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Introduction

eJournal Press

eJournal Press is an online Peer Review System that streamlines and simplifies two major task
areas for Editors:

Assigning and Tracking Reviewers
Making and Communicating Decisions

This training document provides screen shots and step-by-step instructions for each function
used by an Editor or Editor-in-Chief. This may be used as a training guide or kept as a reference
document.

General Notes

™ When working in the system, avoid using the Back Button to navigate.

™ 1f you are using Internet Explorer 7, the “Temporary Internet Files” setting can
drastically affect the site’s performance speed. It should be set to “Automatically” in
order to experience optimum speed on the elP site.

URLs for Each Journal

The Peer Review System for each ASM journal has a separate url as follows:

Molecular and Cellular Biology http://mcb.msubmit.net
Antimicrobial Agents and Chemotherapy http://aac.msubmit.net
Applied and Environmental Microbiology http://aem.msubmit.net
Clinical Microbiology Reviews http://cmr.msubmit.net
Clinical and Vaccine Immunology http://cvi.msubmit.net
Eukaryotic Cell http://ec.msubmit.net
Infection and Immunity http://iai.msubmit.net
Journal of Bacteriology http://jb.msubmit.net
Journal of Clinical Microbiology http://jcm.msubmit.net
Journal of Virology http://jvi.msubmit.net
Microbiology and Molecular Biology Reviews http://mmbr.msubmit.net
mBio http://mbio.msubmit.net
mSphere http://msphere.msubmit.net
mSystems http://msystems.msubmit.net
Microbiology Resource Announcements http://mra.msubmit.net
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Home Page and Editor Work Flow

First, log in to the Manuscript Submission and Peer Review System. You will be taken to your

Home Page, which shows all of the functions for each of your roles (i.e., Author, Editor,
Senior Editor, and Reviewer).

You will find all Editor information and functions under the heading “Editor Tasks.” There are
links to useful information and folders that allow you to access all manuscripts that have been

assigned to you as an Editor. Actions that need attention or that are actively under review are
highlighted by red arrows.

There are action items pending. Please click on the links next to the arrows

Author Tasks
Author Instructions
Submit Manuscript

EB Live Manuscripts (1)

63 Post Decision Manuscripts (4)

Editor Tasks
Editor Instructions
Find Manuscript
Find Person
Chasers
Reports
Previous Manuscripts Report

» Eﬁ Awaiting Reviewer Assignment 4 ED
» @ Contact Potential Reviewer 1 ED

% Contact Potential Reviewer # JB00624-15 (Polissi) 0 submitted / 1 agreed / 2 desired & days
» Eﬁ Under Review 4 ED

» Eﬁ Review Past Due 2 ED
» EB Awaiting Editor Decision 7 ED
63 All Pending Manuscripts 15 ED
+ EB Consult on Manuscript 1 All
Eﬁ Appeal Requested 0 ED
Eﬁ Waiting for Revision 8 ED
Eﬁ Waiting for Appeal 0 ED
General Tasks
Modify Unavailability Dates
Modify Profile/Password
Logout
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Within the Editor Task folders, you will be able to access your assigned manuscripts in various
stages:

Awaiting Reviewer Assignment lists all manuscripts for which Reviewers need to be chosen
and invited.

Contact Potential Reviewer lists all manuscripts with invited Reviewers, not all of whom have
accepted or declined the invitation to review. It will be marked with a red arrow if manuscripts
are in it, but the Editor only needs to take action on the manuscripts that are marked with a red
arrow within the folder.

Under Review lists all manuscripts waiting for reviews to come in from Reviewers. This folder
will be marked with a red arrow as long as there are manuscripts waiting for reviews to come
in, whether those manuscripts need immediate action from the Editor or not.

Awaiting Editor Decision lists all manuscripts with enough reviews for the Editor to make a
decision; gives access to Reviewer comments.

Consult on Manuscript lists all manuscripts with an open consultation involving the Editor.
Post Decision lists all manuscripts for which a decision has been made.

Waiting for Revision lists all manuscripts for which a modified manuscript is due from the
Author. If a red arrow appears next to the folder, there are overdue revisions for one or more
manuscripts in it.

Each section below is an overview complete with screen shots of the manuscript review
process.

Assigning Reviewers

Awaiting Reviewer Assignment

To assign a Reviewer to a manuscript, click on the Awaiting Reviewer Assignment link on the
Home Page, and you will see a list of manuscripts.

» @Awaltmg Reviewer Assignment 4 ED

[Tracking# | Tile __[Type|Comresponding Autho

JB|:||:|41J 15R1 Vibrie cholerae leuQ transcription is positiv... FLT Bina

JB00509-15R1 Finding regulators associated with the expres... FLT Torres ?
JB00654-15  DUF533 Protein is Required for Maturation of ... FLT Bogachev 6
JB00664-15  Association of O-antigen serotype with the ma... FLT Justice 0
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Click any manuscript hyperlink, and you will see a Manuscript Summary Table with links to the
article files on the left, and links to the Editor’s Tasks on the right.

JB00664-15 |[Sheryl Justice |[Waiting for Potential Reviewer Assignment |[Association of O-antigen serotype with the magnitu... |

E-Mails

Details ‘ Files Tasks History (13 Latest: 2015-08-11) Notes (0)
Manuscript Workflow Tasks
Manuscript Items = Assign/Contact Potential Reviewers
1. Author Cover Letter (st updsted: 0810/2015 14:37:43) PDF = Decision without Review
(135KB) Return to Folder
2. Merged File containing manuscript text, 6 Figure files and 1
Table file. (ast updated: 08/10/2015 14:53:28) POF (13367TKB) Eﬁ
Each figure and table file
& Manuscript # JBO0GBA-15
Current Revision # 0
Submission Date 2015-08-10 14:55:23
Current Stage Waiting for Potential Reviewer Assignment
Title Assqciation .Of O-antligen serotype with the magnitude of initial systemic cytokine responses and
persistence in the urinary tract
Running Title LPS Serotype, cytokine modulation and persistence
||Manuscript Type FulHength text
Ethics Concern Manuscript has Ethics Concern: No
Select Agents ||Manuscript has Select Agents: No
Corresponding Author |Sher‘,‘| Justice (The Ohio State University School of Medicine)
Comans Ao e

Under “Manuscript Workflow Tasks,” click on “Assign/Contact Potential Reviewers” and you
will be able to search for Reviewers with a tab view screen. Along the top of the screen, you will
see several tabs, such as “Simple Search, Advanced Search, Search Results, Add Reviewer, and
Reviewer List.”

Search for Reviewers

Simple Search. The Simple Search tab allows you to search for a Reviewer quickly by entering
any term or combination of terms (including subject terms, keywords, or institution names) in
the boxes. Putting one term in each box broadens your search to all Reviewers related to any of
those terms. Putting two or more terms in the same box limits your search to Reviewers that
are related to both those terms.

You can also limit your search by Research Area, by those who have reviewed before, or to
Editorial Board members by making selections below the boxes. By entering a potential
Reviewer’s name or other search term in one of the boxes and clicking on the appropriate
button at the bottom of the page, you can search PubMed, the HighWire Press data base, or
Google.

The box to the right of the Search Term boxes contains Quick Search Links:
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Suggested Reviewers to Include. A list of the Author’s preferred Reviewers.

Google Scholar Keyword Search. A Google Scholar search result based on the keywords supplied
by the Author for that manuscript.

Pubmed Keyword Search. A PubMed search result based on the keywords supplied by the
Author for that manuscript.

Suggested Reviewer List. A list generated by the elJP system based on matching the Author’s
and Reviewer research areas.

Search by Keyword. A list generated by the elJP system based on matching the Author’s and
Reviewer supplied keywords.

