is a template availagle for manuscript submission
on this cite, Click here to download it

6 Log 1n

Access to the journal site may be provided in one of two ways:
1. The journal may create your account for you and email you with instructions on
how to log in and set your User ID and password.
2. Some journals allow their users to create their own accounts. If yours does, you
will see a Create Account link in the top right corner of the page. Follow the
step-by-step instructions for creating your account.

To keep your account information current, use the Edit Account link in the upper right
corner (Create Account changes to Edit Account after your account is created). You can
also change your User ID and password here.

NOTES:
Please retain your new password information. Manuscript Central will not send your
password via email.

You can log out of Manuscript Central at any time by clicking Log Out at the top right
corner of the page you are on. You will be returned to the Log In page.
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Forgot Your Password?

For security reasons, Manuscript Central will not email you your current password.
Instead, by entering your email address in the Password Help field and clicking [&] Ge,
the system will send you an email containing instructions for resetting your password.

NOTE:
Please retain your new password information. Manuscript Central will not send your
password via email.

Help Documentation

Online training documentation is available through the Get Help Now link at the top right
of all journal site pages and through the Resources section on the Log In and Welcome
pages.

The Welcome page

When you log in, you are taken to the Welcome page. Here you see links to all of the
role centers you have permissions for in this journal. Typically, authors are given both
Author and Reviewer permissions, although this varies by journal.

Edit Account | Instructions & Forms | prﬁ‘;'eﬂr“'s |

Training J |
Schola rOne FAIEAG ?w";?ﬁﬂom ScholarOne

Manuscript Central

Get Help Now

Main Menu

Diane Lzhue as Arlene Author

Welcome welcome to the PEDS site, The center links below indicate which "rales" you can
currently perform for the journal, Click on a link to begin working in the role Resources
{e.g., Author, Reviewer, etc.) in Manuscript Central, You can return to this
screen to change centers at any time by clicking on the "Main Menu” link Instructions & Faormis
above. Read More .. Uszer Tutorials

Systern Reguirernents

\ng) Author Center @ Reviewer Certear

To access your author dashboard page, click the @) futhor Center |ink, Your author
dashboard page opens.

Instructions and Forms

Access journal-specific Instructions and Forms by clicking the tab in the upper right
corner of the page.

The Author Dashboard

This is where you begin the manuscript submission process. Also, at a glance, you can
track the status and view the details of all your manuscripts in the journal's Manuscript
Central site. Click the appropriate queue in the My Manuscripts section. The
information will display at the bottom of the page.
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DHShbDElrd # To submat & new manuscrpt, click on the "Submit &8 Manuwscript™ tab abowe.
* To view manusoripts in progress, chick on the “Display”™ dropdown menu, select "Unsubmitted
Manusoripts™, then dick “Go™.
* To continue & submission already in progress, cick on the *Continue Submission® button.
My Manuscripts Author Resources
2 Ungubmated Maniaecnpts :E Click here to submit a new manusoript

2 Rewiged Manysorps i This section lrsts the subjects of the five most recent a-mails
7 Sybmitted Margeripts that have been sent to you regarding your manugcnpt
E o submession(s). To view an e-mail, dick on the ink. To delete
13 Manyscnpts with Decigior an &-mail fromn thas list, cdick the delste hnk.
[ " &
o I

Unsubmitted Manuscripts

- Continue
Title Date Created COMUAUE  pejete
The Value of Experirnentation [View Manuseript] 07-Jun-2005 = X
Better Living Through Sceentific Thought [View Manusenpt] 14-Jun-2005 :,_I. ﬁ

The Manuscript Submission Process

To begin the submission process, click here in your dashboard’s Author Resources
section:

Author Resources

E] Click here to submit a3 néw manuscript

IMPORTANT NOTES:

e Each journal can configure Manuscript Central to ask for different pieces of
information and different required fields from the example shown in this guide.
Journal-required fields are denoted by the symbol r=q.

e Journals may vary the requirements based on manuscript type.

e Always follow journal instructions carefully when submitting manuscripts.

