SCHOLAR MANUSCRIPTS
REPORTING SYSTEM

USER GUIDE

-t

SCHOLARONE S\_j"-i THOMSON REUTERS



| |

Last Updated: 03 January 2012

SCHOLARONE Page 2



USEE QUIE ....eeeeeeeieeeiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeesssseessesesesesasssssesssssssssasasasaees

1.
A
B.
C

ABOUT THIS DOCUMENIT .....uviiiiiiiirintrinneeineinecnneessresssesssssessseens

Intended readership .. ...
OBJECLIVE ettt
[N IS GUITE. ..ot

SYSTEM REQUIREMENTS. .......coiiiiiiiiiinintntrnccnnecctne e

GETTING HELP WITH REPORTING

ACCESSING REPORTS FROM WITHIN SCHOLARONE MANUSCRIPTS

REPOMS MENU LINKS....ccviiiiiiiciit et
i. StaNdard RePOIS ...
ii. Build YOUr OWN REPOIS ..ot

iii.  Publication Folders, My Folders, Custom Reports, and Role Reports
V. AL-A-GLaNCe SEAtISTICS cvereieceeeeee e
V. LegaCy REPOIS ..o
Vi.  Legacy Data Search ..o

THE COGNOS INTERFACE.......ccccteeeeteeeeereeeeeerseeeeesseeesssssesessssssesssssesenns

Public Folders and My FOLEIS ........ooooiiiiiiiiiee e

Returning to the Home SCreen.. ...

RUNNING REPORTS IN COGNOS

Types of Reports Available ...
i. StaNdard REPOIS ...c.iiiiiiiit e
[1. Build YOUT OWN REPOIS. ....iiiieiiiiiiiit et
Selecting A Delivery Method ........c.oooveoiiieeeeeeee e
Viewing, Changing, and Manipulating Report Results ...........ccccooveevveiennen.

ONE

Page 3



i. Moving Between Pages of REPOIM RESULLS ......c..ioe et 18
Using Query Studio to BUild YOUT OWN REDOITS .....iviiiieiieiiiictiteteeteetete ettt ettt ettt s et ss st ene s ensesens 18
i. RN A gl DT = o] Vo [T =TSP 19
i. INSErtiING FIElAS INT0 @ REPOI ..ottt ettt ettt ettt et sb e et e te b e e sseeseeaseesseeseenseenseeseenns 20
[T @ ==Y d g Lo I N [T T o To o £ TP PP PP 21
H1. OPENING REPOIS ..ottt ettt et ettt e o2t e ete e s e e seeese e b e es s e eseesseess e seesseesseessesseenseassenseessenneenns 22
(Y2 Y= 1Yo To T Y=Y oL o 43RS 23
L o Ta na Pl T ol @ o) a1 o LSS 24
Vi.  Moving and Deleting COLUMINS .......oe e ettt e e e e e et e e ene s 24
Vil FItEING REPOIM RESULLS .. .ottt e e et en e e e e ene s 24
viii. SOMING REPOM RESULLS ...ttt ettt ettt ettt e b e bttt et ettt e eb e et e ebeebeebeatesbeabennennens 26
X, SUMMANZING REPOI RESULES ...ttt ettt b ettt ettt ettt et et ettt e bt et beateeneene e 27
O e [ T le I N @ | KU ] C=Te I =] Ko TP 28
xi.  Grouping and UNgrouping REPOI RESULLS ..o ittt sttt st ebe e ane 29
xii.  Collapsing and eXPaANTING REPOIS ......c..i oottt e et et e e e e e e e e eneaaeaneea 30
xiii. Pivoting to Create @ CroSSTab REPOI.......oo. e 31
Xiv. SWaPPING ROWS @NA COLUMINS ... ettt et ne e ene e 31
DV G =Y ] oo T Y=o 4[] o LSRR 32
XVi. Creating ChartS @Nd GrapNS .. .o ottt ettt et b ettt bttt e ke eb et ettt e ebeebeeeeeneeneeneane e 33
XVil. AdAING CONAITIONAL STYLES ..ttt ettt ettt e bbbttt et e et e et e et e ebe et e e beabeeaeaneeneanens 35
XVviii. FOrMatting Date Data.....ioiiciieii ettt ettt ettt b et e te st e te e beesb e teebeenb e teebe e eneeene e 37
EXPOITING REPOM RESULES. ...ttt ettt ettt et e ettt e ateets e s e e st e e teebeesb e te e s e esbeessesseesseessenseenseetsenseeneas 39
i. Exporting Report Results from @ Standard REPOIT ..........ooi oo 39
ii.  Exporting Report Results from an Expandable or Build Your OwWn RepOrt .......ccovoveioeiieeeeeee e 40
Sl g 1=l [V T U o o I Y=Y oo o £SO 40
TroubleSNOOTING AN FAQYS ... ettt et e et et e e anen 42

ONE

Page 4



1. ABOUT THIS DOCUMENT

A. INTENDED READERSHIP

This document is intended for Editors, Editors-in-Chief, Administrators, and advanced users of ScholarOne Manuscripts,
ScholarOne Proceedings, ScholarOne Books, and ScholarOne Production. This document is meant to be supplemented with

ScholarOne Manuscripts' help system (Get Help Now) and the Cognos-specific help outlined in Section 3 of this document.

B. OBJECTIVE

After reviewing this documentation you should be able to

° Navigate the Cognos reporting interface to run and schedule reports.
° Manage report content using the Cognos reporting interface.

° Build and maintain reports using Cognos tools.

