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DE GRUYTER

FIRST STEPS

Welcome to the online editorial platform RSuite for authors
and editors of the Encyclopedia of the Bible and its
Reception (EBR).

What follows is a guide for editors, detailing how to submit
and review articles or carry out other editorial duties using
the new platform.
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LOG IN

» Login details will be sent to you in a separate email.

» You can edit your account information and/or change
your password (recommended) by clicking on your name
at the top of the interface.

Language settings:

If you use a German browser, the system might switch to it
by default. You can switch back to the English RSuite
interface by clicking on “Change locale” in the user menu.

Create home folder

Change locale

Reset panels

Log out

@oeLl

Keyboard help
About R5uite

Open Helpfile

07

e

Edit my profile
Change my password
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TWO DASHBOARDS

The editorial platform provides two ways to access articles:
1. Workflow Dashboard

v

Shows all articles you need to work on
(“My tasks”).

v

The Workflow search panel allows you to filter your tasks.

v

This is where you complete your assignments.

v

You can Create an author account (p. 45f.).

2. Content Dashboard

v

You can also Create an author account.

» Do Content Searches for entries or authors and check cross-
references.

» Find the User Search (i.e., for authors & editors).
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YOUR TASKS

Each article goes through several workflow steps. For each
step only one person (i.e., Author, DG Editor, Copy Editor,
Translator) can work on the article at a time and then
forward it when finished.

The following workflow steps are your tasks as editors:

>

>

>

Suggest Author
Approve for Translation
Review 1

Review 2

Review 3

Review Proof (available to all editors simultaneously)
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YOUR WEEKLY REPORT

Every Monday you will receive a “Weekly Report” via email.
It contains a list of all your open tasks (“Suggest Author,”
“Review 1,” “Review 2”). The report also provides you with
an overview of the basic information incl. current status of
each article.

Note:

» The only task that is not displayed in the report is “Review
Proof” since this is accessible to all editors.

» You will be informed by the EBR in-house team via email
for further details regarding “Review Proof” (see p. 19).

Entry Title Task Name %fﬂlﬂx e Due Date ||Size Limit
Matthew (Disciple) | Film Review 1  |[Enno Editor 3000
[Methuselah | Film |Review 1 |[Enno Editor 1500
[Misogyny | Film |Review 1 |[Enno Editod || |ls000 |
Hmmm Film Review 1 fg 19-02- 114500
Music and Musical Instruments | |[Suggest 2019-01- 5000
Film Author 02
Musical (Comedy; Musical Play) ||[Suggest 2019-02- 5000
Film Author 02
Nail (mplement) | Film ‘ﬁmg ! ég 19-01- Y3500
_ - |lsueeest 2019-01-
Names. Naming (People) | Film ‘mm 02 please select
_ ] 2019-01-
Names. Naying (Places) | Film ‘mé : I Hmw
Nature | Film ‘ﬁuggm! : ég 19-01- ”mﬁg gg;gg,‘
Nazareth | Film ‘ﬁm! - ég 19-01- 3000
New Commandment | Film ‘mé : 9101 lso0o
New Testament | Film ‘ﬁuggm! : ég 19-01-Hlsa00
Opera | Film ‘ﬁw : ”6000
Ordain. Ordination | Film ‘ﬁm! ! 6000
Ordination of Women | Film ‘&uggm? o 4500
Scriptuse, Corruption of | Film ﬁm@&’“& 1 3000
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THE WORKFLOW DASHBOARD
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YOUR
“TO-DO LIST”

I d F -]a- Michaela Editor (editor_michaela)
Workdlow |

Content &, L& P WEER
&

. . gu 11 items
» To access your current “To-Do List,” click on Workflow orkiion Seareh c
1 ﬁ Judaism Volume 24 Lemma Review 1

(factory icon) in the top-left corner of the screen. SEETS

» Task Name 2 4% Musar Testentry Volume 24 Lemma Review 2

m
(=1

it Entry Title 1t Tags Type Task Name

"]

v

» Assignee Testentry Musar

W]

» Due Date 3 * Hebrew Bible/Qld Testament Volume 30 Lemma Review 2
- 2Z_Mew_Test_Entry
» Workflow Instance ID

w

» “My tasks” shows a table of all of the articles currently ‘u et Pssen Youme 24 temma - Reven

requiring your attention (i.e., Suggest Author, Review 1, > %

Review 2, or Review 3). s %
-

Test_Pisgah

Hebraw Bible/Qld Testament Volume 30 Lemma Review 2
ZZ_Mew_Test_Entry

v

W]