Submit a
Manuscript

Tupe, Title
& Abstract
Attributes

Authors &
Institutions

Reviewers
& Editars

Cetails 2
Cornrments

File Upload

Review &
Submit
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Step 1 - Type, Title and Abstract

How to Submit a Manuscript: Step 1

ACTIONS NOTES

1. Manuscript Type: Select from
the dropdown list of choices.

2. Title: Enter a manuscript title or Click [ to insert any special

paste one in.
R ing Head: If ¢ ent characters.
unning Head: If present, enter ) ) _
a short title. Click [&] to preview the title.

3. Abstract: Enter the abstract or

attach it if that option is Click ] to insert any special

. characters.
available.
4, Click [2] next to move to Step 2.
Manuscript Type
1o Manuscript Type: |Select =

=3 Title (Limit 50 words) 5] Preview | ] Special Characters
=l
=

Erars Contral-V {or Opan Apple-¥) to Easta

e Running Head (Short Title) (Limit 60 characters)

I

red Abstract (Lt 200 words) it] Special Characters
=l
¥

Step 2 — Attributes/keywords

Attributes or keywords are often required for manuscript submission. Some journals
have a list of keywords for you to choose from; others allow authors to enter their own
keywords.
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How to Submit a Manuscript: Step 2

ACTIONS NOTES
1. Search on this list: Enter a A popup box displays keywords
keyword and click [&] search, to match your search. Select the

keyword(s) and click [#] Add.

Select the checkbox to mark the
search as case-sensitive.

Click (] to insert any special
characters.

2. To add a keyword to your The selected keywords display in
manuscript submission, selecta | the fields to the right.
word from the list box and click

(] Add,

3. Click [2] next to move to Step 3.

Eeywords it] Special Characters

Search on this list:
| [T Case sensitive [&] search

"'Eg'ﬁ"‘"'"d' ﬂ g |Accessory ] ciear
Abducens :
Ablation 1aq [Imsutin [X] Clear
Absarption - e
Abstnances T aad L] |]htEr poLitig .ﬁ] Clear
Abuse [#) a2 [ %) Clear
Acoessory

Accommodation [ EIUE-&F
Accurmbens

Acatyl-L-Carnitine | [ [X] Clear

Step 3 — Authors and Institutions

Enter or confirm your name and institution information and add any co-authors and their
information.

How to Submit a Manuscript: Step 3

ACTIONS NOTES

1. Enter your author information in | Click [#] to edit the information.
the fields. If your information is
pre-filled, verify it for accuracy.
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How to Submit a Manuscript: Step 3, con’t.

2. To add a co-author to your If a Find (=] button displays,
manuscript submission, enter clicking it results in a search for
the author’'s email address in existing account information, or
the Email field. that author will be added to the
As needed, click the link to add | database.
additional Institutions and
Departments for an author.

3. Ente.r co-author information in Click [& to insert any special
the fields.

characters.
4. Click [#] add To My Authors, The co-author displays in the My
Authors section with your name.
5. Click [2] Next to move to Step 4.

My Authors
Crder  Mame

1 'l Author, Arturo

Institubon, Department

MNorne Frovidad

Add a Mew Author

E-Mail Edit | Delete

s B

aauthor@here.com

| &) Special Characters

14 E-Mail: rig Sal, ] First Name: 189 Last Namea:
[ Find (] |select... =] |
Institution: Departrmant:
| |
1#q Cguntry
rﬂnlted States E
State/Provincs i Oty
I--- Select Oneg --- ;I I

If you have multipls Inststutions and Departrments
for this author, click hore

[#] Add To My Authors

ﬂclur

The journal may have limits set on the number of co-authors you can enter.