C. IN THIS GUIDE

This guide contains information about ScholarOne Manuscripts Standard Reports and ScholarOne Manuscripts Build Your Own

Reports.
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2. SYSTEM REQUIREMENTS

At this time, Cognos supports the following web browser and operating system combinations:
®  Microsoft Internet Explorer 8: Windows
®  Microsoft Internet Explorer 7: Windows
®  Microsoft Internet Explorer 6 SP1: Windows 2000 / 2003
® Microsoft Internet Explorer 6 SP2: Windows XP
® Firefox 3.6 (Fix Pack 14): Windows / Mac / UNIX / Linux
®  Firefox 3.5: Windows / Mac / UNIX / Linux
®  Firefox 3.0: Windows / Mac / UNIX / Linux
®  Firefox 2.0: Windows / Mac / UNIX
® Firefox 1.5: Windows / Mac
® Firefox 1.5.02: Linux / UNIX
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3. GETTING HELP WITH REPORTING

If you are having trouble creating or running reports, you can take one of the following actions to get help:

e Cognos Help. Clicking the ? button on the top-right of almost any Cognos page will open a window with extremely
thorough and detailed instructions and tips.

{2 Public Folders - IBM Cognos Connection - Windows Internet Explorer =101 x|

SCHOLARONE % THOMSsON REUTERS wor B [ &~ @ § 'm?'

Public Folders

Public Folders > Publication Folders > T2 Workflow 4 ﬁ Eif % B & B g‘ EJ-)E
entries: [L -6 | ©] | [«

M| |Names | Modified & | Actions

[T 3 12 workflow 4 : Admin April 10, 2010 2:17:25 AM B More...

[T 3 T2 workflow 4 : Assodate Editor April 10, 2010 2:17:31 AM B5 More...

°

FAQs. As always, ScholarOne Manuscripts’ Frequently Asked Questions page, accessible via the “Get Help Now" link on any
page of ScholarOne Manuscripts, is continuously updated with answers to the most frequently asked questions from our
users. In addition, there are detailed descriptions and screenshots of all Standard Reports available.

: ] " ;
e You can jump to FAQs in “Get Help Now" by using the subcategory Reports.
Search FAQs Ask a Question My Support Cases
-

Search for: | *in [SchaiarOne Manuscrpts =] [RRae]

Language: |English hd

All FAQs \ ScholarOne Manuscripts

ies in " ScholarOne Manuscrij
— Reports
FAQs in "ScholarOne Manuscripts" and Subcategories *Sort by: IMD&I Commanly Used =
Related Last Modified

FAQ Title Cases Date

I would like to submit a manuscript to a journal. How do | create an account on ScholarOne 205 4i2712009
Manuscripts?

Vilhat is meant by internet browser cache and how do | clear the cache? 190 511212011

Vilhy is this decided manuscript still in the Reviewers Scoring or Awaiting Review queue? 84 312312011

LaTeX Guidelines hal 81212011

Running Head 62 5(712009

Cannot Submit Revision | Started 59 T16/2008

Is there a list | can to select p i 2 57 10/5/2010

: e TaRMAR e i s ouannan =
@ Support Alerts & Newsletters Suggestions @ Contact Info

e List of reporting fields. A complete list of all reporting fields available in Cognos can be found at
http://ssl.salesforce.com/servlet/servlet.FileDownloadPkb?file=00PO0000008cdEZ&orgld=00D0O00000008YVy&pPid=5

0100000000770U .
e (Contact Support and Training. You can request assistance from our Support Department and Training Department by
clicking the "Get Help Now" link on any page of ScholarOne Manuscripts.
SCHOLARONE
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4. ACCESSING REPORTS FROM WITHIN SCHOLARONE

MANUSCRIPTS

A. REPORTS MENU LINKS

The Reports area of the dashboard, located towards the bottom of the dashboard page, contains a collapsible menu with links to
all reporting options: Standard Reports, Build Your Own reporting “packages,” “Publication Folders, My Folders, Custom Reports

and Role Reports,” "At-A-Glance Statistics,” “Legacy Reports” and “Legacy Data Search” (if configured).

Reports

[# Manuscript Status & Summary Reports
[ Peer Review Details Reports

[ User Account Reports

[ Uzer Performance Reports

[# Invited Papers Reports

* Publication Folders, My Folders, Custom Reports, and Role
Reports

* At-A-Glance Statistics
* legacy Reports
* |egacy Data Search

Clicking on the plus sign next to any reporting category will expand the menu to display all of the Standard and Build Your Own
reporting options for that category. Note that the specific Standard Reports and Build Your Own reporting packages are

configurable and may vary based on the role and site you're logged in to.

Reports

# Manuscript Status & Summary Reports
[# Peer Review Details Reports
E User Account Reports
Standard Reports
€  Active User Information

€  Active User Information for Export

€ Al User Information

€ Al User Information for Export

Build Your Own Reports

€  User Account Reports
# Uszer Performance Reports
@ Invited Papers Reports

* Publication Folders, My Folders, Custemn Reports, and Role

Reports

At-A-Glance Statistics
Legacy Reports
Legacy Data Search
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l. STANDARD REPORTS

When a reporting category is expanded, you will see a listing of Standard Reports available for that category. Clicking on the help
icon ( ) to the left of any Standard Report name will give you a brief description of the report and a link to view a sample report.

Clicking the name of any Standard Report will take you directly to the first page of the report in the Cognos reporting system.

Reports

[+l Manuscript Status and Summary Reports

=l Peer Review Details Reports
Standard Reports

&  Manuscripts with Reviewers

Manuscripts and reviewers with contact
#information and turnaround times.,

view a sample
© Manuscript Milestone

© Manuscript Task Timespans

© Time from Submission to Decision

. BUILD YOUR OWN REPORTS

When a reporting category is expanded, you will see a listing of Build Your Own reporting packages available for that category.
Clicking the name of any Build Your Own reporting package will take you directly to the Cognos Query Studio interface for that
reporting package, where you can build and run your own reports using the data, formatting, and styling you would like. Clicking on
the help icon ( ) to the left of any Build Your Own reporting package will give you a brief description of the types of fields available

in the particular reporting package.

Each reporting package has a unique set of fields and filters available that are tailored to the specific type of report being built. For
example, the “Production Reports” package contains information about manuscripts, volumes, issues, and production details. The
“User Account Reports” package contains information about users and their account details. ScholarOne strongly advises that the
individual reporting packages be used to build the types of reports suggested. For example, the “User Performance Reports”
packages should be used to create user reports rather than manuscript reports; even though there are manuscript-related fields

available in the package, the fields work together most efficiently when combined in a user-centric way.

