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Author Role

Overview

The following instructions provide a step-by-step walk-through of the Author Submission process in the PeerTrack™ online manuscript 
submission system. The system allows domestic and international authors to submit manuscripts online 24 hours a day, 365 days a year. 
Editorial Office staff may contact peertracksupport@allenpress.com to request further training for Editors and Staff or to ask questions.
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Registration

To register as a new user in the system, Authors go to the journal-specific website and click on the Register Now link. On-screen 
instructions are available during the registration process.
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Required fields during registration may vary from site to site, but First Name, Last Name, and E-mail address are required to begin 
the process. Required registration fields are noted by red text and asterisks (*), but filling in information in all available fields is 
recommended. 

The registration process allows Authors to supply Personal Information, Institution-Related Information, and Areas of Interest or 
Expertise.

The Editorial Office Staff may manually register new users if they choose to do so. Alternatively, during the testing phase of a new site, 
the Editorial Office Staff may provide a database of people to PeerTrack Support to be imported into the new site. This keeps a majority 
of users from needing to register. All users included in an import must include First Name, Last Name, and E-mail Address.

An e-mail notification containing the new Author’s registration, username, and password is sent after registration has been completed.
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Author Main Menu

Once Authors have registered and logged in, the main menu will look as shown below.

The Author Main Menu provides access to three author-specific manuscript sections: New Submissions, Revisions, and Completed.

From these areas on the Author Main Menu page, Authors can perform the following tasks.

New Submissions
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Revisions

Completed

Submitting a New Manuscript

To submit a manuscript, Authors must log in to the system and click the Submit New Manuscript link in the New Submissions section of 
the Author Main Menu. This brings the Author to the New Submission page.
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The first field is Choose Article Type. After choosing an article type from the journal-specific list, Authors can either click the Next button 
below the drop-down menu or click the Enter Title button on the left side of the screen to move to the next step.

Authors can enter a Full Title and a Short Title. Word limits can be placed on the Full Title and Short Title fields and are noted directly after 
the headings. The current Word Count can be seen on the right just above the fields. This helps Authors realize if their title is already over 
the limit. If special characters are needed, a link to them is available at the top right of the page via the Insert Special Character link.

Authors can then click the Next button at the bottom of the screen to move to the Contributing Authors section of the submission form.  
Once Authors have entered an Article Type and Title, the submission screen changes slightly and the list of buttons down the left-hand 
side of the form encompasses all parts of the online submission. Authors can use these buttons to navigate from one portion of the form 
to another in any order they choose, though they must end with Attach Files. 

Also, the buttons on the left-hand side of the screen may have blue checkmarks to the left, indicating a field has already been 
completed, and/or a blue arrow indicating in which section the Author is currently.
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Authors can add contributing authors to the submission by entering the name of the co-author and clicking the Add Author button. 
A box is available to be checked if the author should be listed as the corresponding author. All authors added will now be listed at the 
bottom of the page.

To order the authors in the list, Authors can use the blue up and down arrows as needed.

Authors can now click the Previous button if they wish to navigate to the prior page, Next to be taken to the next step of the submission 
process, or the buttons on the left side of the screen to navigate in a different order. This continues to be true throughout the rest of the 
submission process.

For publications with a Section/Category portion of the form, the Author can choose one option from the drop-down list. If it is required 
that Authors designate their manuscripts under several terms, the Select Classifications area is also a journal-specific list defined during 
the testing phase of the site.
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Authors are typically required to add an abstract during the submission process. Authors may type or paste their abstract into the field.

A word limit is placed on the Abstract field and is noted just above the text box for the field. The current Word Count can be seen on the 
right just above the field once text has been entered. This helps Authors realize if their abstract is already over or nearing the limit. If 
special characters are needed, a link to them is available at the top right of the page via the Insert Special Character link.
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Enter Keywords is the next section of the submission form. Authors should enter keywords separated by semicolons. Each keyword may 
be up to 256 characters in length. If special characters are needed, a link to them is available at the top right of the page via the Insert 
Special Character link.