[ JB006E4-15 |[Sheryl Justice |[Waiting for Potential Reviewer Assignment [[As<ociation of O-antigen serotype with the magnitu. . |
Simple Advanced search Add Reviewer Manuscript Manuscript
Search Search Results Reviewer List Details Files

a combination
with the "and

Terms on the same line
Enter any 1 y

L a Quick Search Links

Suggested Reviewers to Include
Google Scholar Keyword Search
Pubmed Keyword Search
Search by Research Area
Search By Keyword

Search Term(s)

Saved Searches

OR No saved searches.
OR Save Search Criteria
OR
OR
OR

Search Editorial Board Members only.

Show only those who have reviewed before

Research Area

Bacteriology

Bacteriophages

Computational Biology

Conduct of Scientific Research ~

Search Clear
= ===

Search Medline || Search Highwire Press || Search Google

Save/Finish Later

Please note that when searching for a person by name, you must use the asterisk wildcard
when entering an initial. For instance, to find John Smith, you would enter J* in the First Name
field and Smith in the Last Name field. Entering J and Smith will yield No Result. Entering just
Smith in the Last Name field will yield a search containing all Smiths.

If you perform a search using criteria that you would like to use again, click on the “Save Search

Criteria” link, and you can select that type of search the next time by selecting that saved
search.
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If you have an idea of the name of a Reviewer you might want to invite, you can change the
screen for the Simple Search by clicking on the “Switch to split names and keyword view” link.
That will open to the following Simple Search screen instead:

JB00664-15 |[Sheryl Justice |[Waiting for Potential Reviewer Assignment |[Association of O-antigen seratype with the magnitu.. I

Simple ‘ Advanced Search Add Reviewer Manuscript Manuscript
search search Results Reviewer List Details Files
er keywords and/or names er the Keywords e Names column may be left bla ac . .
52:11.: :1 n{quc: Ijl elll.accrr:‘;s."ElﬁeFJ; 1;[1::‘;'8",“;5!3?”(‘:; “:IE”S Iewz|u)n 1(; %2}'1“[lnm11:l ;merlnrzj lg:n‘g o . Quick Search Links
equal to OR. Suggested Reviewers to Include
Google Scholar Keyword
Switch to single input view Search

Pubmed Keyword Search

Keywords Names Search by Research Area
and Search By Keyword
or Saved Searches
and Mo saved searches.
or Save Search Criteria
and
or
and
or
and
or
and

Search Editorial Board Members only.

Show only those who have reviewed before

Research Area

Bacteriology

Bacteriophages

Computational Biology

Conduct of Scientific Research ~

Search Clear

| Search Medline || Search Highwire Press || Search Google |

Save/Finish Later

This allows you to enter keywords and names in separate boxes, though either kind of box can
be left blank. All of the other choices from the first Simple Search screen apply here as well.

Whichever Simple Search screen you use last will become your default for the next time you

choose a Simple Search. You can always switch to the other screen choice by clicking on the
link.
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Advanced Search. Advanced Search allows the Editor to limit the search for a Reviewer by
typing in the Organization, Department, or Country of the Reviewer, or by entering Keywords,

Search terms (any word that could be in a Reviewer’s profile), or a Turnaround Time less than a
selected number of days.

In order to quickly see the Author-defined Keywords for the manuscript, click on the manuscript
number link in the upper left-hand corner to go to the manuscript summary screen.
Alternatively, use the Quick Search Link “Search by Keyword” in the box on the right, which

automatically searches for Reviewers who have keywords in their profiles that match those the
Author supplied.

The Editor can also limit the search by the journal-defined Research Areas, as well as by the

same choices given on the Simple Search tab (e.g., Editorial Board Member, Suggested
Reviewers).

Simple Advanced Search Add Reviewer Manuscript Manuscript
Search search Results Reviewer List Details Files

Identify Potential Revie
You may use an as
will yield John Smith and Joseph Smitt

using the Search Criteria boxes. Fill in the criteria you know, then cliick Search
vild card, so

d, so entering First Name: Jo* and Last Name: Smith

First Name Quick Search Links
Suggested Reviewers to Include
Last Name Google Scholar Keyword Search
ORCID 1D Pubmed Keyword Search
Email Search by Research Area
Organization Search By Keyword
Department Saved Searches
Count No saved searches.
ountry Save Search Criteria
User-Defined Keywords
Search Term(s)
Turnaround time < b

Research Area

Bacteriology

Bacteriophages

Computational Biclogy

Conduct of Scientific Research ~

Show only those who have reviewed before
Search Editorial Board Members only.

Search Clear
| P 8 R i

Search Medline Search Highwire Press Search Google

SavelFinish Later

Search Results

Upon completing a search, the system displays the results.
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Simple Advanced Search Add Revievier Manuscript Manuscript
search Search Results Reviewer List Details Files

Add fo list
Check boxes te add names te your list of petential reviewers. Contact the journal office if you have a question about whether te select a persen with a possible conflict.

Click on the blue header to sort on that column.

Filter Results

Name Organization Last Review Date Terms Other

Filter Clear Filters

Results: 2

Select All

SEIE(t " paﬁ f—

David A Hunstad Washington Keywords: Escherichia coli 3 cmpl1
Search Medline University urinary tract infection, neutrophils,  decl/0
cytokines, host response, canc
Staphylocaccus aureus
Research Areas: Bacteriology
Microbial Pathogenesis.
Pathogenesis and Host Response

Results Legend

|. Cannot Assign (Already Assigned or is an Authar) D Passible Conflict

Add fo list

Savel/Finish Later

Click the check boxes beside the names of the Reviewers you want to put on your short list, and
then click “Add to List” in order to add these names to your list of potential Reviewers. Any
Reviewers who have a conflict (e.g., already assigned; a coauthor of the paper) will appear
highlighted in red. Orange highlighting denotes a potential conflict, listed in the Conflicts
column.

The “Current Workload” and “Past 12 months” columns give the number of times this Reviewer
was invited or has declined and the number of reviews they have pending or cancelled. The
Average Duration column gives the number of days it took this Reviewer to return reviews on
average.

Additional Reviewer Information. Clicking on the potential Reviewer’s name will display
detailed information about the potential Reviewer as well as a list of any manuscripts that have
been reviewed and manuscripts that have been authored by that Reviewer. You may also find a
potential Reviewer’s publications or other information by searching PubMed, HighWire Press,
or Google Scholar from this link.
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Add Reviewer

If the search does not yield a desired potential Reviewer, you can add a new Reviewer account.
Click on the “Add Reviewer” tab. Type in the required information, and click the “Add
Reviewer” button.

Simple Advanced Search Add Reviewer Manuscript Manuscript
Search Search Results Reviewer List Details Files
Enter the person's name and basic contact information (as available) then click the 'Add Reviewer' button.

* denotes a required field.

First Name *
Last Name *
Institution *
Email *
Phone #

Please Select
United States
Country * Afghanistan
Albania
Algeria <

Add Reviewer

Save/Finish Later

Doing this may bring up a list of users that are suggested as a match for your desired Reviewer.
You will be able to choose from this list to add the Reviewer to your list of Reviewers. If there is
no match, you can fill in the name, institution, and email address of the Reviewer you want to
add, click Add Reviewer, and this will add the Reviewer to your list of Reviewers and add a new
person record to the system.

Reviewer List

After you have selected Reviewers from the Search Results and/or Added a Reviewer, all those
selected will show up on the Reviewer List tab. At this point, no potential Reviewers have been
contacted.