A complete listing of fields and filters available in the Cognos reporting system is available at

http://ssl.salesforce.com/servlet/servlet.FileDownloadPkb?file=00PO0000008cdEZ&orgld=00D000000008YVy&pPid=501000

00000/70U. The reporting packages available are:

e  Manuscript Status & Summary Reports. Use this package to build your own report on manuscripts, their status,

submission statistics, and other details. This is the most basic of manuscript packages available, and is suitable for

novice users or for those building simple manuscript-centric reports.
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Production Reports. Use this package to build your own report on manuscripts, volumes and issues, export
information, and other production details.

File Storage Reports. Use this package to build your own report on file storage.

Peer Review Details Reports. Use this package to build your own report on manuscript details, decisions,

turnaround times, and other peer review information. The Peer Review Details package is the most complex of all
reporting packages, and has the most comprehensive list of fields and filters.

User Account Reports. Use this package to build your own report on users and their contact information, roles,

keywords, and other account details.

Reviewer Performance Reports. Use this package to build your own report on reviewers and their performance.

Editor, EIC & Admin Performance Reports. Use this package to build your own report on editors, EICs and Admins

and their performance.

e Invited Author Performance Reports. Use this package to build your own report on invited authors and their

performance.

PUBLICATION FOLDERS, MY FOLDERS, CUSTOM REPORTS, AND ROLE REPORTS

Clicking the Publication Folders, My Folders, Custom Reports, and Role Reports link will open a new window containing the

Cognos interface on the Publication Folders page. From this page, you can navigate to:

V.

Any reports you have built and saved for yourself on the My Folders tab.

Any custom reports that may have been built for your site.

Any reports that have been created for specific roles on your site.

& % THOMSON REUTERS
SCHOLARONE ] LDQOH @ [ojv ﬁv a * |launch ™ @ -
Iﬁ_,_LLY |f Public Folders ||f | |
Bublic Folders > Publication Folders > QA - Red Site e B
Entries: |1 -2 o
[E] Name & Maodified & Actions
[0 £3 9QA-RedsSite : Admin July 24, 2009 3:27:30 FM EH Maore...
[] 3 QA -RedsSite : Assocate Editar July 24, 2009 3:27:33PM Mare...
[0 C3 QA -RedsSite : Editor in Chief July 24, 2009 3:27:32PM More...
[0 E3 QA -Red Site : Production Editor July 24, 2009 3:27:23 PM More...

AT-A-GLANCE STATISTICS

Clicking the At-A-Glance Statistics link will open a new window containing summary information for the site.

V.

LEGACY REPORTS
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e Topic Roles & Users Reports. Use this package to build your own report on topics and their associated roles and

users.

Clicking the Legacy Reports link will take you to the standard and custom reports available in the legacy Crystal Reports system.

VI. LEGACY DATA SEARCH

If this feature is configured for your site, clicking the Legacy Data Search link will open a new window with a search interface into

your legacy data.
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5. THE COGNOS INTERFACE

A. PUBLIC FOLDERS AND MY FOLDERS

Each user will have at least two tabs at the top of the Cognos reporting interface: Public Folders and My Folders. The Public

Folders tab contains role-based folders and content that is accessible to a large group of users. The My Folders tab is where

personal reports can be stored if you do not want them to be accessible to other users. The My Folders area is specific to you —

anything stored in My Folders cannot be seen by other users.

@ | Public Folders My Folders

/= Public Folders - IBM Cognos Connection - Windows Internet Explorer

=lolx]

HOMSON REUTERS
SCHOLARONE o 1 = | Do oo e
Public Folders
Public Folders = Publication Folders > T2 Workflow 4 i ﬁ E& % @ é{: E. * ;"? EFE
Entries: [1 -5 ©| | [H][«][m][¥
| |names | Modified & | Actions
T 3 T2 workflow 4 : Admin April 10, 2010 2:17:25 AM More...
I 3 T2Workflow 4: Associate Editor April 10, 2010 2:17:31 AM More...
I 3 T2 wWorkflow 4 : Editor-in-Chief April 10, 2010 2:17:28 AM Mare...
T [ T2workflow 4 : Production Editor April 10, 2010 2:17:23 AM More...

Clicking the Publication Folders and then the folder containing the current publication name will show sub-folders for each role of

type Editor and above. Administrator users will have access to Administrator, Editor-in-Chief, and Editor folders, Editors-in-Chief

will have access to Editor-in-Chief and Editor folders, and Editors will only have access to Editor folders. By copying or saving a

report into the role folders, ScholarOne Manuscripts users have the ability to create new reports and make them available to their

end users. Copying or saving a report into the publication folder makes the report available to all roles.

SCHOLARONE
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B. RETURNING TO THE HOME SCREEN

To set return to the home screen from nearly any Cognos location, click the Home button in the upper right corner of the screen.

|- ~ launch~ % -

P E % Bn B W irE
- ]O] | [Mpw

| Actions

SCHOLARONE
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6. RUNNING REPORTS IN COGNOS

A. TYPES OF REPORTS AVAILABLE

There are two types of reports available via Cognos: Standard Reports and Build Your Own Reports.

1. STANDARD REPORTS

Select a Standard Report: via the direct links on your dashboard.

Reports

# Manuscript Status & Summary Reports
# Peer Review Details Reports
= User Account Reports

Standard Reports

o
e
e
7]

Active User Information /

Active User Information for Export

All User Information

All User Information for Export

Build Your Own Reports

L7

User Account Reports

# User Performance Reports

# Invited Papers Reports

* Publication Folders, My Folders, Custom Reports, and Role

Reports

* At-A-Glance Statistics

* |eqgacy Reports
* Legacy Data Search

These reports have been designed to replicate the functionality, formatting, and output available in the legacy Crystal reports and

they cannot be altered or expanded upon.

Il. BUILD YOUR OWN REPORTS

To access the Build Your Own Reports package from the dashboard, simply click the name of the package you'd like to use to create

your report.