Classifications are a very important part of the submission process. Authors choose manuscript classifications from a publication-defined 
list entered during the launch phase of the site. There are numerous reasons classifications are beneficial, but one of the most important 
is that the same list of terms is used to identify Reviewers. This means that manuscripts with specific classifications can be easily matched 
with Reviewers whose specialties are an exact match.
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To identify the classifications for a manuscript, Authors can click the Select Classifications button just above the Previous and Next 
buttons. A new window will pop open. On the left side of the window is a list of all the publication-defined classifications. Authors can 
check off the boxes on the left and then click the Select button in the middle of the screen to move their choices to the right side of the 
screen. Once all appropriate classifications have been identified, Authors can click the Submit button at the bottom of the screen to save 
the selections.

If needed, the publication can have the Classifications list include headings and subheadings. If subheadings are in use, expand (+) and 
collapse (-) symbols will be available in addition to the Expand All and Collapse All links at the bottom left of the screen.

The Additional Information section of the submission form will vary by publication, and questions requiring a response will show  
Answer Required in red text. Typical questions that publications have often found the need to ask concern conflict of interest or 
publication in multiple sources. If special characters are needed, a link to them is available at the top right of the page via the Insert 
Special Character link.
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The Enter Comments section of the submission form is an option some Authors use. If special characters are needed, a link to them is 
available at the top right of the page via the Insert Special Character link.
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Many publications encourage or require Authors to suggest potential reviewers and allow Authors to note opposed potential reviewers 
of their paper. Examples of each are shown below.
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If an Author tries to continue past a section of the submission form without filling in a required field, the following soft warning appears.

After submission, the Editorial Office performs a technical check of the manuscript and may choose to return it to the Author for changes 
prior to processing the manuscript further.
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Uploading Manuscript Files 

The last step to submitting a manuscript is uploading manuscript files.

Authors select the Item type for each file from the drop-down menu at the top of the screen. Item types include Manuscript, Figure, 
Table, etc.

Authors can enter a description for each file in the Description text box field. The default description is identical to the Item type 
selected. Authors can easily enter a 1, 2, and so on after the description Figure.

Authors may manually enter the file name and location, but most commonly Authors use the Browse… button to locate and select 
manuscript files to be included in the submission. They can then click the Attach This File button to upload the file as part of the 
manuscript. This process is very similar to adding files as attachments to an e-mail. 

Authors can change the order of the files before proceeding to PDF creation by numbering items sequentially and clicking on the 
Update File Order button. Once all files have been uploaded and placed in the correct order, Authors should click Next to build a PDF of 
the manuscript files.
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Before building the manuscript PDF file, Authors are prompted to ensure all necessary files are accounted for. They then click Build PDF 
for my Approval and are nearing the finish line of the submission process.

After clicking Build PDF for my Approval, Authors see a screen that clearly warns them that they are not finished with the submission 
process. The on-screen text prompts them to click the Submissions Waiting for Author’s Approval link, which takes them to a folder of all 
manuscripts at that stage. This folder is also available directly from the Author Main Menu.

The Submissions Waiting for Author’s Approval page is a table showing all manuscripts at this stage. Though generally it is expected 
that Authors would have only one manuscript at a time in this stage, the folder has sorting functionality, and the Action links can be 
expanded (+) or collapsed (-).

In the view below, the arrows in the headings for the 2nd–5th columns allow Authors to sort the view by each column as needed. 
Typically Authors will not need to collapse the Action links, but this functionality is also true for the views of the Editor and Editorial 
Office Staff, who may have 20 or more manuscripts, which can be reduced to a condensed view, eliminating excessive scrolling. 
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The Action links will not appear until a PDF has been created for a manuscript. This page also refreshes automatically, which is a 
functionality that occurs only on select pages where additional manuscripts are added automatically in very short amounts of time after 
tasks such as PDF creation.