The number chosen in the “Number of Reviewers to secure” dropdown menu tells the system
how many reviews you need in order to proceed with a decision. This number can be decreased
in order to make a decision before all reviews are in, or increased if you would like to get the
opinion of more Reviewers.
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Simple Advanced Search Add Reviewer Manuscripk Manuscript
Search Search Results Reviewsr Lisk Details Files

Number of Reviewers to secure: |3

Select All Unselect &ll

Remove Organization Email / Phone DRI Comments for S5taff
Contact

Jeff Sabina Washington jsabina@uenetics.wustledu  MNot Contacted
University ~ 000-000-0000
School of =
Medicine
O[22+ [1 Lisa Saiman Colurmbia  1s5@columbia. edu Mot Contacted

University ~— 212-305-7935

O [35+ [0 George Sakoulas University of george.sakoulas@sharp.com Mot Contacted
California ~ 858-292-4211
San Diego
School of
Wedicine

O (4« [0 Max Salfinger Florida Max_Salfingen@doh. state fl.us Mot Contacted
Department 0O
of Health &

Mumber reviewers in order of preference. Check the Invite box and press Savedlnvite to contact selected reviewers now or press Apply Changes to
save the list and invite reviewers later.

[Apply Changes | [ Saveilnvite |

SavelFinish Later

By checking the boxes in the Invite column and then clicking Save/Invite, invitations will go to
those selected Reviewers. You can invite one Reviewer at a time, with the ability to edit or
personalize the invitation email, by clicking on one Reviewer’s check box and then clicking
Save/Invite. To invite more than one Reviewer at a time, click on the check boxes of multiple
Reviewers and click Save/Invite. An invitation email will be sent to each of them automatically
(you will not have the ability to edit these).

To the right of the Reviewer information, an Editor may make comments to the staff (e.g.,
about the Reviewer, about the circumstances of the assignment).

If you click on Apply Changes, this will save your list so that you can invite these Reviewers later.
You can do this by clicking on the link to the manuscript under the "Contact Potential Reviewer"
folder on the Editor’s Home Page. Also, your list of Reviewers will always appear on the Reviewer
Status tab in the manuscript record, and you can extend your invitations to review from there.

Auto-Contacting Potential Reviewers Feature

Editors now have the ability to send system automated invitations to a list of select potential
reviewers. This will provide information about the assignments of reviewers to the “Potential
Reviewer” list to allow for system generated invitations to be sent once the amount of reviewers
drops below a required amount.

Upon completing a search for reviewers, the system will generate the results as normal. Make
sure the number of reviewers to secure is set appropriately. Click the check boxes beside the
names of the Reviewers you want to put on your short list, and any remaining names will be
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automatically placed on your list of potential Reviewers. Make sure that the reviewers are

numbered in the order that you’d like them to be invited. You can change the number by
selecting the dropdowns in the column labeled “order.”

Simple Advanced Seanch Add Aewtr Manuscript Maruscript
Senrch Senrch Result [r— List Details Files

Number of Reviewers to secure: 3 =

Order| Remove. |r..qu.=uiu|iqu Email / Phone it Comments for Stafl Comments (o Potential Reviewer

P laber Aslanzadan -BOARD  Hartiord  [aslanz@iharthosp org Not Contacted
Horspatal 060-544-4128

v 2~ Robyn M Alkinson -BOARD  Tennasses  robyn alkinsoni@state tnus  Not Contacted
Dapartment  865-540-5217
of Health
Drvison of
Laboratory
Sorvices
¥ oa~w 5 Arunmiozhi Balajes -BOARD Centers for  firdi@cde gov Not Contacted
Desease 404 B30 3337
Control and
Prevention

4 - Resemary A Bames -BOARD  Cardiff barmesrafcl ac uk HNot Contached
Universty 44 20 2074 2168

5 = Suzanne 5 Barth -BOARD Universaty of ssbarthfimadl utexas edu Not Contacted
Texas al 512-232-5750
Auslin

6~ Joanne M Bartkus -BOARD  Minn Dept.  joanne bartkus@@state mn us Not Contacted

of Health B51-201-5256

MNumber reviowers in order of praference Check the Invite box and press Savedinvite to contact selectad raviewars now o press Apply Changes (o save the Ist and invite reviewers later

Ay Changes Savefvile Hext ﬂn@‘ﬂg

Potential Reviewers. By checking the boxes in the Invite column and then clicking Save/Invite,
invitations will go to those selected Reviewers as normal. However, with this new feature if not
enough invited Reviewers agree to review, so that there are not enough Reviewers assigned, the
system will automatically send an invitation letter to the next potential reviewer on the list. It will
continue to automatically invite reviewers until either the number of required reviewers is
secured; or, until the list of potential reviewers has been exhausted.
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Add/Edit Potential Reviewer/Reviewer Notes

Number of Reviewers to secure: 3 ¥ Updste

Dates coeptDent o First || Second | Thira
Potential Reviewer Mot |Processistatus|[*ceePtDecline E-mail one Contact || Contact | Contact || Editor Comments to Potential Reviewer
Date Number
|Available Date Date Date
Or Jaber Aslanzadsh Mo Response 2014-10-30 2014-10-30||2014-10-30/|2014-10-30/
K aslanz@ sp.org 860-544. 4125
BOARD . Reset 14:56:07 aslanz@rarthose.or L 122145011 145483 |14:8528
(Hartford Hospital)
Dr. Robvn Atkinson
’B;‘;SD e Department Declined 2014-10-30 b i ue ||s85. 549 501720141030
(enness p © - ? s |[ees-sag-s017 70"
of Health Divison of Feset 145623 14500
Laboratory Services)
Send Reguest
Dr. S Arunmozhi Balajee Phone
-BoARD Accept I s04 By anay [2014-10-30
(Centers for Disease Decline firefede.qox 04839 3337 |1 45010
Control and Prevention) Mo Resp.
Mot Needed

Send Reguest
- Phone

Dr. Rosemary Barnes Accept .
- [barnesra@cf.ac.uk
ooamn Dechne barnesra@ct.ac.uk
(Cardiff Universitv) No Resp
Mot Heeded

Send Reguest

= Dr. Suzanne Barth Fhone

(BOARD Accent ssbarth@mail utexas.edu  ||512-233-5750)
(University of Texas at Decline

susting No Resp

Mot Needed

Send Reguest
Dr. Joanne Bartius %|
-BOARD — oanne bartkus@state mn.us||851-201-5258

Minn. Dept. of Health) Decling
Mo Resp.

Mot Needed

Manuscripts stay in the Contact Potential Reviewers folder until the desired number of reviewers
have agreed. When the automatic system chasers are exhausted and a reply from an invited
Reviewer has not yet been received, declined or manually withdrawn the system will
automatically contact the next reviewer on the list of additional Potential Reviewers. If there are
no more Potential Reviewers on the list, the manuscript moves to the Awaiting Reviewer
Assignment folder, and the editor will receive a notification requesting additional Reviewers to be
assigned to a manuscript.

If not enough invited Reviewers agree to review, so that there are not enough Reviewers
assigned, the manuscript moves back to the Assign Potential Reviewers folder on the Editor’s
Home page, and the Search, Add Reviewer, and Reviewer List tabs become available again. Once
additional reviewer(s) have been added the system will continue as previously described, sending
an invitation and alerting the editor if required reviewers have not been secured.

Reviewer Status

The status of all Reviewer invitations can be found on the Reviewer Status tab. Contact dates
refer to the initial invitation to review and subsequent reminders, which are automatic (you will
see “AUTOEMAILED” after the contact date).
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Revision

E-Mails

Details Files ‘ ReviesEatatls L (% Latest: 2010-11-11)

Motes (0}
WiewdAdd Staff Motes (0)

“iew E-rnail (3 Latest: 2010-11-11)

Send Manuscript Correspondence

Send Manuscript Correspondence with Template

Add/Edit Potential Reviewer/Reviewer MNotes

Additional Potential Reviewers requested on 2010-11-12,

Number of Reviewers to secure; 3 ~| Update

. " g First || Second || Third
Pott.antml Dat?s Not Process/Status fceaptilecling E-mail Fhone Contact|| Contact | Contact
Reviewer Available Date Number
Date Date Date
oend medquest
S e 2010-11-
& P 2010-11-|11
Dr. Indranil Biswas AD—p_zgﬁnte ibiswasi@kumc edu 23?9588 09 i STy
KILIRAC e i 12:16:48||AUTO
Mot Meeded Efflet =R
Or. Steven Gill 2010-11- ||2010-11-
; 2010-11-|[10 1"
(The Statg We:Hastinse srgill@bufialo edu 18-823- g 14:57:45 |14:57.17
University of Mew Reset 5001 121653a0T0 AUTO
Torke--Buifalo) EMAILED || EMAILED
Send Request
! Phone
Dr. Robert Cluivey s
(University of gﬁﬁ Robert_Quivey@urme.rochester edu 333'2275'
Rochester) Wo Resh —
Mot Meeded

| [ Go Home ] [ Process with current Accepted Reviewers ] [Add fore Potential Reviewers ] [ hove to Mext Manuscrim]

Editors may use the Reviewer Status list to perform various Reviewer management tasks,
including initial invitations to review. Some of the links allow the Editor to take action on behalf
of the Reviewer, as when the Reviewer communicates outside the system and the nature of
their communication needs to be recorded.