SCHOLARONE
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Reports

Manuscript Status & Summary Reports
Peer Review Details Reports

[E User Account Reports

Standard Reports
©  Active User Information

©  Active User Information for Export

© Al User Information

© Al User Information for Expo

Build Your Own Reports

©  User Account Reports
User Performance Reports
Invited Papers Reports

Bublication Folders, My Folders, Custom Reports, and Role
Reports

At-A-Glance Statistics
Legacy Reports
Legacy Data Search

Clicking a link for a Build Your Own reporting package will open a new window with the Cognos Query Studio interface. The Query
Studio tool allows you to start from scratch and create a report on your own. You can select the data, formatting, and
grouping/sorting requirements and then save the report to your My Reports folder. More information about building your own

reports is provided in Sections C and E of this document.

When selecting a report to run and answering the prompts, you may occasionally see a message reading, “Your report is running.

Instead of waiting, you can select a delivery method to run the report in the background.”
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Description:

Which Manuscripts?

(leave blank if you want to see all)

Submitted Date:

Group By:

Most Recent Disposition?

Cancel

HSLISIUID, W I VSV ISTU U LML UL L VISR TS0, | TRT L WS DI

only

Group by: Manuscript Type; Country of submission; Assigned Editor; Month
of submission; Manuscript Decision -

™ Original Submissions

™ Revised Manuscripts

Deselect

From:

© [Feb 17, 2009 -

‘four repart is running.

8 Instead of waiting, you can select a delivery
method to run the report in the background.
Select & delivery method.

Cancel

T Country OF submission
™ Assigned Editor

{™ Manuscript Decision

" Month Of Submission

+ all Manuscripts
" Most Recent Disposition

Deselect

=

L

Clicking the Select a Delivery Method link allows you to save the report, save the report as a report view (a copy of the report at the

time you ran it), or e-mail the report.

bg

Yaur report is running.

Instead of waiting, you can set it to run in the
background with one of the following delivery
options:

Sawve Report
Sawve as Report View
=] Email Report

Cancel

If you choose to save the report as a Report View, we suggest that you name the report descriptively and save it to your My Folders

page.
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T | Feb 17, 2003 iR

Save as report view Help X
Spedfy a name and location for this entry. A report view shares the same report spedification as the source repart.

Hame:

|Rep0r‘t Views of Manuscript Milestone |

Location:
Public Folders = Standard Reports
Select another location... Select My Folders

If you choose to e-mail the report, we suggest that you check the Attach the Report checkbox so that the report is attached to the e-

mail sent to you or others.

HTML. double-clicking a rovs within the table vwill shows information for that =1
Set the email options - Manuscript Milestone Help X

Spedify the recipients and contents of the email. To add redpients, dick Select the redpients or type the email addresses separated by semi-colons, To indude an
HTML repart as the message body, leave the Body box empty and select the report as the only attachment,

To:

| |

Ca

| |
Select the recipients...  Show Beg

Subject:

|Repurt: Manuscript Milestone ‘

B I U

S=SRi=R= M .2

Body: Change to plain text 3

[ Attach the report

C. VIEWING, CHANGING, AND MANIPULATING REPORT RESULTS
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Depending on whether you run Standard Reports or Build Your Own Reports, there are a variety of ways you can alter, format, and

export report results to meet your needs. Note that Standard Report results can only be saved to a different folder, e-mailed, or

exported; they cannot be re-sorted or manipulated in any way.

l. MOVING BETWEEN PAGES OF REPORT RESULTS

Click the Top, Page up, Page down, or Bottom button at the bottom of the screen to move between pages of report results.

SCHOLARONE | ¢

THOMSOM REUTERS

iffany Coker (14007458)

Loa OFf | ff *1 About

Keeg this version + b - - @Add this report &

= Top % Page up ¥ Page down X Bottom

W

-l
original Article
Mumber of Manuscripts: 17
4.29% of all Manuscripts
Decision Ratio By MS Type
Manuscript Decision
W Accept
) B Immediate Accept
Immediate Accept B Major Revision
Reject & Resubmit
Major Revision Manuscript = Percentage
Decision | Manuscripts
Accept 12 70.59%
Reject & Resubmit Immediate 3 17.65%
Accept
Maior 1 5.88%
Revision
Reject & 1 5.88%
Resubmit
Total: 17 100.00%
Accept
# Manuscripts
Feb 25, 2009 2 3:40:46 PM |

A

J

To build your own report from scratch, first determine the type of report you want to build. It's often helpful to make a list of the

reports criteria you'll be using and use it to select the Build Your Own reporting package you'd like to use to create your report.
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Because the reporting fields available vary from package to package, selection of the correct package from the beginning is crucial.

Information about accessing the reporting packages can be found in Section 6.A.lll of this document.

Once you have selected the reporting package you'd like to use, you will be taken to the Cognos reporting interface with a blank
window. In order to start building a report from scratch click the Insert Data menu item in the menu bar on the left. Expand the
folders in the folder tree to view the fields that can be used.

SCHOLARONE | . THOMSON REUTERS ﬁ} Cq @ -
Menu ME:DE@%EXW'“b?ﬁv%iE %%%_%‘ﬁ

Insert Data E)|F0nt v||Size v| _A_v B I U -&-Y v‘A ﬁ

Data is turned off

Peer Review Details Reports

{i SUBMISSIONS

J7 ALL VERSIONS SUMMARY INFORMATICN
§il MANUSCRIPT ATTRIBUTES

fi SUBMISSION CUSTOM QUESTIONS
{il AUTHORS

J0 MANUSCRIPT TYPES

{il COMPANION PAPERS

fl REFERENCE MANUSCRIPTS

{il PEER REVIEW INFORMATION

J7l ROLES AND ACTIONS

IFILTERS AND CALCULATED FIELDS

i P B B T i P B B B B T T P T T T T i Pt PP B B

l. THE INSERT DATA FOLDER TREE
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Menu The folder tree is organized into logical groupings of fields. Depending on the reporting package

Insert Data you're using, the folders and fields will be different and tailored to the exact type of report you're

trying to create. Each section can be expanded and collapsed to find the fields you are looking for.