‘One of the Priestly Family of Pashhur Volume 24 ListLemma Review 3
Test_Nethanel

W]

World Christianity Volume 30 Lemma Review 3

2Z_Mew_Test_Entry Christian

v

o %

Noah, Mordecai Manuel Testeniry Volume 24 Lemma Suggest Author

Testentry Noah, Mordecai Manuel

Wl

Hebrew Bible/Old Testament Volume 24 Lemma Suggest Author

9 &5

Testentry

w]

10 ¢ New Testament Volume 24 Lemma Suggest Author
Testentry
Visual Arts Volume 24 Listtemma  Write Article

Testentry

v

1 g
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YOUR
“TO-DO LIST”

» You can always click on the smaller factory icon to get to ol S8 WichasaEdor otor mchas)
“My tasks.” o ik

#2 Yiitems

2y My Tasks k>3 o Edit Entry Title 1t Tags Type Task Name
é Available Tasks 18 ol ©One of the Priestly Family of Pashhur Volume 24 Lisitemma  Review 3
» You can sort the list alphabetically by the entry’s name. e E e e
The tag for an upcoming volume (e.g., Volume 22) will PRE poreen e e
. . . . ;l oah, Mol cai Manuel Testel folume emma est Author
help you find the highest priority tasks you should start e e ’ s
With 588 o] Hebrew Bible/Old Testament Volume 24 Lemma Suggest Author

Judaism Volume 24 Lemma Review 1

~]

5 g

Testentry

]

7 # New Testament Volume 24 Lemma Suggest Author
Testentry

Visual Arts Volume 24 Listlemma  Write Article
Testentry

World Christianity Volume 30 Lemma Review 3

ZZ_Mew_Test_Entry Chris

]

8 &

|

o g

|

Hebrew Bible/Old Testament Volume 30 Lemma Review 2

10 g%

ZZ_Mew_Test_Entry

|

Hebrew Bible/Old Testament Volume 30 Lemma Review 2

11¢

2Z_New_Test_Entry
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SEARCH FOR YOUR TASKS

» The search panel options allow you to filter your task list.

» Refine your search: Combine a Task Name (Suggest
Author or Review 1) and an Assignee (your user name:
lastname_firstname) to filter the results. The user name

will pop up. Click on it. Then press “Enter” on your

keyboard or click the two circling arrows in the search » Enty Title
panel to start the search. 17 1AL
|Suggest Author
» Your search results appear on the right. v Assignee
[ editor_enno
» Order entries alphabetically: Click on the two arrows  Due Date

symbol to sort alphabetically by entry name. LR O T

Note: Don’t forget to reset before you carry out a new
search (see “Further search settings” on next page)!

22 items
Edit

LI « I
2 5% -l

K3 « JTY

Entry Title
Ancient Near East
Test_Johanna
Archaeology
Test_Johanna
Medieval Times and
Reformation Era

Test_Johanna Christianity

Modern Europe and
America

Test_Johanna Christianity

New Christian
Movements

[est_Johanna Christianity

4
Tags

Test_Tag_1
Test_Tag_1

Test_Tag_1
Test_Tag_1

Test_Tag_2

1
Task Name  Assignee

Suggest Author editor_enno

Suggest Author editor_enno

Suggest Author editor_enno

Suggest Author editor_enno

Suggest Author editor_enno
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Workflow Search

» Entry Title

v Task Name

FURTHER SEARCH o

¥ Assignee

S ETTI N G S |Jebr_editor_enno f Save Search
» Start Date

Name: |Re‘.riew 1

w Due Date

Make your work in the Workflow Dashboard efficient by
saving your individual search filters:

Saved workflow searches » Review 1

@ Delete saved workflow searches Review 2

» Click on the gear wheel,

Film Due this week

Hella tes Review Proof

» Select “Save workflow search,”

» Then enter the name you would like to give your search
setting option.

=)y} Reset search
Workflow Search t’\,‘; Save workflow search

search so that: p» Entry Title Saved workflow searches p

Remember to reset your search filter before starting a new

. . v Task Name
» All search panels will be emptied.

Review 1

» All filters return to original position.