Send Request brings up an invitation email template containing all the pertinent information
for the Reviewer if he or she has not yet been invited. It brings up a reminder template if the
Reviewer has already been invited. You may edit or personalize either email before pressing
Send. Although reminders are sent automatically, you may want to use the Send Request link
before a scheduled reminder date or in order to personalize the reminder.

Phone flags the record that phone contact has been made. It is for record keeping purposes,
and does not actually contact the Reviewer.

Accept. Normally a Reviewer accepts the invitation themselves by clicking on a link in the

invitation email. But if an Editor needs to Accept for a Reviewer, they can do so by clicking this
link. This will send a ‘thank you’ email to the Reviewer, along with instructions on conducting
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the review. Note that when the Reviewer accesses the manuscript to be reviewed, the Author’s
cover letter is not available to the Reviewer, although it can be read by the Editor and staff.

Decline marks the Reviewer as Declined, removes their access to the manuscript, and sends a
“Declined” email to the Editor. It does not contact the Reviewer. Click on the Decline link if the
Reviewer contacted you outside of the system to decline the invitation.

No Response tells the system to give up on the potential Reviewer. It does not contact the
Reviewer or send any further reminders. It does not remove the Reviewer’s access to the
manuscript, and so they can still accept the invitation and submit a review up to 30 days post-
decision. A Reviewer is automatically marked No Response if they do not respond after the
second reminder. The manuscript moves back to the Awaiting Reviewer Assignment folder if
the Editor needs to assign additional Reviewers.

Not Needed removes the potential Reviewer’s access to the manuscript and blocks them from
submitting a review if they have already agreed. Choosing this will open an email that the Editor
may or may not send to the Reviewer telling them their review is no longer needed.

Withdraw removes a Reviewer’s access to the manuscript and blocks them from submitting a
review if they have already agreed. Click on the Withdraw link if a Reviewer contacted you
outside the system to tell you they could not submit the review.

Assigning more Reviewers

If not enough invited Reviewers agree to review, so that there are not enough Reviewers
assigned, the manuscript moves back to the Assign Potential Reviewers folder on the Editor’s
Home page, and the Search, Add Reviewer, and Reviewer List tabs become available again.
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Sample Advanced Search Add Manuscrigh Marscrigh
Search Search Results Reviewar Detais Filles.

Number of Reviewers to secure: |3 ¥

Commerts: for

Terms Status [ Contact P ———

Last
Review
Date

201508  Qime1 P Keywords: Accepted Author
1 pnd  decl'l canc . yirulence 2015-08-08 recommended P
regulstion Due:2015-08-22
- stringent response Withdrsw
= Staphylococcus
sursus
Research Areas:
= Bacteriophages
obisl Genetics
obisl
Pathogenesis
' Paul Dunman -BOARD 2015-08- Oimw2 18 cmp/2 Keywords: Declined
08 pnd  decl4 canc . Stephylococcus  2015-08-05 P
- genatics. Beset
= DA arrays
- DMA repiication
= Staphylococcus
sursus
= Acinetobacter
bsumannii
- RMA degradation
= Antibiotics
Research Areas:
= Arntimicrobisl

= Environmentsal
Microbiology
= Vaccines
3T Taeok Bae 20507-  Qinw/1 Keywords: Accepted
03 pnd  decll canc - Nicrobisl 2015-08-06 P
Psthogenesis Due:2015-08-20
- Staphylococcus  WVithdrenw
sursus
= Two component
system
Research Areas:
- Bacteriology
= Bacteriophages
= Microbial
Pathogenesis
Mumber reviewers in order of preference. Check the Invite box and press Save/lnvite to contact selected reviewers now or
press Apply Changes te save the list and invite reviewers later.

Apply Changes Savellnvite Next

Save/Finish Later
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Note that the status of the Reviewers who have accepted or declined the invitation appears in
the Status/Contact list.

As with the Reviewer Status tab, links in the Status/Contact column on the Reviewer List tab
allow the Editor to change the status (e.g., withdraw a Reviewer’s invitation acceptance or reset
a declined review) if, for instance, a Reviewer has changed their mind and contacted the Editor
or staff outside the system to tell them about it. The potential Reviewer who has not accepted
an invitation can also be reminded of the invitation by clicking on the “Send Request” link.

Replace Reviewer

If a Reviewer needs to be replaced with someone else who has already agreed to review (i.e., a
Reviewer asks an associate to write the review), use the Replace Reviewer function found under
the Advanced Manuscript Tasks on the Home Page. Search for the new Reviewer’s name and
select them if they are already in the system. If they are not, click on “Assign Potential
Reviewers” under the Tasks tab which will appear after clicking on the Manuscript Number.

Monitoring Manuscripts under Review: Chasers

When Reviewers receive their initial invitation email, and then again when they accept the
invitation to review, the system automatically sends reminder emails, or “chasers” that are on a
schedule set by the Editor-in-Chief of each journal.

An Editor may send reminders at any time manually from the manuscript record under the
Reviewer Status tab or the Tasks Tab under “More Manuscript Info and Tools,” then “Chase
Reviewers.” Once an Editor sends a manual chaser, the system will wait until the correct
amount of time for another automatic chaser to be sent before sending one.

Invitations to Review. Manuscripts stay in the Contact Potential Reviewers folder until the
desired number of reviewers have agreed. When the automatic system chasers are exhausted
and a reply from an invited Reviewer has not yet been received, a red arrow will appear by the
manuscript if there are additional Potential Reviewers on the list who have not been contacted.
If there are no more Potential Reviewers on the list, the manuscript moves to the

Awaiting Reviewer Assignment folder.

Reviews. When reviews from agreed Reviewers are late and all auto-chasers are exhausted, the
manuscript record will be listed at the “Chasers” link under Editor Tasks on the Home Page.
Editors should check this link frequently to chase late Reviewers who have ignored all auto-
chasers. Note that this link includes all items to be chased, including Authors for an overdue
revision and Authors who have left partial submissions in the system. Partial submissions are
dealt with by staff only.

Clicking on a manuscript in the Chase Reviewers subfolder will bring you to the Chasers screen.
Choose the Reviewer that needs to be chased. You have various options: you may choose to
use the Additional Potential Reviewers link to invite a new Reviewer and withdraw the
nonresponsive Reviewer, you may choose to make a decision with the reviews you have (click
on the manuscript number and select Editor Decision from the Details screen), you may phone
the Reviewer, or you may click on the last Re-send link to send a personal email chaser. You
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may make notes to yourself in the Chaser Notes box, where automatic chaser dates are
recorded. In the screen shot below, Ireton and Vazquez submitted their reviews early, without
being chased. Loessner has had one due-date and four post-due automatic chasers.