If you'd like to view a listing of all available reporting fields and their locations, you can view our

field list, located at
B peer Review DetailsReports 11,/ /5| salesforce.com/servlet/servlet.FileDownloadPkb?file=00PO0000008cdEZ&orgld=00D

§iil SUBMISSIONS _
£ | VERSIONS SUMMARY TN 000000008YVy&pPid=50100000000770U.

m MANUSCRIPT ATTRIBUTES
m SUBMISSION CUSTOM QUES
§illl AUTHORS
m MANUSCRIPT TYPES
fill COMPANION PAPERS your mouse over the field name to view the definition and formatting notes.
ﬁ REFEREMCE MAMUSCRIPTS
m PEER. REVIEW INFORMATION
Jill ROLES AND ACTIONS
=} (2 REVIEWERS

[l Reviewsr Salutation

|I| Reviewer First Name

[l Reviewer Middle Nan

|I| Reviewer Last MName

[l Reviewsr suffix

(W1 Reviewer Full Nalme

B

E—E-H

Clicking the up arrows to the right of the Information text at the bottom of the Insert Data section

e

will show you a definition of the selected field along with any formatting notes. You can also hover

e e I

[

Name: Reviewer Middle Mz
Aggregation: MNone
Data Type: Character Length 1

l. INSERTING FIELDS INTO A REPORT

To insert fields from the folder tree into a report, either double-click the field or drag and drop it into the correct place in the report.
NOTE: the drag and drop option only works in Internet Explorer. You can also drag pre-defined filters onto a report to eliminate the
need to create custom filters for manuscript type, submission date range, manuscripts with a final disposition, submission year

range, submissions from North America, original submissions, and revised submissions.

Upon inserting fields into a report, the system will display your selected fields in the format you requested with sample data
inserted in the place of actual submission data. To run the report with your user or submission data, click the Run once with all

data link in the bottom right corner of the window.
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PG @ <a ? -

SC HOLARONE | HOMSON REUTERS
=T (PDSHBE s BXoao ) TR-HZHE W
Insert Data : . . E
b [Font vi[size ¥ A- B 1 U &-E- A
Data is turned off
Title
Manuscript Metadata and Status Reports  [#%|
= i SUBMISSION SUMMARY Manuscript Type | Submission Month | Submission Year
[{] Manuscrint 10 - Original abed abed 1,234
[ Manuscript ID - Latest = abcd 1,234
(W] Manuscript Type abed 1,234
[ Manuscript Title = abed abcd 1,234
[l Abstract abcd 1,234
[ Manuscript Status abcd 1,234
|I| Manuscript Flag
|I| Criginal Submission Date
|I| Journal Mame
|I| Archive Date
|I| Submitting Author Mame
[H] submitting Auther E-mai
|I| Submitting Author Country
|I| Contact Author Mame v
L T =
Dec 16, 2010 S1-
Name: E-Commerce - Person Data is turned off
Ciihmittina | 2ot Daumand

{Ee B
B

4:54:55 PM

Run once with all data

Please note: Although you have the capability to insert many fields into a report, you may find that the more fields you insert, the

longer it takes to return your report results. If this is the case, you may want to try filtering the data to reduce the size of the results

coming back.

1. CREATING NEW REPORTS

Click the New button to create a new Build Your Own Report from within the Query Studio interface.

pocHB s @xoa ) THZIE SRR 0o
b [Fon: viisze ¥/ A B I U & E- A
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1. OPENING REPORTS

Click the Open button to open a report from within the Cognos Query Studio interface.
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Iv.

SAVING REPORTS

Click the Save button to save the report, or click the Save As button to save the report under a new name or in a new folder.
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V. FORMATTING OPTIONS
Just as in traditional Microsoft Office programs, the look and feel of report results can be altered by using the formatting tools

located in the top toolbar. Use the toolbar buttons to change border styles, alignment, and font styles, sizes, weights, and color.
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VI. MOVING AND DELETING COLUMNS
Click a column heading and use the Cut, Paste, and Delete buttons to move a column of data to a new location within the table or

to remove it from the report entirely. If you make a mistake, use the Undo or Redo button. Note that it is possible to delete a

column and retain filters or calculations based on that column.
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Vil FILTERING REPORT RESULTS

Report results can be filtered so that only the data you need is visible.
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To filter, click the column heading you would like to place a filter on, and then click the Filter button. Select the values you would

like to include in or exclude from the report results. If the list of filtering values is very long, you may want to click the Search for

Values or Type in Values links to specify the exact terms you would like to filter on.
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Manuscript Type
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[Qinvited Review
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[ criginal Artice
[JRapid Communication
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Missing values ¥
{Default)

Apply the filter to individual values in the data source

| oK || Cancel |
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There are times when you may want to filter the report before it is run (i.e. you would like to run a Manuscript Submissions Received

report every month and select the month before running the report). To signal Cognos to prompt the user for the filter (i.e. month

and year) every time the report is run, check the Prompt every time the report runs checkbox and then save the report. The next

time you run the report, you will be prompted to select the filter criteria (i.e. month and year) and then run the report.
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VIl SORTING REPORT RESULTS

Report results can be sorted so that the data are displayed in the order you need. To sort, click the column heading that you would

like to sort on, and then click the Sort button.
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click the Manuscript Type: Ascending order link). Then click the Edit link, and select the appropriate sort option.
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WRK1-0124 | adag, DG

B B WD

Manuscript Tite

=

=

H - MRW Author Topic Listing Report

T - MRW Author Topic Listing Report

Il S

Dec 16, 2008
;54122 AM

Dec 16, 2008
8:37:03 AM

Dec 16, 2003
10:11:37 AM _I

Change the order of the data.

Sorton:
Manuscript Type

Sort order:
(® Ascending (A to 2)

(O Descending (Z to A)
(O Don'tsort

oK || Cancel

You can change the sort from ascending to descending by right-clicking the underlined sort. In the example below, you would right-
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IX. SUMMARIZING REPORT RESULTS

The Summarize feature allows you to summarize groups of data. To summarize based on a particular field, click the column

heading that you would like to summarize and click the Summarize button.

summarized by right-clicking on the summary number and selecting a new summarization method (count, total, average, etc.).

