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Logging into Editorial Manger
To Begin please visit our submission site: http://www.editorialmanager.com/pmrknowledgenow/

When you are ready to submit your topic: Please login as an Author. Your username and password were
emailed to you in your invitation to submit. If you need it reset, use either the “Login Help” link or email
the Editorial Office: knowledgenow@aapmr.org
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Username: i2m1234
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Send Login Details  Register Now  Login Help
ftvare Copyright ® 2019 Aries Systems Corporation.
Aries Privacy Policy | Publisher's Data Use Privacy Policy

Instructions Instructions About Contact
for Authors for Reviewers the Journal Editorial Office

First-time users: Please click on the word "Register” in the navigation bar at the top of the page and enter the requested information.
Upon successful registration, you will be sent an e-mail with instructions to verify your registration. NOTE: If you received an e-mail
from us with an assigned user ID and passwurd DO NOT REGISTER AGAIN. Simply use that information to login. Usernames and

ds may be c} d after (see i i below).

Repeat users: Please click the "Login" button from the menu above and proceed as appropriate.

Authors Please click the "Login" button from the menu above and login to the system as "Author.” You may then submit your
pt and track its prog through the system.

Reviewers: Please click the "Login" button from the menu above and login to the system as "Reviewer." You may then view and/or
download manuscripts assigned to you for review or submit your comments to the editor and the authors.

To change your username and/or password: Once you are registered, you may change your contact information, username and/or
password at any time. Simply log in to the system and click on "Update My Information” in the navigation bar at the top of the page.
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Accepting Invitations
This is the Author Dashboard. Click on “My New Invitations” and Accept your invite to submit a topic.
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Auther Main Menu Invited Submissions
Alternate Contact Information My New Invitations (1) <:

Unavailable Dates

For additional help with your submission, New Submissions
please click here for the Author Tutorial. Submissions Sent Back to Author (0)

Incomplete Submissions (0)
Submissions Waiting for Author's Approval (0)
Submissions Being Processed (0)

Revisions
Submissions Needing Revision (0)
Revisions Sent Back fo Author (0)
Incomplete Submissions Being Revised (0)
Revisions Waiting for Author's Approval (0)
Revisions Being Processed (0)
Declined Revisions (0)

Note: you may need to expand your “Action Links” (by either clicking “+” or hovering on “Action Links”)
to see your options:

< My New Invitations

You have been invited to submit a manuscript. Pleag
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Manuscript Article
Number Type

Action

Action pmrknowledgenow- Topic
Links D-18-00023 Proposal

From here you can:
e View your Proposal, which includes various FAQs and the Disclosure Form.

e View the original Invitation Letter

e And click Agree to Submit




< My New Invitations
You have been invited to submit a manuscript. Please Agree or Decline to submit.
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Manuscript
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View Proposal
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Decline to Submit

Send E-mail

After you have Agreed to Submit your topic, on the Main Menu it will move to Accepted Invitations.

Please NOTE: If you do not click Agree to Submit within 7 days your topic may be assigned to another
author group.



Submitting Your Topic
Begin by clicking on the My Accepted Invitations.
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Revisions

Click “Submit Invited Manuscript” to begin the submission process.
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< Common.Editorial.MyAcceptedinvitations
You have agreed to submit an invited manuscript. Please click on 'Submit Invited Manuscript’ when you are ready.
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Start by selecting your article type (new or refreshed), then click “Proceed”
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Next you will be able to upload the required files for your Submission Type. You may simply drag and
drop the files, one at a time, from your desktop into the blue box or use the Browse button to select the
needed files.

NOTES:

o Refreshed Topic Submission requires both a Track Changes file (which should include all the
changes made from the original file you were sent) AND a Clean file (which shows all changes
accepted and no markup) plus copyright/disclosure forms for all authors and any supporting
files (tables, figures, etc.)

o New Topic Submission requires only a clean file created using the template plus
copyright/disclosure forms for all authors and any supporting files (tables, figures, etc.)

o All topic files (Clean and Track Changes) MUST be Word files. We will return submissions that
use Pages, pdf, Google docs, etc. Copyright/Disclosure forms may be submitted as Word files or
pdfs and images, tables, diagrams, etc. may be submitted as Word, jpeg, png or pdf files.
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Insert Special Character

Please provide a single
file containing your
manuscript now. Data
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manuscript may be
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information for you

later in the submission Drag & Drop
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As you begin to drag files over, please label them per the submission type as either a New Topic, or a
Refreshed Topic (Clean or w/Track Changes), and finally your Disclosure form.

If you are missing a file, you will see it noted in red instead of green. Please upload the required files and
click Proceed.
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Next, enter the TITLE of your Topic. Editorial Manager will try to extract the title from your files. You
may use that or enter the title manually. Then click “+ Authors” or “Next” button. You will see your
name as the corresponding author.

Please Note: A completed Disclosure and Copyright form is required from ALL authors, or their name will
not appear on the published topic online.
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https://www.aapmr.org/docs/default-source/pm-r-knowledge-now/author-disclose-copyright.pdf?Status=Master&sfvrsn=621f287c_3

Adding/Ordering Author Names

To add additional Co-Authors, click “+Add Another Author” and enter information in the red fields
(first/last name and email address) in the pop-up screen. Then click the “Save” icon if you are finished
adding authors or “save +” icon to add another author. You may add as many authors as you need at
this time, just be sure to include their disclosure form. Once you are finished adding authors click the
“save” icon to close the pop-up.