[Pentitol utilizstion by Listeria monocytogenes and... |

\[JB00588-15 |[Dr. Josef Deutscher [[&0 Reviewers Assigned

Change Mext Chaze Date
Extend Review Durstions

Assign Additionsl Potential Reviewsrs

Mext
Chase Reviewer Start Date|| Due Date | Received | Chase || o0Y%  ||chaser 4| Chaser || Chaser || Chaser | gy
Date Chaser #2 #3 #4
|2015-07-21([2015-08-04|| 2015-08-04 2015-08-03 [Reset Reviewer
Fe-zend Chasers
Keith Ireton A P e —
(Univarstty of Otago) AUTO CHASED on 2815-85-83 86:89:51.
|p4-3-472-7308

#| [ Store Chaser Mote |

I>015.07-23|2015-08-0s [LiEW F'aﬁa seae-13| 20150804 [I2015-DB-08|| Ema Ema Ema Fesfl Reviewer|
Review Re-send Resend || Phone Phone Phone Chasers
W AUTO CHASED on 2815-85-84 86:18:27.
Edinburgh) AUTO CHASED on 2815-88-86 96:11:88.

#| | Store Chaser Mote

Print Chase Motes

Return to Chasers Folder

One way for you to see the status of any manuscript assigned to you as an Editor is to go to the
All Pending folder under Editor Tasks on the Home Page. It allows Editors to see the next

automatic chase date of the manuscripts assigned to them.

(=7 a1 Pending Manuscripts 1 ED
All Pending Manuscripts. @

Editor- Days . Mext . Review .
. . . . Days In . Invitee Review - Reviewer Current
Manuscript# in- Editor Submitted In  Invitees Chase eceive .
Chief System Stage Status Diate Due Date Diate Recommendation Stage
El s s El s s El

B00524-15R1 Federle Contacted
=" Silhavy Henkin 2015-05-10 1 0 Fugua Accepted 2015-08-23 2015-D8-25 All Reviewsrs Aszsigned

e Withey Accepted 2015-D8-23 2015-08-25
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Extending a Reviewer’s Deadline

You can extend a Reviewer’s deadline by going to the Tasks tab in a manuscript record and
clicking on “Extend Review Deadline” under Advanced Manuscript Tasks.

|[ JB00524-15R1  |[Dr_Anne Dunn [[a1 Reviewers Assigned [Regulation of bioluminescence in Photobacteriu... |
Revision
Details Files ‘ Tasks ‘ History E-Mails Notes (D)

(12 Latest: 2015-08-11)

There are action items pending. Please click on the Iink&) the arrows #.

Manuscript Workflow Tasks

» Review Manuscript. due on August 25 2015

= Contact Potential Reviewers (2 agreed / 2 desired)
» Editor Decision (0 submitted / 2 agreed / 2 desired)

More Manuscript Info and Tools
Reviewer Instructions
Assign Additional Potential Reviewers
Chase Reviewers
View/Add Staff Notes (0)
Send Manuscript Correspondence
Send Manuscript Correspondence with Template
Open Consultation Session

Advanced Manuscript Tasks,
Extend Review Deadline k
Link Manuscripts
Replace Editor
Replace Reviewer
Modify Review
Renumber Reviewers
Withdraw Manuscript

The “Review Duration” field contains the number of calendar days the Reviewer presently has
to complete the review. To extend the deadline, add the number of days to the number already
in the field, and type that into the field. For instance, to extend a review period of 14 days for
one week, type 21 into the field. Then click on the “Update Review Duration” button.

[ JB00524-15R1 |[Dr_Anne Dunn |4l Reviewers Assigned |[Requlation of bioluminescence in Photobacteriu. . ||
| Reviewer |[ Review Start Date || Review Due Date |[Review Duration|
[Clay Fuqua (Indiana University) 2015-08-11 15:45:45][2015-08-25 15:45:50][14 |
|Jeffrey H Wijhey (Wayne State University School of Medicine)[2015-08-11 10:26:27][2015-08-25 10:26:31[14 \ |

v

| Update Review Duration || Cancel |
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Making a Decision

Once all assigned Reviewers turn in their reviews, the manuscript will move to the “Awaiting
Editor Decision” folder, which will be marked with a red arrow on the Home Page.

You can click on any manuscript number to see its summary:

E-Mails

Details Files Tasks History (23 Latest: 2015-08-11) Notes (1)
. Manuscript Workflow Tasks
Manuscript Items = Contact Potential Reviewers {2 agreed / 2 desired)
1. Author Cover Letter gsst updated: 07/10/2015 18:04:20) PDF = Editor Decision (2 submitted / 2 agreed / 2 desired

(195KEB) Return to Folder
2. Merged File containing manuscript text and 6 Figure files. pa=t

updated: 07/14/2015 21:45:42) POF (13424KB) E}‘j
Each figure and table file
3. Data 51 (FOR Publication) st updstad: 07/10/2015
19:20:25) Supplemental Dataset
4. NOT APPLICABLE (NOT for Publication) fast updsted: 07/14/2015
21:47:50) Supplemental Material
5. Table 51 (FOR Publication) fast updated: 07/10/2015

18:20:25) Supplemental Material

6. Table $S2 (FOR Publication) (ast updsted: 0710/2015
19:20:25) Supplemental Material

7. Attachment - Confidential Review (Appropriate for Editor|Staff
only) "Reviewer #2 Review Attachment #1" PDE (49KE)

<&, Manuscript# JB00552-15

Current Revision # 0

Submission Date 2015-07-14 21:51:47

Current Stage Editor Decision Started

Title Genetic heterogeneity enhances Campylobacter jejuni biofilm formation
Running Title Genetic heterogeneity of Campylobacter jejuni biofilms
||Manuscripl Type Full-length text
||Ethics Concern Manuscript has Ethics Concern: No

Evaluating Reviewer Comments

Clicking the “Editor Decision” link will pull up an overview of

-Reviewer comments and rankings of the manuscript.

-Decision letter options.

-Blank boxes in which to add Editor Comments (to be included in the email to the Author) and
Additional Notes, which stay with the manuscript record but do not go to the Author.
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In the example below, you can see the scores of two Reviewers, Waters and Lam. Reviewer #2
has included his comments as an attachment. The Editor can choose to send that Reviewer’s
comments as an attachment to the decision letter by clicking the box. If the Editor does not
click the box, the review will not be included in the decision letter unless the Editor copies and
pastes it in.

Editor's Overall Assessment

Editor Victor DiRita

Date Due August 16, 2015

Manuscript # JB00552-15

Title Genetic heterogeneity enhances Campylobacter jejuni biofilm formation
Manuscript Type Full-length text

Corresponding Author | Erin Gaynor

Contributing Author | Andrew Cameron, Mariam Emami, Steven Huynh, Sarah Svensson, Craig Parker

Evaluations

Christopher M. Waters Joseph S. Lam
Reviewer #1 Reviewer #2
-BOARD -Suggested Reviewer
-BOARD

Recommendation

Shortened (Required)
Justified (Required)
Commentary (required)
Completeness (Required)
Significance (Required)
Scientific Quality (Required)
General Interest (Required)
Statistical tests applied?
Accession Number (Required)
Biosafety/Biosecurity Concerns? {Required)

Should Supp Material be Deleted (Required)
Supp Material Relevance (Required)
Supp Material Quality (Required)

Attachments

Joseph S. Lam
Reviewer #2 Review Attachment #1 (2015-08-07)

Check the box next to any review attachment to send it to the auther as an attachment to the decision letter.

Scrolling down further on this page, the Editor can see the Reviewers’ comments to the Editor
and Author. By clicking Print Report, the Editor can print each Reviewer’s comments, if desired.

The Editor will also have the opportunity to decide whether to accept or reject (or ask the
Author to modify) any supplemental material that the Author has submitted for publication.
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o G Boneca's Comments [Reviewer #2) - 2015-08-11 -Suggested Reviewer

[Comments |C: fluorescently labeled DMA 1o din the DA uptaks in H.
ifar the pryion = med and of significance. | have neverth some comments that could
\Authaor
[Requiredln

ol.bl—"’o"’o—ar ATTO a3l -;
= = lsbeled and ance in the qu:nsol
= tion of tDMA uptake isnata

lrr\.rlal—xp—nmerl bout approa{:r could give less ambiguo and potentialty complementary -
dats 1o the one presenizd in Figures 2 and 4.