Step 4 — Reviewers and Editors

Some journals allow you or require you to add preferred and non-preferred Reviewers
and/or Editors for your manuscript.
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How to Submit a Manuscript: Step 4

ACTIONS NOTES

1. Add a Reviewer: Enter
information in the fields.

2. Click These designations display
[] Designate as Preferred Reviewer during reviewer assignment.
or

@ Designate as Non-Preferred Reviewer

3. Add an Editor: Select from a list
of journal editors.

4. Click These designations display

@ Designate as Preferred Editor du”ng editor assignment.
or

@ Designate as Non-Preferred Editor,

5. Click [] Next to move to Step 5.

My Reviewers
Name Institution Department Phaone / E-Mail Praferance Edit Dalete

No Ravigwars Entarsd

Add & Reviewer

1%4 First Hame: teq Last Hanne =i
Institution: Dopartment: Phone:
(] Designate as Preferred Reviewer ] Designate as Non-Preferred Reviewsr
My Editors
Narne Tnstitution Drepartmant Phone / E-Mail Prafarence Dalete
Fdary Frbarad
Add an Editor
| Selact... ;]
] Designate as Preferred Editor ] Designate as Non-Preferred Editor

Step 5 — Details and Comments

This page is journal-specific and may include an area for a cover letter, as well as any
other required submission information.
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How to Submit a Manuscript: Step 5

Author Quick Guide

ACTIONS NOTES

1. Cover Letter: If one is required,
you can submit a cover letter in
one of 3 ways:

e Type your cover letter in the
text field

e Paste an existing cover
letter into the field

e |If option is available, you
can browse to and attach an
existing file.

2. Other sections: Complete the
fields as indicated.

3. Click [2] next to move to Step 6.

Cover Letter
=
=
Attach another file containing your cover letter: | Files attached
[ [
File Name Delete
‘!J Attach this Cover Letber Mo Fites Abtached
Step 6 — File Upload
In this step you will upload all of your manuscript files.
How to Submit a Manuscript: Step 6
ACTIONS NOTES
1. File Upload: Click Browse to The total size limit for file upload
locate a file and select it for is set by the journal.
upload.
2. File Designation: Select from
the dropdown list of choices.
3. Click [T] upload Files,
Copyright © ScholarOne, Inc. 2007. All Rights Reserved. MCv3.5
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How to Submit a Manuscript: Step 6, con’t.

4. During upload, a Details popup For imagef/figure files, name the
window displaying file attributes | file to link to the same name as it
appears for each file. has in the main document. You

, , can also insert a caption/legend
Click [#] to move to the next file. beneath it.
]E:ll'Ck LiZ] E'dave at the end of the Files display in the My Files
ile upload process. section.
You can change the order of the
files and edit details.
5. If option is available, you can

send files in offline. Enter the

number of files and click @

Enter a file name/description for
each file and select a file
designation from the dropdown
list.

The page displays fields for the
requested number of files.

6.  Click (2] next to move to Step 7.

My Files

Order | File Hame File Cresignation Dhate E’ﬁmls Delate

IE (BSK) Main Documant 21-Mar-2005 .SJ _&]
Erutml [ POF Reduced Res  [JE] POF Full Res

File Upload

Upload new files:

| Biowse... | File Designation: [setect: ﬂ
I Biowita. . File Dresignation: ISE|EET ;I
] Biowvie., File Designation: |Select: =

Figura

Image

Main Document
Supplamentary Fils
Tahle

ﬂ Updoad Files

Files to be sent in off-line

1If you plan on subrmitting files off-line, anter the number of filles, then cick the "go” button to enter details

about thase files, \?_?}

Step 7 — Review and Submit

This is a final review step before submitting your manuscript. All sections must display

the green checkmark before you can click [¥J Submit to complete the submission
process.
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How to Submit a Manuscript: Step 7

Author Quick Guide

1.

ACTIONS

Review each section carefully
for accuracy and completeness.

If you have not already done
so, review the HTML and/or
PDF versions of your
submission.

Click ] submit

The system asks for
confirmation of the submission.
Click OK to submit the
manuscript.

NOTES

A green v appears next to each
item that has been completed
correctly according to the
journal’s standards.

A red X indicates that you need
to complete required fields. A
yellow box at the end of this
column details the exact error.
Click [#] Edit in the right column
to return to that step.

You will receive a successful
submission confirmation along
with your manuscript ID number.
The manuscript displays in the

Submitted Manuscripts column of
your dashboard.
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