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Learning a new system requires quite a bit of patience and 
perseverance. There is so much information to absorb that 
it can be overwhelming at fi rst, no matter what program you 
are learning to use. When I fi rst started as an Editorial Assis-
tant this past December, I knew that I would have to learn 
quickly to do my job properly. I was ready for it. But when I 
was introduced to two di� erent systems instead of one, I will 
be the fi rst to admit that it was daunting. It took a while to 
get my bearings and fully understand the tasks at hand.

In just the past six months, I have discovered a few tips 
and tricks that helped me with work in ScholarOne and 
Editorial Manager. Before jumping right in, I would like to 
disclose that there is still much I have to learn about both 
systems. My experience is limited; I only understand the ba-
sics of what I accomplish in my daily routine. However, I still 
strive to fi nd ways to cut down on unnecessary time spent 
on tasks and improve my e�  ciency overall. My hope is that 
I can help provide ways for other ScholarOne and Editorial 
Manager users to improve their own e�  ciency as well.

ScholarOne is a very in-depth system. One element that 
I fi nd truly helpful is the breakdown of the main action list 
into each individual step (Reviewer Selection, Make Deci-
sion, etc.). ScholarOne is very organized. Upon opening the 
manuscript submission, you will likely fi nd most of the in-
formation you need on the fi rst page. Although it can seem 
to be a lot of categories, data, and text, the system has a 
clear and comprehensive structure.

In comparison, Editorial Manager is much more concise. 
The “to-do” action lists on the homepage are minimal, with 
only a few key items to really focus on. Editorial Manager 
is not as visually intense as ScholarOne, but still has quite 
a bit of information for each manuscript that is not seen 
upfront. The color side bar is very helpful in determining 
importance: red takes priority, yellow needs attention soon-
er rather than later, and green is the last priority (these are 

usually the newest submissions). ScholarOne has color side 

bars as well, but these serve as indicators for di� erent man-

uscript types.

Let us look at some tips and tricks for these two systems.

First and foremost, ProKeys. ProKeys is a free Google 

Chrome extension. It allows you to create shortcuts to re-

place a key word or phrase with a pre-written body of text. 

This tool is great for format check notes, email templates, or 

any text you fi nd yourself frequently using. It works only on 

Internet browsers, but there are similar programs which can 

expand the shortcut to other applications. When I fi rst start-

ed using it, I added my ProKeys snippet names next to their 

corresponding note so that I could familiarize myself with the 

shortcuts. In no time, I realized I hardly looked at my little 

cheat sheet anymore. I use ProKeys across all my journals 

but have found that I use it most frequently on ScholarOne’s 

notepad. An example of one of my ProKeys: “colortext” and 

Shift + Space will replace “colortext” with my specifi c note to 

the authors asking them to ensure their text is in the default 

color. Overall, ProKeys is a major timesaver and has proven to 

be incredibly benefi cial.

When working in Editorial Manager, one of my primary 

responsibilities is searching for blinding issues. The journals 

are double-blind, so anything that gives away any informa-

tion about trials, authors, or author a�  liations can prove 

to be a problem if left in the blinded manuscript. I have 

specifi c items to look for, usually found by searching for 

key phrases. For my fi rst month or so, I opened all the fi les 

separately and searched each one, which took an unnec-

essary amount of time. Clicking “View Submission” in the 

action panel opens the full PDF with the title page, blinded 

manuscript, fi gures, tables, and references (if not confi g-

ured to build into the PDF, supplemental materials must be 

opened separately). With the full PDF, I can easily scan and 

search for everything on my checklist in proper order, im-

proving productivity. Every second that I can cut down on 

one manuscript is another second I can spend on the next 

submission.

http://www.ismte.org
https://orcid.org/0000-0002-2043-6755


A R T I C L E S C H O L A R O N E  A N D  E D I T O R I A L  M A N A G E R :  T I P S  A N D  T R I C K S  T O  I M P R O V E  E F F I C I E N C Y  

www.ISMTE.org EDITORIAL OFFICE NEWS: SEPTEMBER 2021��6

title page, manuscript, fi gures, references, and extra fi les. 
I start with checking fl ags, manuscript type, iThenticate 
score, and any notes. From there, I look for journal-specifi c 
manuscript information (e.g., abstract, keywords, color text, 
headings, acknowledgments, supporting information para-
graph). Then I re-scan the fi le for the fi gures, making sure 
nothing is against the journal guidelines, and fi nish up the 
manuscript by checking references for appropriate format. 
If the authors provide supplementary fi les, videos, permis-
sion forms, or cover art, I check these last.

Editorial Manager checks are similar, but I do not work 
with quite the same criteria. I also re-created a document 
with a revised order based on the action links: Details, File 
Inventory, and View Submission. The Details window in-
cludes author information, submission fees paid/unpaid/not 
required, submission questions, titles, and abstracts. The 
File Inventory window requires a quick scan, just to ensure 
blinding is present in fi le names, confl ict of interest forms 
are included for each author, and I will open the manuscript 
fi le just to check the word count. Any keyword searches, 
fi gure checks, or overall scans can be completed by viewing 
the full submission PDF, which is the last step of my check.

The order, of course, can be reconfi gured and altered to 
fi t your own specifi cations. I believe it helps to structure the 
protocol documents in a way that works for you, because we 
all think very di� erently. While this specifi c tip is not neces-
sarily for Editorial Manager or ScholarOne, it certainly helps 
to keep you organized and ensure that any work completed 
through the system has been done properly and e� ectively.

These tips and tricks may not work for everyone. But hope-
fully they can provide a new perspective or inspire you to think 
creatively to improve your e�  ciency and job performance. As 
our workplaces and systems change and adapt, it never hurts 
to fi nd di� erent ways to expand and develop our performance.
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Another potential time-waster is having to open and mini-
mize several windows. When working in manuscript handling 
systems, a potential time-waster is having to open and man-
age several windows at once, such as when switching back 
and forth between protocol documents, notepads, fi gures, 
and other fi les. You can adjust the sizes of what you have 
open to make a split-screen, which cuts down the time spent 
looking for the window you need and opening it up again. If 
you have Windows, you can drag your Internet browser, pic-
ture, Word document, etc., to the side edge of your screen, 
where a transparent outline should pop up. This trick allows 
for you to perfectly split your screen with another window. No 
minimizing the screen and manually adjusting the size; this 
is quick and simple. You can also alter the split-screen if you 
choose to do so, whether you prefer one fi le to take up more 
space, or even have more documents on the screen (dragging 
windows into the corners will prompt them to take up a quar-
ter of the space instead of half). If I am working on a format 
check, I like to have the manuscript on one side of my screen 
and the manuscript submission page (either on ScholarOne 
or Editorial Manager) on the other. I also have a separate mon-
itor, where I split the screen with the protocol document and 
a notepad for quick ProKeys notes to copy into an email later.

One habit of mine, especially when I’m learning something 
new, is to jot quick notes down and re-write in a more coher-
ent manner later. During my training, I scribbled away on my 
notepad noting how to tackle these new systems and little 
hints that my managers would provide. I re-created protocol 
documents pertaining to my specifi c assignments in ways 
that made more sense to me, which meant re-writing, re-or-
ganizing, and re-learning everything (not that the materials 
the team used were insu�  cient in any way, but that is how I 
think best). I made my own version of the format check doc-
uments, constructing it in a way that I felt would be the most 
advantageous to me.

For ScholarOne format checks for submitted manu-
scripts, I break it down into categories of submission details, 
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