Minor points:

2} Legend of Figure 2 is missing the descripion of panel C.

‘able 51. For some of the mutants, the authors indicate two different strains but do notindicate in
11' |rf+,L.r— which one was used or if both were u =xp—r|n'Er1= Why include
diffe ch son for it?

[Comments, wement | anly have some minor comments that
ito the riment unless the authors have already performed
Editors __|such experimentand t=

Frint Report

Select Jounal Section for production: | artces r

Decision:

Decision on Supplemental
File author wants to post.

Please Select v

Rfact Alow Resubmission
Rafact Mo Resubmission
FIlE DTS Tan

Review Comments:

Editor Comments:
In the field below, enter any comments specific o this manuscript that you would like o include in the letier. These commenis will be incorporated in the
degision lefier sentto the authors.

Additional Notes:
These notes stay with the manuseript record and will not be given to the Authaor.

A% gy,
Template Letter:
Aleaze selectd decion sl ¥

After reviewing the Reviewer comments and the Author’s manuscript files, the Editor will then
be able to make a decision and trigger a template letter to the Author.

The Editor will be able to add specific comments to the template letter to the Author. The
Editor can choose whether or not to include each set of Reviewer’s comments in the letter to
the Author by deselecting that Reviewer Comments checkbox before selecting the decision
letter template. Selecting the decision type from the Template Letter dropdown menu triggers
an editable email template to the Author based on the decision. If you deselect a Reviewer’s
comments after triggering the email template, you must click on “Regenerate with Selected
Comments” to correct the template.

The Editor can also send attachments not related to reviewer comment attachments (e.g.,
another article) to the Author by using the Attachments section at the bottom of the template.
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Template Letter: :
IModmcaﬁon VW

Regenerate with selected comments
Y

Warning - clicking ‘Regenerate with selected comments’ will recreate the letter from the template and any
manual changes will be lost

To: smitha@ba.ars.usda.gov

From: kparsons@berkeley.edu
cC: \
BCC: | |
Subject: | mcbtest00183-10 Decision Letter \

Dr. Allen Smith »
Beltsville Human Nutrition Research Center

Nutrient Requirements & Functions Laboratory

7155 S5 16th St

Beltswville, MD 68512

Re: mcbtest00183-10 (Understanding the Completion of Forms)

Editor's comments for
the author pulled in

Per the reviewers' comments, please expand on your methodology and your
conclusions. If those items are properly modified, I would consider

Dear Dr. Allen Smith:

Below you will find the comments of the reviewers.

To submit your modified manuscript, log onto the eJP submission site at
http://mcbtest.msubmit.net/cgi-bin/main.plex. If you cannot remember your
password, click the "Can't remember your password?” link and fellow the
instructions on the screen. Go to Author Tasks and click the appropriate
manuscript title to begin the resubmission process, The information that
you entered when you first submitted the paper will be displayed. Please
update the information as necessary. Provide point-by-point responses to
the issues raised by the reviewers in a file named "Response to Reviewers,"
not in your cover letter,

Please return the manuscript within 60 days; if you cannot complete the
modification within this time period, please contact me. If you do not wish
to modify the manuscript and prefer to submit it to another journal, please
notify me of your decision immediately so that the manuscript may be
formally withdrawn from consideration by mcbtest.

To avoid unnecessary delay in publication should your modified manuscript be
accepted, it is important that you upload all of your native files (i.e.,
not a single PDF) and that all elements meet the technical requirements for
production. I strongly recommend that you check your digital images using
the Rapid Inspector tool at
http://rapidinspector.cadmus.com/RapidInspector/zmw/.

Corresponding authors who are ASM members are entitled to discounted page
charges, reprint fees, and color figure fees. If your modified manuscript is
accepted, page charges (subject to change without notice) will be assessed
at $65 per printed page for the first eight pages and $125 for each page in
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Template Letter: :
IModmcaﬁon VW

Regenerate with selected comments
Y

Warning - clicking ‘Regenerate with selected comments’ will recreate the letter from the template and any
manual changes will be lost

To: smitha@ba.ars.usda.gov

From: kparsons@berkeley.edu
cC: \
BCC: | |
Subject: | mcbtest00183-10 Decision Letter \

Dr. Allen Smith »
Beltsville Human Nutrition Research Center

Nutrient Requirements & Functions Laboratory

7155 S5 16th St

Beltswville, MD 68512

Re: mcbtest00183-10 (Understanding the Completion of Forms)

Editor's comments for
the author pulled in

Per the reviewers' comments, please expand on your methodology and your
conclusions. If those items are properly modified, I would consider

Dear Dr. Allen Smith:

Below you will find the comments of the reviewers.

To submit your modified manuscript, log onto the eJP submission site at
http://mcbtest.msubmit.net/cgi-bin/main.plex. If you cannot remember your
password, click the "Can't remember your password?” link and fellow the
instructions on the screen. Go to Author Tasks and click the appropriate
manuscript title to begin the resubmission process, The information that
you entered when you first submitted the paper will be displayed. Please
update the information as necessary. Provide point-by-point responses to
the issues raised by the reviewers in a file named "Response to Reviewers,"
not in your cover letter,

Please return the manuscript within 60 days; if you cannot complete the
modification within this time period, please contact me. If you do not wish
to modify the manuscript and prefer to submit it to another journal, please
notify me of your decision immediately so that the manuscript may be
formally withdrawn from consideration by mcbtest.

To avoid unnecessary delay in publication should your modified manuscript be
accepted, it is important that you upload all of your native files (i.e.,
not a single PDF) and that all elements meet the technical requirements for
production. I strongly recommend that you check your digital images using
the Rapid Inspector tool at
http://rapidinspector.cadmus.com/RapidInspector/zmw/.

Corresponding authors who are ASM members are entitled to discounted page
charges, reprint fees, and color figure fees. If your modified manuscript is
accepted, page charges (subject to change without notice) will be assessed
at $65 per printed page for the first eight pages and $125 for each page in
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Submitting a Decision

Clicking “Submit Decision” at the bottom of this page sends the edited email to the Author, and
automatically sends a thank-you email to the Reviewers. The thank-you message includes a
copy of the Editor’s decision letter, which includes the Reviewer comments that were sent to
the Author. Submitting the decision also automatically categorizes the manuscript in the system
by decision (e.g. accept, reject, modify).

Revisions

The Modification decision template that goes to the Author includes a link for submitting the
modified manuscript. When the subsequent modified manuscript is submitted by the Author, it
will be linked to the original manuscript.

Consult on a Manuscript and Transferring Manuscripts
If you would like to create a written consultation with other Editors and/or staff that will

remain part of the manuscript record, you can Open a Consultation Session by clicking on
the manuscript number of the record; the Task tab will appear. On the Task tab, click on
“Open Consultation Session” under “More Manuscript Info and Tools.” On the page that
appears, you will be able to choose, by role, who you would like to consult with. Start the
consultation by adding consultation comments and clicking “Initiate Session.”

MCBTEST00031-10 (Ms. Becky Zwadyk Waiting for Potential Reviewer Assignment Purple people eaters: environment and habits

Click on one of the roles helow to load the role into the box on the left. Press the ‘Add to list” button to move the selected person to the box on the right
se the 'Remave’. Move Up" and Tove Down’ buttens to manage the selected list. Press the 'Initiate Session’ button to open the consultation session

Editor-in-Chief | Editor | Staff | Editorial Board Member

Cory Abate-Shen Al [Mark Ewen

Peter D Adams |Chris Marshall

Dario Alessi Anton M Bennett

Taom Alexander
Marisa S Bartolomei e

Michelle C Barton
Claudio Basilico
Bradley Bernstein

Alessandro Bianchi ]

Add consultation comments to session

Do you know any Purple People Eater experts that can
help review this paper?