You can change the way in which the data is
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Manuscript Type Manuscript Id Submission Date # Manuscripts
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WRK1-0020.R1 | Dec 10, 2008 2:52:10 PM ]
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X. ADDING A CALCULATED FIELD

You can add a column containing calculated data to report results. To create a calculated field, control-click the column headings

to be used in the calculation and click the Calculate button.
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Xl.  GROUPING AND UNGROUPING REPORT RESULTS

If a column in a report contains multiple instances of the same value, you may wish to group these identical values together.

Grouping reorders the rows of a selected report so that identical values appear together and suppresses the display of duplicates.

To group or ungroup data, click the column heading for the data you would like to group, and then click the Group or Ungroup

button.
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Manuscript Type Manuscript Status # Manusipts Manuscript Type Manuscript Status # Manuscripts
Invited Review Awaiting Production Checklist 16 Invited Review Awaiting Production Checklist 16
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Rapid Communication g Invited Review a7
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Original Article 5g52 Make AE Decision 3
Original Article Track Form1 28 Invite Reviewers 4
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Letter to the Editor | Invite Reviewers 4 Awaiting Production Checkist 245
Awaiting DigitalExpert™ Image Checks 24
Awaiting Author Submission 3
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Xil. COLLAPSING AND EXPANDING REPORTS

You can view only the details you want by expanding and collapsing a report. Collapsing a report temporarily removes progressive

levels of detail, making it easier to find and compare high-level summaries. Expanding a report restores the collapsed levels. To
expand or collapse a report, click the Collapse Group or Expand Group button.
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Xlll.  PIVOTING TO CREATE A CROSSTAB REPORT

Crosstab reports are useful for more concisely summarizing or grouping like information. In the first example below, the report
shows Manuscript Type in a column, countries of submitting authors in rows, and then the number of manuscripts submitted for
each country for that manuscript type in a column. The second example shows this information presented in a crosstab report. To
create a crosstab report, open the report that you would like to use, click the column header that you would like to use for the top
row in the crosstab, and then click the Pivot button. In the example below, we used # Manuscripts as our column header and

clicked Pivot.
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Manuscript Type Country of Submitting Author | # Manuscripts
Invited Review United Kingdom 47
Invited Review 47
Letter to the Editor | United States 36
United Kingdom &3

American Samaa @ # Manuscripts Letter to the Editor | Original Article | Invited Review | Rapid Communication Summary

Lot ithe Foy z0 American Samoa 20 53 73
Criginal Article Zambia 10

— s Denmark 14 14

United States - United Kingdom 43 173 47 283

Urited Kingdom 173 United States 36 321 15 | 8 881

Denmark 14 Yemen 13 13

American Samoa 53 Zambia 10 i

Original Article 1,084 Summary 119 1,084 47 16 8 1,274
Rapid Communication | United States 15
Rapid Communication 16
United States 3
B
Summary 1,274

Original Report Results Report Results Displayed as a CrossTab Report

XIV. SWAPPING ROWS AND COLUMNS

You can swap rows and columns in crosstab (pivot) reports. To swap rows and columns, click the Swap Rows and Columns button.

PDSH®B ¢ BXoa ) THZIE GRB- 0D
b [Fo V[se M A B 7y b B 4B

O N E Page 31



XV. CREATING SECTIONS

Sectioning a report allows you to display the value of a selected report item as the heading of a section. To create sections, click the

column heading that you would like to use as the section header, and then click the Create Sections button.
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XVI.

CREATING CHARTS AND GRAPHS

The Cognos interface supports pie charts, line graphs, bar charts, and many other types of standard charts and graphs. To create a

chart, run the report that you would like to use and click the Chart button.
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On the subsequent screen, select the type of chart you would like to insert and the options you would like, and click OK. The page

will then refresh to show your report displayed with your chart.
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XVII.  ADDING CONDITIONAL STYLES

Conditional formatting enables you to format cells based on the values within them. To set up conditional formatting, first select

the column you want to format. Then, under the Change Layout menu on the left side of the screen, select Define Conditional
Styles.
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different styles into the New value textbox and click the Insert button. Next, select the style in which you'd like to displa

that fall above or below the value you entered. In the example below, we want to display in red any submission that

y the results

took longer

than 45 days to reach a final decision. You can enter multiple time intervals and styles, and then click OK to apply these changes to

the report.
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XVIII. FORMATTING DATE DATA

There are times when the dates displayed in reports do not match the format you would like to use. For example, the Submission

Date column may use the month, day, year, and time of submission. To change this so the column only lists the month, day and

year of submission, right-click on the Submission Date column and select the Format Data option. You can then select the format

that you would like the data to be displayed in and click OK.

Manuscript Ty

Invited Review | Jan 1, 2009 10:34:52 PM
Crigingl Artide | Sep 17, 2006 11:56:52 AM

Mar 13, 2008 12:3%:51FM
Moy 26, 2008 12:07:09 PM
MNow 26, 2008 12:09:24 PM
Mow 26, 2008 2:33:41 PM
Mow 27, 2008 5:31:45 AM

Blews 77 WS £047.71F AR

= Top & Pageup ¥ Pagedown X Bottom

Category:

oK

| ‘ Cancel

Format data

Specify how you want the data to appear. Choose Default format to revert to the ariginal format.