DE GRUYTER

REVIEW
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Entry Title 114 Tags Type Task Name Assignee
’ One of the Prigstly Family of Pashhur Volume 24 Listtemma  Review 3 editor_michaela

Test_Nethanel

Test_Pisgah Volume 24 Lemma Review 2 editor_michaela
Test_Fisgah

— p Musar Testentry Volume 24 Lemma Review 2 editor_michaela
Testentry Musar

Noah, Mordecai Manuel Testenfry Volume 24 Lemma Suggest Author editor_michaela
Testentry Noah, Mordecai Manuel

» To access and edit an article in an entry, click on the
editing icon (pencil on paper) under the rubric “Edit”

(more on p. 20ff.) X editor Home Insert List Table Review  CopyEditing Internal Links

» The editing tool will open up in a new browser tab. The #wite B @ QO C BT x x 9 H o % &8
editing tool is called the “Xeditor.”

Note: If the tool does not open up, your pop-up blocker is
still active! You‘ll need to turn it off. (See further instructions Musar Testentry
for this on the following page)
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REVIEW
1,2&3

» Please forward the article to the next correct step!
- Review 1 = Review 2 or Revise Article
- Review 2 2 Review 1, 3 or Revise Article

- Review 3 = Review 1, 2, Revise Article or CE2

» Click on the arrow to the right of the ,Complete Task” bar.
It will open up and you can select the correct step.

.. Entry Title Task Name Assignee Due
Liturgical Representation Lemma Review 2 Editor_Enno  2017-Dec-12

Liturgieal Representation

Living Cross Review 2 Editor_Enno  2017-Dec-12

Living Cross
Lizard Lemma Review 2 Editor_Enno  2017-Dec-12
Lizard

Loci Communes Review 2 Editor_Enno  2017-Dec-1 2

£y Complete Task for 1 entry

Review 1

editor_michaela
(Michaela Goebels)
{® In progress

@ Next task

’ Available tasks:

Complete Task

&4 Complete Task for 1 entry

f=h Review 2

ebr_test_editor (test editor)

@ Next task

’ Available tasks:

@ In progress Copy Edit 2 - Preparation *
Review 3
Review 1
Ey Complete Task for 1 entry x LOMPICIC 1asK
f=h Review 3 Next task
editor_ela (Ela Editor) > Available tasks:
@ In progress Revise Article v
Revise Article
Review 2
Review 1
Copy Edit 2 - Preparation
LOMmMpIete 1asx
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ALLOW POP-UPS FOR

HTTPS://CMS.DEGRUYTER.COM

Allow Pop-ups in order to access the Xeditor:

» Click on the icon on the upper-right corner of the browser
window.

» Select “Always allow pop-ups from
https://cms.degruyter.com,”

» Click “Done” to complete.

» Refresh the page by clicking on this icon: C

» Note: You only have to allow Pop-ups once.

If you have to change the settings to do so, close and then re-

open the browser to make sure the new setting has been
saved.

el

i
[

(
&
—
o
—

1. Click on the icon

2. Select “Always allow pop-ups for
https://cms.degruyter.com”

3. Click on “Done”

\

Workflow

1]
i
T

te:my-tasks

aboutblank

he following pop-ups were bldcked on this page: ? RSuite

pmmunity Site
; @-a\;s allow ::mfu::u-ups from hi\ps://test-cms.degruyter.com P < '
® Continue blocking pop-ups
Task Ma.. Assignee D )
Suggest Author ebr_editor_enno 1138 O
Suggest Author ebr_editor_enno 1000 O
Suggest Author ebr_editor_enno D 2017-0ct-21 ebr_huebert_michael 2320862 [J
Suggest Author ebr_editor_enno m 2017-0ct-18 ebr_doersing_johanna 1243317 [
Suggest Author ebr_editor_enno E 2017-0ct-18 ebr_doersing_johanna 1246753 [

18
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Workflow

Search for task “Review Proof”

REVIEW PROOF

Sort by due date

|
» A Proof of each article is available to all editors after the wl | % smosuwretiem
. . . . Workflow ontent ﬁ
author has received his/her proof, provided corrections, and N\
. . Qi 2 <171 items 12 3 456 7 8
given hlS/her approval. R o Edit Entry Title It Tags Type  Task Name Assignee [pue Date A
— 148 ol Music Volume 17 Lemma  Review Proof helft_gary 2019-01-21 |
. . . . » Entry Title eeabons
» All editors will be able to access the article at this stage e .
v V 2 %% o1 Fim Volume 17 Lemma Review Proof helft_gary 2019-02-12 |
(assigned to an in-house editor). S P ¢
» Assignee 3 3% el Christianity Volume 17 Lemma  Review Proof helft_gary 2019-02-25 |
» Only one editor can work on an article at a time (i.e., articles S48 5] MocciboosTWdBook  \ome??  Lanma  RedewProot socks 20180225 |
. . » Workflow Instance | of
will then be unavailable for others).
5 -;} el Martin, Frank Volume 17 Lemma  Review Proof helft_gary 2019-02-25 |
» All changes made are automatically in track change mode. AOP 18
» In-house editors will let you know in advance when the time No specific assignee:
period to proof articles is over. all articles are available to all
editors

Note: The articles in “Review Proof” will not be included in
your weekly report and are not in your task list.