Initiate Session ] ’ Cancel ]
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Those invited will be able to add comments to the consultation, and everyone invited gets
notified when new comments are added.

Use the "Add Comment’ button to add a comment to the session. Use the Modify session participants’ link to add or remaove participants to the session
Fress the 'End Session’ to end the consultation session

Anticipated Session End Date: 2010-09-21 [¢ |

Session Open Date: 2010-09-17
Consultation session initiated by Jeremy Thorner

Participant |Open Date Close Date Note Count Last Note Date |Chase

Jeremy Thormer |2010-09-17 il 2010-09-17 O
Iark Ewen 2010-0917 1 2010-09-17 O
Chris Marshall ~ |2010-09-17 1 2010-09-17 1
Anton M Bennett |2010-09-17 0 O

Modify session participants

Consultation comments

Participant |Note Date Comment
Jeremy Thorer |2010-09-17 |Do you know any Purple People Eater experts that can help review this paper?
Mark Ewen 2010-09-17 || would recommend Kareem Abdul-Jabbar, since he starred in the movie
Chris Marshall |2010-09-17 |Unfortunately, | don't think Sheb VWooley is around anymore. I'd go with Linda Shayne.

Add consultation comments to session

|[ Add comment

End Session | [ Cancel |

The Anticipated Session End Date does not close the session automatically or send auto- reminders,
but gives participants an idea of when the consultation should end. The person who initiated the
session can send chasers to those who have not responded by clicking the Chase boxes and the Send
Chaser button.

The person who opened the session can close it by clicking on the End Session button at the
bottom of the page. Otherwise, the session will close when a decision is made on the
manuscript.
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Transferring Manuscripts to another Editor

Use the Consultation function to consult with another Editor or Editors within the same journal
before transferring a manuscript to one of them. If the other Editor agrees to take the
manuscript, you can transfer it to them by using the "Replace Editor" function on the Tasks tab
under Advanced Manuscript Tasks.

|| JB00622-15 HDr. Maria Sandkvist ||Waitingf0r Potential Reviewer Assignment ||Acinetobacter baumannii is dependent on the type |...

MNotes (D)

Details H Files H Tasks H History E-Mails H

H (17 Latest: 2015-08-05)

There are action items pending. Please click on the links néX to the arrows # .

Manuscript Workflow Tasks
w Assign/Contact Potential Reviewers
o Decision without Review

More Manuscript Info and Tools
Chase Reviewers
View/Add Staff Notes (0)
Send Manuscript Correspondence
Send Manuscript Correspondence with Template
Open Consultation Session
Return to Folder

Advanced Manuscript Tasks
Extend Review Deadline
Link Manuscripts
Replace Editor
Replace Reviewer
Modify Review
Renumber Reviewers
Withdraw Manuscript
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The Editor clicks on the Replace Editor link, selects an Editor from the list, clicks the Replace Editor

button, and a letter will pop up for editing. When the Editor has finished editing the letter, click Send.
The original Editor is no longer responsible for that manuscript.

JBE00622-15 |[Dr_Maria Sandkvist |[Waiting for Potential Reviewer Assignment

Please select a user and press "Replace Editor” or
enter the last name of the new Editor and press "Search”.

Anke Becker
Peter J. Christie
Piet A de Boer

Victor J. DiRita
Richard L. Gourse =

|[Acinetabacter baumannii is dependent on the type I... I

Replace Editor

I|Last Name” | Search

Cancel
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MNew Editor assigned.

To: dirtavi@msu.edu
From: |jfreeman@asmusa.org

CC:
BCC:
Subject: |JB00E22-15 assigned to you

E-Mail Text
Dear Prof. DiRita,

The manuscript "Acinetobacter baumannii is dependent on the type II secretion
system and its substrate LipA for lipid utilization and in vive fitness"
(contrel ne. JB@@622-15) by Ursuls Waack, Tanya Johnson, Sara Smith, Harry
Mobley, and Maria Sandkvist has been assiened to wou. See below for anv special

notes from staff regarding this paper. You WI" need to editthattextthat
Motes from Staff: appears here.

To view the manuscript, go to Editor Tasks/Awaiting Reviewsr Assignment in e1P;
alternatively, you may click the link below to automatically leg in and begin
your tasks:

http://jb.msubmit.net/cgi-bin/main.plex?
el=A1GM7oBISASGLh1F3A9TtdVgMFhIgHVK4RAZMh Jwy UWE

Regards,
1B staff

Attachment{s):

Please upload additional files if needed.

Supplement File 1: | Choose File | Nofile chosen
After pressing the "Browse” button, select "All files (*.*)” on the pop-up’s File Type menu.

Supplement File 2: | Choose File | Mo file chosen

%2 | Send || Cancel

Transferring Manuscripts to another Journal

Use the Consultation function to consult with another Editor or Editors about transferring a
manuscript to another ASM journal. Make sure an ASM staff member is part of this

consultation. If all agree that the manuscript should be transferred, the staff person will contact
the Editor-in-Chief of the other journal and the Author. If they agree, the staff person will make
the transfer.

eJournalPress | Confidential




AU RPNISES EDITOR AND EIC TRAINING GUIDE

Commissioned Manuscripts

Occasionally, a journal may wish to invite or commission a paper. To do this, the Editor logs in,
starts the submission process for a manuscript, and then sends an invitation for it to the
Author.

From the Manuscript homepage, select “Submit Manuscript,” under Author Tasks. You will see
a list of manuscript types. Choose a type that includes the word “Invited.” Those are the types
that can be commissioned.

Without uploading any files, click the Manuscript Information Link, and then click the Authors
tab:

Fles | Manuscript Information | Valdate | SU
Title, Abstract @ e
Fles | Manuscript Information | Vvalidate | Submit
Title, Abstract |4 Keywords, Categories, Special Sections &/ InDrgrtr:iai%n &

Submitter * Are you the Corresponding Author on this Manuscript? © Yes & No
@

Corresponding Author * Hide Author Detail

Author Order* |15 '] Author Order is required, even if you are the only author.
Member®* ¢ yves  No
Title [Please Select |
First Name * |
Middle Name |
Last Name * | Find Parson Clear Fields

) MUST supply the full last narme of the person tt
clear

clear button and then add the person

ew person you must use the

Under “Submitter,” indicate that you are not the corresponding Author.

Type in the last name of the person you wish to assign as a commissioned Author. Click the
“Find Person” button. If the right name appears, select it and click Save and Continue.
Otherwise, enter the invited Author’s name and email address and click Save and Continue.

Next, click “Manuscript Information” and click “Detailed Information” to assign the due date of
the commissioned manuscript.
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Files

Manuscript Information | Valdate | Submit

Title, Abstract |28 || Authors 2 || Keywords & Categories |22 ‘ In?oerl-;g?:%n |E2 || Financia

Comissioned
lManuscript
Due Date

|De|:emher VI21 vpﬂﬁ]_:!

Click the “Submit” link, and then click the “Send Commissioned Manuscript to Author” link.
This will open the email that will be sent to the Author informing them that they are invited to
submit a commissioned manuscript. As always, it can be edited from that screen.

Files | Manuscript Infformation | Valdate | Submit

Click the link below to send the Commissioned Manuscript to the author
Send Commissioned Manuscript to Author

Edit the email and click “Send.”

This email contains a link to the Author’s desktop. When the Author clicks it, the commissioned
manuscript will appear on the Author’s Task list:

Author Tasks

Author Instructions

Submit Manuscript
W # H-00061-2007 - Unknown Title
# # H-00062-2007 - Unknown Title
® # H-00063-2007 - Unknown Title

-Subm|t Commissioned Manuscript #H-00120-2007 - Unknown Title
@ Live Manuscripts (1)

The Author may then submit the solicited manuscript from this link.