Editorial Manager automatically defaults to you as the first author, If you wish to change the author
order simply click and drag the 3 horizontal lines on the left side of the author list once all the names
are entered. This is the order we use when your topic is published

When you are Finished, please click “Build PDF for Approval” Your Editorial Manager screen may blink a
few times and it may take a few minutes for the PDF to build.
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Final Submission Steps

Once the PDF is built you will see all your “View/Approve” options under “Action” and you will be able
to click View Submission. Open your PDF and make sure the files are correct and in the order you would
like them to appear. Note: you MUST click “View Submission” first or the system will not recognize
your submission, even if you click “Accept” and “Approve”.

Next click the Checkmark M I accept to confirm that that you have submitted your disclosures and are
ready to submit.

Lastly, please click Approve Submission and click OK
Please note: Your Topic Will Not be sent for review unless you click the Approve Submission Button
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After you have Submitted your TOPIC, please check the Status in the system. If your topic is still under
“Incomplete Submissions ()” then there is an item you missed. Please click there and finalize your
submission.

If your topic was submitted successfully, you will find the topic under “Submissions Being Processed ()”
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Revisions
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Revisions Sent Back to Author (0)
Incomplete Submissions Being Revised (0)
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Your topic is now submitted. The Corresponding (Lead) Author will receive an email with the decision
letter and reviewer comments in ~ 6 weeks.



Submission Revisions AFTER Peer Review

Once the Editors have completed their review you will receive an email from the Editorial Board Leader
with comments. If they ask you to revise the topic the message will include comments on the requested
revisions and/or an attachment, usually a copy of your submission with notes on it.

Once you have completed your revisions you will follow the same submission steps as outlined above,
with a few key differences.

From the main menu select “Submissions Needing Revision” from the “Revisions” box:

New Submissions

Submit New Manuscript

Submissions Sent Back to Author (0]
Incomplete Submissions (1)

Submissions Waiting for Author's Approval (D)

Submissions Being Processed (0)

l:>5ubmiss ons Needing Revision (1)

Revisions Sent Back to Author (0)
Incomplete Submissions Being Revised (0)
Revisions Waiting for Author's Approval (0)
Revisions Being Processed (0)

Declined Revisions (0)




Select “Revise Submission” followed by OK (Note-you may need to select the plus (+) sign next to
“Action” to expand the menu:
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Follow the original instructions when you submitted the first version. If your original submission was a
New Topic you will need to follow the instructions for a Refreshed Submission (you will need a Clean
and Track Changes file along with any supporting files not originally included-see Notes for details).

Editorial Manager allows you the option to carry forward the files from your original submission when
you create your master pdf after the peer review comments. Please uncheck the TOPIC files
(clean/track changes) so you DO NOT include them (all copyright/disclosure and unchanged
image/figure/ table files should remain:

© O ©
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Lmodlfy should be unchecked. Refreshed Topic (with Track Refreshed Topic Submission (tracked Age-Associated Changes and Biology of Aging 76.7 Apr 14, 203
Changes) changes) tracked.docx KB
Disclosure and Copyright Form Friedlander Author Author Disclose-Copyright Friedlander.docx 42,6 Apr14, 2083
Ke
Disclosure and Copyright Form Senthilkumar Author Author Disclosure form 1- Senthilkumar.docx 35.8  Apr 14, 20; Doglnioad
KB
Refreshed Topic Submission Soumya Author Completed Author Disclose-Copyright Soumya.docx 36.3  Apr14, 2023 gfwnioad
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When you uncheck the original submission files and upload your new files (following the same steps as
before) it looks like this, depending on the number of disclosure/copyright forms you have:

Last
Order Item Description File Name Size Modified Actions Select
e Dr. Nickles Author Disclose-Copyright (1jin) S$75.0 Mar27, 3
1 Disclosure and Copynght Form signe 8.0 e 2020 Download
. 2
B2 *Disclosure and Copynght Form » |Refreshed Topic Submission (Clean, Dr. Salims Author Disclose-Copynght (1).docx 39.0 KB ’fg;,\‘?' Download
2020
c . A " 503.5 Mar27, ¢
H:3 *Disclosure and Copynght Form v |Refreshed Topic Submission (Clean, Podurs Author Disclose-Copynight.pdf xa 2020 Download
8 2
g 4 *Revised Topic Submission (clean) » |Revised Topic Submiss:on {clesn) Multiple Scleross - clean, 5-14-20.docx 29.3 KB ':1;10“‘ Download
202
» le Sclero - track , S5+14- e s 14,
5 S ["Revised Topic (with Track Changes)| = [Revised Topic (with Track Changes) biu/Pie Scierosis - track changes, 5-14 49.3 ke 52y 14 Download
Update File Order [ Remove |
Chioale 8 2

You should always keep the disclosures, just remove the original clean and track changes files.

One other tip to help, your initial submission is listed as a NEW or REFRESHED Topic Submission.
Subsequent files after peer review are denoted as REVISED Topic Submissions.

Again, the Corresponding (Lead) Author will receive an email with the decision letter and reviewer
comments once peer review is complete.

Please contact knowledgeNOW @aapmr.org with any questions.
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