Type:

8/19/03

ALIE 19, 2003

Tuesday, August 19, 2003
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Jan 1, 2009 10:34:52 PM

Sep 17,
Mar 13,
Mow 26,
Mow 25,
Mow 26,
Mow 27,
Mow 27,
Mow 285,
Mow 28,
Mow 285,
Mow 28,
Mow 285,
Mow 28,
Mow 285,
Mow 28,
Mow 285,

2006 11:56:52 AM
2008 12:39:51PM
2003 12:07:09 PM
2008 12:09:24 PM
2008 2:33:41PM
2008 5:31:45 AM
2003 6:10:23 AM
2008 2:21:45 AM
2003 5:25: 20 AM
2008 6:55:06 AM
2003 11:02:56 AM
2008 11:07:37 AM
2008 11:12:02 AM
2008 11:15:55 AM
2003 11:26:17 AM
2008 11:29:01 AM

Dec 1, 2008 8:38:07 AM
Dec 4, 20058 10:20:20 AM

Original Report Results

January 1, 2009
September 17, 2006
March 13, 2003
Movember 26, 2008
Movember 26, 2008
Movember 26, 2008
Movember 27, 2008
Movember 27, 2008
Movember 28, 2008
Movember 23, 2008
Movember 28, 2008
Movember 23, 2008
Movember 28, 2008
Movember 23, 2008
Movember 28, 2008
Movember 23, 2008
Movember 28, 2008
December 1, 2008
December 4, 2008

Report Results with Formatted Date
Data
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The Cognos reporting tool supports a variety of export formats, including PDF, Excel, CSV, and XML. The steps for exporting report

results are different for Standard and Build Your Own Reports.

1. EXPORTING REPORT RESULTS FROM A STANDARD REPORT

From the Standard Report results screen, click the View button ( T ) to view or save the report results as HTML, PDF, XML, or

Excel files.

SCHOLARONE ‘ \ THOMSON REUTERS

iffany Coker

(419) LoaOff | ff 1 About

Keywords:
Other Atributes:

T T 1
Manuscript Id Manuscript Type Date Assigned
| | in Excel 2007 Format

=

E-Mail / Phone | Fz E Y n Excel 2002 Format

| Name / Address

Dr. Anna Author rr@scholarone.com MR view in Exce 2000 Sinale Sheet Formet
Education, ScholarOne University B n CSV Format
375 Greenbrier Drive

Charlottesville, Virginia 22901, United States

F: 555-1212 F: 555-1212

Keywords: Enolase, Antiserum, Alpha, Accessory, Maternal, Innominata, GTP, Glycosyltransferase, Ganglion
Other Atributes:

| Manuscript Id | Manuscript Type Date Assigned | Task Name Raole

Keep this version v [ i - g»‘«dd this report k

n HTML Format
n PDF Format
| ML Format
E View in Excel Options P

| Hame / Address E-Mail / Phone [ Fax / Away

Mone Charles Author
Engineering, Baylor University
356 Valley Mills Dr
Waco, Texas 73226, United States

qa-mc@scholarone.com

Keywords: Abdominal, Abuse, Abstinence, Absorption, Ablation, Abducens
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1. EXPORTING REPORT RESULTS FROM AN EXPANDABLE OR BUILD YOUR OWN REPORT

From Build Your Own Report results, export the results by clicking the Run Report menu item on the left side of the screen. From

that menu, click the viewing option you would like, and the system will prompt you to open or save the file in the specified format.

SCHOLARONE | ¢

-'-:' THOMSON REUTERS

BrE @ A ?

-

Menu n

Run Report

Run with All Data

Pre: h Limited Data

BEv

Preview with No Data

View in PDF Format
Specify PDF Options. ..
View in Excel 2007 Format

n Excel 2002 Format
View in Excel 2000 Single Sheet Format
Y n CSY Format

View in XML Format

Advanced Options...

PDEHB $ BX oo p TR~ 2
I}HFont v||Size v| ;A_vB I LL&;' Er 4 H

o B E oo B

Time from Original Submission to Final Decision

2} = DaysBetween Original Submission & Final Decision: Descending order

Manuscript Manuscript Latest Dedsion
ID Type
WRK1-1120 | Original Article | Accept

WRE1- Criginal Article | Accept
1120.R1

WRK1-11338 | Original Article | Accept
WRK1- Criginal Article | Accept
1138.R1

WRK1-1081 | Original Article | Accept
WRK1-1100 | Original Article | Accept
WRK1-1106 | Original Article | Accept
WRK1- Criginal Article | Accept
1106.R1

WRK1-1131 | Original Article | Accept

WRK1-1083 | Original Article | Accept

= Top # Pageup ¥ Pagedown X Bottom

310

310

202

Any report you have saved into your My Folders tab can be scheduled to be delivered to you and to other people in your organization.
Locate the Scheduling icon in the actions section of your list of reports.

| Actions

B More... N
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The first thing you can set is the Frequency of how often you would like the report to be delivered. You can choose from daily,
weekly, monthly or yearly options. All report schedules are base on Eastern Time US.

Next, by checking the Override the Default Values checkbox, you can select the Format and Delivery of your report. Be sure that
you uncheck any options you do not want. Example: Uncheck the Save option in the Delivery section, and select Send a link to the

report by email.
NOTE: The Print the report does not apply to ScholarOne Manuscripts

SCNENNe - REVIEWET REPOTT - WNaow EXPIO
Schedule this entry to run at a recurring date and time. You can run using the default values or spedify the options. You can disable the schedule without losing any of its details.
[~ Disable the schedule Priority: Start:
3 | Oct 10, 2011 -
3 115 PM =
Frequency: -
Select the frequency by dicking on a link.
End:
By Day ~ By Week By Month By Year ¥ No end date
" End by:
I Oct 10, 2011 -
Every |1 week(s) on: ’ i
- s
[¥ Monday [~ Tuesday [~ ‘Wednesday [~ Thursday 3 115 PM -
[~ Friday T saturday [~ Sunday
Options
¥ averride the default values
Formats: Delivery:
Iﬁ Select at least one delivery methad. For burst reports, the email recipients are determined by the burst
' [HTML A specification.
Number of rows per Web page: [ Save:
I 20 :Iv (% Save the report
[#| Enable selection-based interactivity " Save the report as a report view  Edit the options...
I PDF .. = Report View of Reviewer Report
gl:toptons saved [ Print the report
¥ Excel 2007 Printer location:
I Select a printer. ..
I~ Excel 2002
v Send a link to the report by emall  Edit the options...
r |Exce| 2000 Single Sheet vI & ) portay
0 recipients
I Delimited text {C5V)
™ xmL
Languages:
English (United States) Select the languages. ..

