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This guide contains instructions for users who use Cognos Reports in ScholarOne 
Manuscripts. This guide is intended as an outline of the top five Standard Reports that 
Administrators use in the Cognos reporting system. Please visit Get Help Now for more 
Cognos materials.

sCHoLARone MAnusCRipts™ 
top five Cognos RepoRts

http://mchelp.manuscriptcentral.com/gethelpnow/
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use get HeLp now & fAQs 
As a ScholarOne Abstracts Administrator, one of your greatest help tools is ScholarOne’s Frequently 
Asked Questions tab on our help site,  Get Help Now. Our FAQs provide immediate answers to com-
mon user questions.

In addition, Get Help Now offers downloadable guides (such as this one), video tutorials, an online user 
guide, and the ability to Create A Case to get assistance from our support group. We recommend that 
you bookmark our help site and consult often.

stAnDARD RepoRts in Cognos
By default, all ScholarOne Manuscript sites have a list of standard Reports available to the Admin-
istrator. this guide will show you the top five reports most frequently run by a journal office.

use our Get Help 
Now portal to access 
training guides and 
videos, find answers 
to your questions, and 
contact support.
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MAnusCRipt stAtus & suMMARY RepoRts
the Standard Reports available in the Manuscript Status & Summary Reports offer basic status 
and summary information on manuscripts in your site.

MANUSCRIPTS IN PROCESS
The Manuscripts In Process report will give you the current status of all manuscripts still awaiting 
a decision. No selection criteria is necessary, just click the Finish button to see your results.
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MANUSCRIPTS IN PROCESS (continued)
This is a great report to give to your Editor-in-Chief at the beginning of each week, supplying an 
overview of in-progress and overdue manuscripts.

MANUSCRIPTS ACCEPTED BY COUNTRY
The Manuscripts Accepted by Country report will give you an Accept/Reject ratio by Country for a 
specific date range.
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MANUSCRIPTS ACCEPTED BY COUNTRY (continued)
Selecting the name of any country in your results will display a chart with more information  
pertaining to that country.
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peeR Review DetAiLs RepoRts
Peer Review Details reports are time-span reports that pull helpful detailed information about 
each manuscript’s life in the system. Often, these reports will have multiple charts or links to of-
fer a variety of detail. 

MANUSCRIPT MILESTONE
The Manuscript Milestone report shows when each manuscript has hit a particular milestone 
and the duration in days of various stages of the submission and review process. To run this re-
port, choose one of the date range options, Date of Original Submission or Decision Date. Only 
make changes to one set of date ranges. 
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MANUSCRIPT MILESTONE (continued)
The first section of the report results will give you statistics by Manuscript Type, and you can 
select a specific type to view full details. Page down for more information.

Page Down will bring you to the next page, offering statistics by Associate Editor. This section is 
valuable if you are using Associate Editor on your site.

Notice that you can select the name of a specific Associate Editor for more detailed information 
about that individual. Choose Page Down again for more information.
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MANUSCRIPT MILESTONE (continued)
The last section will give you a breakdown of each manuscript, including information on each 
revision. This section is frequently asked for by many Editors–in-Chief.

TIME FROM SUBMISSION TO DECISION
The Time From Submission to Decision offers great flexibility—it can be run in five different ways, 
by Manuscript Type, Country of Submission, Assigned Editor, Manuscript Decision, and Month 
of Submission. 
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TIME FROM SUBMISSION TO DECISION (continued)
Here you see an example of the report run on Country of Submission. Use the Page Down link to 
see more charts and information.
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TIME FROM SUBMISSION TO DECISION (continued)
Below is an example of the report run on Average Days by Country.

And on Number of Days from Submission to Decision.
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TIME FROM SUBMISSION TO DECISION (continued)
The last section is broken out by each country with information on each individual manuscript. 
You can click on a specific manuscript to see even more information.
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useR peRfoRMAnCe RepoRts
User Performance Reports contain vital information used by many Editors-in-Chief to make sure 
that their Associate Editors and Reviewers are returning comments in a timely fashion.

REVIEWER SUMMARY
The Reviewer Summary Report is the most common report run from this section. Run this report 
based on the Score Completed date range for the best results.
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REVIEWER SUMMARY (continued)
You can click on specific Reviewer names to see a list of submissions reviewed.

The summary will include the date range from the Date Selected to the Date Completed.
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sCHeDuLing A stAnDARD RepoRt
Scheduling a Standard Report is easy. The Manuscripts in Process report is a common report 
that Administrators schedule to have delivered via email to themselves and their EIC on a weekly 
basis.

To schedule a Standard Report, we recommend running the report from the EIC’s account, if they 
have access to the Standard Reports, to see the reports from the EIC’s perspective. Cognos will 
pull data based on who is viewing the report. If you do not have access to your EIC’s account, run 
the report from the Admin Dashboard.

When you have your report results, at the top right of the report, select the 
Keep this Version link and select Save as Report View.

Make any changes to the Name of the report, under Location, click on Select My Folders, and 
then click OK at the bottom of the screen.

Use the House icon in the upper right corner of the screen to navigate to the Public Folders and 
My Folders screen.

Select the My Folders tab to see the view of the report you just copied over. Please note that it 
may take a few seconds for the screen to refresh to the My Folders tab.
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SCHEDULING A STANDARD REPORT (continued)
Locate the copy of the report and find the Actions section to the right of the report. You will see 
an icon that looks like a calendar. This is your scheduling tool. Click on the calendar icon to set 
up your schedule.

The first part of setting up your schedule is to decide the Frequency of when you want the report.  
If you are running this more than a few times, be sure that the End date section is set at No end 
date.

Under Options, check the box next to Override the default values to change the Formats and 
Delivery Options.

Uncheck the HTML format and change to the Excel format of your choice. Uncheck the Save the 
report option in the delivery section and choose Send a link to the report by Email. Lastly, click 
on Edit the options... link to set your email preferences.
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SCHEDULING A STANDARD REPORT (continued)
When creating your email template, you have two options for sending the report to the Admin: 
1) Include a link to the report and 2) Attach the report. Please keep in mind that if your site has 
blinding, you will not want to attach the report to the email (unless you were able to  proxy in as 
the EIC to run the report). 

If you have blinding on your site, we recommend selecting the Include a link to the report option. 
If this option is selected, the EIC must be logged into the site prior to clicking the link from the 
email. Click OK at the bottom of the screen to save your email template.

Your screen will refresh after creating the email template, and you will need to click OK at the 
bottom on the scheduling screen to complete the process of setting up the report for delivery.