Authors can view, edit, approve, or remove a submission using the Action links. They may also send e-mail as appropriate to the 
submission, and they may view reference-checking results if the site uses that option.

The view below shows collapsed Action links. To access the tasks with collapsed Action links, Authors can hover the mouse cursor over 
the Action links text, and the appropriate actions will show up in a view.
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Before approving a converted PDF of the submission, Authors must first click View Submission and review the PDF file. If an Author 
attempts to skip the View Submission step and just click the Approve link, the Author receives the following warning.

Authors click View Submission to open or save the PDF file to their computer. They must review the PDF for accuracy and to ensure all 
figures, tables, or other parts of the manuscript appear as the authors anticipate for the peer review process.

If the submission is not correct and needs to be modified, Authors click the Edit Submission option in the Action links. This returns them 
to the submission form, and they can navigate as needed to update or replace information or files.

Once the PDF file has been reviewed and is acceptable, Authors click on Approve Submission in the Action links. This brings up a pop-up 
window confirming that they are ready to approve the submission. 

Clicking OK takes Authors to the confirmation page, which includes a link to the Author Main Menu.
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PDF File Conversion

The PeerTrack system will create PDFs using the Author’s files so that Staff, Editors, and Reviewers can easily access the documents. 
Accepted file types for the system include Word, WordPerfect, RTF, LaTeX, TIFF, GIF, JPEG, EPS, Postscript, PICT, PDF, Excel, and PowerPoint.

The Author selects the order in which the files will appear at the Attach Files portion of the submission process, and the system 
automatically creates two PDF files. One is for the Staff and Editors, and the other is for Reviewers. The system automatically creates a 
cover sheet with the details the Author entered on the submission form. For the Reviewer version, the Author details are redacted.

The Staff PDF is shown below:

The Reviewer PDF is shown below:
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Inside the PDF, the system will place a link so that Staff, Editors, or Reviewers can download the original source file. For blinding 
purposes, the source file has been sanitized of Author information in the Properties menu.

An example of a link to a figure file:

An example of a link to a manuscript source file: 
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Submitting Revisions

Authors receive all decision letters by e-mail. The peer review process may determine a manuscript needs revisions before further 
consideration for publication. Once the revisions have been made to the manuscript files, the Author submits the revision in a process 
very similar to submitting the original manuscript. However, some information is pulled forward with the revision and does not have to 
be re-entered by the Author.

Authors access the manuscript to make revisions by using either a link in the decision letter e-mail or via the Submissions Needing 
Revision link in the Revisions area of the Author Main Menu. The Author Main Menu will not show active links in the Revisions area unless 
a revision of a manuscript has been requested by the Editorial Office.

Authors click the Submissions Needing Revision link in the Revisions area of the Author Main Menu and then click Revise Submission 
from the available Action links.  This brings up a confirmation pane. 

Authors click OK to continue submitting the revised manuscript. Authors are then directed to a Revised Submission screen where they 
can make changes as needed. Information, including the manuscript number, is carried over from the initial submission. During the 
revision process, Authors have the opportunity to include additional comments and/or a Response to Reviewers of the previous version. 

These comments and responses will be seen by the Editorial Staff and Reviewers, but will not appear in the revised manuscript.
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Authors are shown a list of files from the original submission. Original version files can be included or excluded from the revision using 
the check boxes at the bottom of this screen.

New files may be added to the revision in the same way as in the original submission, on the Attach Files area of the submission form.

Once the PDF of the revision is built, the Author must check and approve it in the same process used during the initial submission. 
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Check Status

Authors may wish to check the status of manuscripts and revisions they have submitted to the system. For the original version of a 
manuscript, they can do so using the Submissions Being Processed link in the New Submissions area of the Author Main Menu. For 
revisions, Authors can find this in the Revisions Being Processed section of the Revisions area of the Author Main Menu.