When setting up the email you can choose from the following:
Include a link to the report — The recipient will need to log into ScholarOne Manuscripts with their User ID and Password and

then navigate to the Reports menu on their dashboard. Because of this authentication, the user will only see data that they have
permissions to see (Editors will only see data related to submissions they are assigned to).

Attach the report — When you attach the report as a file, the user will see exactly what you see. This means an Editor would
be able to see information about all submission and not just the one they are assigned to.

Be sure you do not check both options when setting up your email, as the system will not know which option to use.
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Set the email options - Active User Information for Export Helb X

Spedfy the redpients and contents of the emai. To add redpients, dick Select the redpients or type the email addresses separated by semi-colons.
To include an HTML report as the message body, leave the Body box empty and select the report as the only attachment.

To:

| |

Co

| |
Select the redpients.., Show Bee

Subject:

‘Repurt: Active User Information for Esport |

@32

i= I= &=
== =

B I

|e=t
[
it
il
1
e
i

Body: Change to plain text »

Indude a link to the report
[ Attach the report

‘ OK || Cancel

G. TROUBLESHOOTING AND FAQ'S

Below are some commonly asked questions and solutions.

e How to build your own Cognos report showing manuscripts awaiting revision
We recommend using the Peer Review Details package if a list of manuscripts awaiting revision is required. To build a report with
this information, do the following:
1. From within the Peer Review Details Cognos package, drag over these fields:
Manuscript ID
Decision

Submission Date
2. Filter on Decision to show only revision decisions. Click OK.
3. Filter on Manuscript ID to exclude "draft". Click OK.

4. Filter on Submission Date to show only missing values. Click on the "missing values" link in the filter pane, to select this option.
Click OK.
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5. Drag over the following filter: "Include Latest Versions Only", located under FILTERS AND CALCULATED FIELDS->FILTER ON
MANUSCRIPT STATUS.

6. You should now see the four filters in the Combine filters section. CTRL+ click the following filters:
Decision: (Revision Decisions)

Include Latest Versions Only

7. Click "Group".

8. CTRL+ click the remaining two filters:

Submission Date: missing values only

NOT Manuscript ID: draft

9. To the left beside the filters, change the AND to OR.

10. Click OK and run the report with data.

e What are the Task and Task 2 fields? How do | use them?

The Task and Task 2 fields display all tasks associated with any manuscripts across all workflows on a single site. These two sets of
fields are duplicates of each other, designed to allow custom calculations between two date fields. The task-related fields are as
follows:

Task Name

Task Performer Name
Task Performer Role Name
Task Status

Task Type

Task Duration

Task Date Started

Task Date Completed

Task Date Abandoned
Task Date Due

Task Days Until Due

# Days from Task Open to Completion
Workflow of Task
Workflow Abbreviation

The Task Name field displays all configured tasks associated with manuscripts. For example, a task name on a site may be "Admin
Checklist" or "Select Reviewers'".

To calculate between two task fields on manuscripts, do the following:

1. After dragging over Manuscript ID, drag over both Task Name fields: Task Name and Task 2 Name.
2. Decide what dates you would like to calculate between each task and drag over two of the following fields:

Drag 1 from this list:
Task Date Started
Task Date Completed
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Drag 1from this list:
Task 2 Date Started
Task 2 Date Completed

3. Filter to display a single Task Name for the first task you would like use for the upcoming calculation. If you are unable to locate
the proper task associated with a particular manuscript, we recommend first filtering on Workflow Name in order to limit what is
displayed under the Task Name field.

4. Filter to display a single Task 2 Name for the second task you would like to use for the upcoming calculation.

5. Select the two Task date fields you selected on step 2. Click "Calculate".

6. Select operation you would like performed between the two fields.

7. Click Insert. The new field displays the custom calculation between the two task dates on all manuscripts included in the report.

e Unable to edit/modify an existing filter - Receive Error Message

In certain circumstances, Cognos will prevent the modification of an existing filter. In order to change the filter, we recommend
deleting the existing filter then creating a new filter using the same field.

e Cognos window closes when attempting to view Excel reports.

Problem: Unable to run reports or export in Excel format but PDF and HTML reports will run. The window closes when attempting to

view Excel reports.

Solution: First, hold down the CTRL key upon attempting to run or export a report in Excel form. If this does not work then please
check or do the following:

* Turn off Popup Blockers

* Remove Google Toolbar: Right click the IE tool bar and turn off Google toolbar

* Size of report: Large Excel reports take too long and if they exceed 63,000 rows, they will not open.

* Disable ALL popup blockers:

There could be a popup blocker built into your browser, but you may have 3rd party popup blockers installed.
Internet Explorer: Click Tools > Popup blocker > Turn off pop-up blocker
Mozilla Firefox: Click Tools > Options > Content > Uncheck "Block Pop-up Windows"

* Internet Explorer ONLY: Please check the following Configuration-Settings (see also solution titled, Cognos Reporting Web
Browser Settings).

Steps:

1. Open Internet Explorer

2. Click 'Tools' -> 'Internet Options'

3. Click the 'Security' tab

4. Click on'Internet’

5. Click 'Custom Level...

6. Ensure the 'Automatic prompting for file downloads' and 'File Download' are enabled.

7. Click 'OK'

** Speed: Large excel reports need lots of bandwidth in order to run before the server times out. 1.5Mb/sec often will not be fast
enough to run a large excel report.

e Two sets of addresses per author are displaying when using Author Address fields

Problem: In the Ad Hoc reports Peer Review Details package, two sets of addresses per author are displaying when using any Author

Address field. If an author's address is updated by the submitting author or the journal on a manuscript, there may be two sets of
addresses displaying.
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Workaround: To get just the author details for the author data that is related to the given manuscript, use the Author Type ID field

from the Technical Fields folder and filter the report by the Type ID number you would like to show. The meaning of the Author Type
ID numbers is as follows:

"1": Submitting Author
"2": Contact Author

"3": Corresponding Author
"4":Co-Author

"5": Invited Author.

Filter on these numbers to get submitting author data for 1 - account-related, 3 - manuscript-related.
To get all authors on a manuscript, you can use option "4". This will pull all manuscript-related affiliation information.
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