Reports

A variety of Reports are available through the Reports link. Clicking on the question mark to the
left of the name of the report brings up a description of the report.
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Editor-in-Chief Tasks

The Editor-in-Chief of a journal can be assigned as the Editor for any manuscript, and as an
assigned Editor, will perform all of an Editor’s tasks as described in this document thus far. But,
there are certain tasks and views that can only be performed and seen by the Editor-in-Chief,
and these are listed under Editor-in-Chief Tasks on the Editor-in-Chief’'s Home Page.

Editor-in-Chief Tasks
Find Person
Chasers

Reports
* (C3 Review Past Due 11 EICOE

@ All Pending Manuscripts 0 ED 67 All
@ Post Decision All

Find a Person. This link allows the Editor-in-Chief to find a person by name, keyword, research
area, to look at the person’s profile and history, and to modify a person’s profile.

Chasers. This link allows the Editor-in-Chief to chase Authors and Reviewers for any manuscript
pending in the system, although it would be rare for the Editor-in-Chief to do this for any
manuscripts not assigned to the Editor-in-Chief. (If the Editor-in-Chief wants to chase Authors
and Reviewers for manuscripts assigned to him or her only, the Editor-in-Chief should use the
Chasers link under Editor Tasks not Editor-in-Chief Tasks.)

Chasers
® @1 Chase Editors (5)
» [f3 Chase Authors (28)

E3 Chase Reviewers (1)

Most importantly, it allows the Editor-in-Chief to chase Editors who have not yet assigned
Reviewers or made a decision on a manuscript.

Chase Editors
Roger Davis (2]
Joel Richter (1}
Ali Shilatifard (3]
Jeremy Thormer (1)
Igor Zhulin (1)
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Chase Igor Zhulin
lgor Zhulin has been chased 0 times. The next suggested chase date is September 13, 2010. Below is a history of Editor chasers. Show history for all

D\
roles

CHASE HISTORY

Date Sent Subject

{none)

Editor Tasks
Highlighted items have become overdue since the last chaser was sent

OVERDUE ITEMS

Ms Number Current Stage Duration Due Date

mcbtest00179-10 Waiting for Potential Reviewer Assignment 12 days 2010-09-12

OTHER ITEMS

Ms Number Current Stage Duration Due Date

(none)

Send Chaser
To: joulineib@oml.gov

From: -bzwad) k@asmusa.org
CC: |Iphill28@gmail.com
BCC:

Subject: |1 Overdue Editor Task(s)

E-Mail Text

Attachment(s):

sad addtional files if nesded

Supplement File 1- | |(Browss.. |

Supplement File 2: | ‘
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Reports

The Editor-in-Chief can run reports that allow the Editor-in-Chief to review details of all
manuscripts in the system for the journal. Clicking on the question mark brings up a description of
the report.

Reports
(D Report - Acceptance and Rejection Rate

(@ Report - Admin - Editor Performance Report

(D Report - Admin - Submission-Review-Acceptance Report

(@ Report - All Pending Manuscripts

@ Report - Editor Acceptance Raie

@ Report - Editor Allocation Summary

(@ Report - Editor Dates Not Available

(@ Report - Editor Performance Statistics Report
(@ Report - Editor Report Card

(@ Report - Editor Term Chart

(3 Report - Editor Turntimes Report

@ Report - Editor-in-Chief Allocation Summary

@ Report - Editorial Board Member E-Mail List

@ Report - Editorial Board Member Report Card

(@ Report - Editorial Board Member Review of Manuscripts
(@ Report - Editorial Board IMember Term Chart

(@ Report - Editorial Interval

(@ Report - Editors Assignments and Decisions Chart

(D Report - Initial Decision Turnaround Time By Manuscript Category
(® Report - Initial Decision Turnaround Time By Ms Type

(@ Report - Journal Summary
@ Report - Monthly Manuscript Counts

@ Report - Oldest Papers Without an Initial Decision

(® Report - Permissions Term Chart

(@ Report - Reviewer Lookback

(@ Report - Reviewer Performance

(D Report - Reviewer Report Card

(D Report - Reviewers by Research Area

@ Report - Revised Manuscripts without Final Decision

Two commonly accessed reports have their own folder links on the Editor-in-Chief Home Page:

All Pending Manuscripts. The Editor-in-Chief can choose to click on the x Ed link to see the
pending manuscripts assigned to that Editor-in-Chief, or can choose to click on the xx All link to
see a list of all manuscripts in the system, regardless of Editor assignment. This list can be
sorted by clicking on the S under the heading that the Editor-in-Chief wishes to sort by.
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@ All Pending Manuscripts 5 ED 48 All

Editor

Manuscript # -in-  Editer Submitted Igaysln
5 ystem
hief
s § K] ] s
LACBTEST00031-10 Davis Thomer 2010-06-17 96
Zwadyk
ICETESTO0083-10 Davis Cleveland 2010-08-10 42
Adams
e Danis 20100326 26
Mantrose
mcbtest00001-10R1 Reich  2010-0728 55
Adams —
mcbtest00003-10R1 e 1 Wi
Prikhodko Davis Marshall 2010-08-10 42
el Davis Pugh 20100608 108

Vakulenko

All Pending Manuscripts. @

Next Review

Invitees Invitee Chase Review b roivie Reviewer
Status Due Date Recommendation
Da Date
Reich Mot Contacted
Cote Accepted 2010-09-15 2010-09-17
Reich Accepted 2010-09-13 2010-08-30 Reject
Jackson Mot Needed
Reich Withdrawn
Adams Contacted
Price Contacted
Thomasian Declined
Carr Declined
Herring Declined
Adams Mot Contacted

Buratowski Mot Contacted
Eredericksen Not Contacted

Thomasian Accepted Reject Alow

2010-06-29 2010-06-15 :
Resubmission

Current
Stage

s

Waiting for Potential Reviewer Assignment

Editor-in-Chief Decision Started

Editor-in-Chief Decision Started

Potential Reviewers Assigned

Waiting for Potential Reviewer Assignment

Waiting for Potential Editor Assignment

M=

Post Decision. This report allows the Editor-in-Chief to see the outcomes of all manuscripts
after a decision has been made. (Staff will archive manuscripts periodically so that very old
manuscripts are not listed.) The Editor-in-Chief can choose to view all at once, or to view only
those manuscripts related to specific decisions (e.g., rejected, waiting for revision).

=7 Post Decision 57 Al
Eﬁ Accepted - Waiting for Production & All

mﬁnccepted - Sent to Production 7 All
Eﬁ Author Withdrawn 11 All

@ Rejected 12 All

Q Waiting for Revision 10 All

Q VWaiting for Appeal 1Al

(&3 Editor Withdrawn 0 Al

(&3 1o Status Available 2 Al
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Icon Glossary

Depending on where you are in the system, there are a variety of icons representing useful
tools that appear in the bottom right hand corner of the page. A brief description of each
follows:

@Toolbox. Clicking on the toolbox brings up a box listing all of the Manuscript Tasks (with
live links) that normally appear on the Editor’s Home Page.

# Binoculars. Clicking on the binoculars brings up a quick search screen that allows searching
for a manuscript by manuscript number or a user by name.

Magnifying Glass. Clicking on the magnifying glass brings up a box with all manuscript
details. This page is printable.

@Pdf. Clicking on the pdf symbol immediately opens the merged pdf of the manuscript.

] Yellow Note. Clicking on the sticky note symbol opens a sticky note that can be typed on,
saved, and placed anywhere on the page.

‘® Crossed out Yellow Note. Clicking on the sticky note with the red circle-backslash hides all
sticky notes on that page. The circle-backslash then changes to an eye, which makes the sticky
notes reappear when clicked on.

eJournalPress | Confidential