19
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EDITING AN ARTICLE
(USING XEDITOR)
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ACCESSING AN
ARTICLE

» To access and edit an entry, click on the editing icon
(paper and pencil) under the rubric “Edit” next to the
article you would like to edit.

» The editing tool opens up in a new browser tab —the
“Xeditor.”

Allow Pop-ups to be able to access the editor:

» Seep.18

. Entry Title
Liturgical Representation
Liturgical Representation

Living Cross

Living Cross
3L @ izard
Lizard

4 4% | Loci Communes

The following pop-ups were blocked on thi
D aboutiblank
() Always allow pop-ups from https://t
(®) Continue blocking pop-ups

D 2017-0ct-21 ebr_huebert_michael 2320862 [
D 2017-0ct-18 ebr_doersing_johanna 1248317 O

D 2017-0ct-18 ebr_doersing_johanna 1246753 [
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EDITING AN
ARTICLE

— I% 4 Q 9 ¢C B I x* x 9 H1  H2 Y &

Home Insert Table Review Copy Editing Internal Links

» To edit an article in an entry, access it by clicking on the
“Write” button on the left side of the toolbar.

» You can now have access to and can edit the article. It is Leon, Luis de
now no longer accessible to others.

Luis de Ledn (1527-1591), the son of an influential lawyer, was educated as a Master
skills as an Hebraist, poet, and prose writer. Prior to completing his studies and receivin
of Salamanca, he entered the Order of Augustine. In 1572, he and other co]leaguemvere
the Inquisition.q




X editor

4 Write

DXEditOI‘ Home Insert  Table Review  Copy Editing Internal Links

& Write B & B QQC@@@




Insert | Table Review, Copy Edjting Internal Links

.xec‘itor Home Insert Table Review  CopyEditing Internal Links

swie B B QO C B I X xx T H 2 %9 fw’ite@@

Judaism

1

Figures
1
Bibliography

1




*Editﬂl" Home Insert Table Review Copy Editing Internal Links

DXEditOI' Home  Insert  Table Review  Copy Editing  Internal Links
: - swie B @@ aoc@o »@

Swie B F B QO C B I ¥ x; HI  H2

Figures

il
Bibliography
1




Insert Table Review Copy Editing Internal Links

DXEditOI' Home  Insert  Table Review  Copy Editing  Internal Links
Sl m[® swic. B @ B Q9 C(®E DODE DT D

Swie B F B QD C B I © x H H2

Figures

il
Bibliography
1
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Swite [ B QO C ® € 9 ® € > v D

Changes have been made here (new
text/deleted text)

Luis de Leén (1527-1591), the son of an influential lawyer, was ed§cated as a Master of Theology and renowned for his
skills as an Hebraist, poet, and prose writer. Prior to completing his stullies and receiving a professorship at the University of
Salamanca, he entered the Order of Augustine. In 1572, he and other cdjleagues were brought up on charges of heresy by the
Inquisition.§

Lebén’s enemies attempted to tarnish his reputation on the basis of the Rugustinian’s commentaries and translations of the
HB. An undercurrent in these attacks was the partly Jewish ancestry of [on. This apparently led some of Leén’s detractors
to view his interest in biblical Hebrew as evidence of Judaizing. During (lf trial, his views concerning the Vg. were brought
under scrutiny. He rejected the idea that Jews had corrupted the OT, and{discussed the nature of the Hebrew language to
produce variant readings. He found that copies of the Vg. often intro errors, and that the text contained improper
translations, especially of Hebrew. Le6n insisted that Jerome'’s text and could be improved. In accordance
with the findings of the Council of Trent, he nevertheless maintaked that that the best Latin version available, and
should remain the authorized Bible of the church.{

Prior to his arrest, Leén had glossed the Song of Songs and translated it into Spanish. This work, the "Cantar de los

Ledn, Luis de

Cantares J, was circulating as a manuscript, but not in print. His translation was brought up during the trial as a questionable
interpretation of Solomon’s Song, and compared to the worldly love poetry off Ovid. In fact, Leén affirmed the orthodox,
typological meaning of the bride and bridegroom signifying the love of Christ and his church. His main purpose, however,
was to translate the precise meaning of Hebrew words and phrases, faithfully rendering changes in tense and obscure images
into 16th-century Spanish, and in doing so elevating the evocative power of the vernacular. His humanistic textual criticism
shed light on difficult passages, even if this meant openly criticizing Jerome’s translation. Ledn also demonstrated an interest
in the aesthetic quality of the text, employing language that is reminiscent of classical and Renaissance writers of pastoral
literature.

Leon spent nearly five years in prison before he was exonerated and returned to his post at the university. Following his
release. the Hebraist was elected Chair of Biblical Studies. He went on to pen a number of other commentaries on OT and

Accept or reject a change

Jacob Cerone
09:10 Today

Thia is a comment

Jacob Cerone
09:10 Today
Here is another comment

Jacob Cerone
09:11 Today

Content inserted - :
that

Jacob Cerone
09:11 Today

Content removed - :
that
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XEditor Home  Insert List CopyEditing  Internal Links

# wite | B Q-oc@--»@(--)vo

Leén, Luis de Comments have been

Luis de Ledn (1527-1591), the son (adglﬁndnl lawyeg was educated as a Master of Theology and renowned for his
skills as an Hebraist, poct, and prose writer. Prior to completifg his studics and receiving a professorship at the University of
Salamanca, he entered the Order of Augustine. In 1372, he and Rper colleagues were brought up on charges of heresy by the

Ledn's enemies attempted to tamish his reputation on the basis oQQl Augustinian's commentaries and translations of the
HB. An undercurrent in these attacks was the patly Jewish ang g apparently led some of Ledn’s detractors.

1 Hebrew as evidence of Judy# NgWs concerning the Vi, were brought
under scrutiny. He rejected the idea that Jews had cornf; i nature of the Hebrew language to Jacob Cerone
produce variant readings. He found that copies of the d that the text contained improper @ v
translation
‘with the findings of the Council of Trent, he nevertheless maintained that skat it was the best Latin version available, and
should remain the authorized Bible of the church.§
Prior to his arrest, Leon had glossed the Song of Songs and translated it into Spanish. This work, the " Cantar de los
Canrares s, was circulating as a manuscript, but not in print. His translation was brought up during the trial as a questionable
interpretation of Soloman’s Song, and compared to the worldly love poetry of Ovid. In fact, Leon affirmed the orthodox,
typological meaning of the bride and bridegroom signifying the love of Christ and his church. His main purposo, however, Today
‘was 1o translate the precise meaning of Hebrew words and phrases, faithfully rendering changes in tense and obscure images Content inserted - :
into 16th-century Spanish, and in doing so elevating the evocative power of the vernacular. His humanistic textual criticism
shed light on difficult passages, cven if this meant openly criticizing Jerome'’s translation. Ledn also demonstrated an interest
in the aesthetic quality of the text, employing language that is reminiscent of classical and Renaissance writers of pastoral
literature.
Leén spent nearly five years in prison before he was exoncrated and retumned to his post at the university. Following his
release. the Hebraist was elected Chair of Biblical Studies. He went on to pen a number of other commentaries on OT and

Here is anather comment
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& Write 4 Q

£y RSuite CMS - Content X \(X Ledn, Luis de | Ledn, Lu(x )/@ Preview: Ledn, Luisde X\

List Table Review Copy Editing Internal Links

C B I ¥ xx 1T H H 9 &

Leén, Luis de f Theology and renowned for his

a professorship at the University

'ought up on charges of heresy by
Luis de Ledn (1527-1591), the son of an influential lawyer, was educated as a Master of Theology and renowned for his
mentaries and translations of the
itly led some of Ledn’s detractors
concerning the Vg. were brought
by the Inquisition. ature of the Hebrew language to
that the text contained improper
rould be improved. In accordance

skills as an Hebraist, poet, and prose writer. Prior to completing his studies and receiving a professorship at the University
of Salamanca, he entered the Order of Augustine. In 1572, he and other colleagues were brought up on charges of heresy

Ledn’s enemies attempted to tarnish his reputation on the basis of the Augustinian’s commentaries and translations of the
HB. An undercurrent in these attacks was the partly Jewish ancestry of Leén. This apparently led some of Leon’s atin version available, and should
detractors to view his interest in biblical Hebrew as evidence of Judaizing. During the trial, his views concerning the Vg.

were brought under scrutiny. He rejected the idea that Jews had corrupted the OT, and discussed the nature of the Hebrew

language to produce variant readings. He found that copies of the Vg. often introduced errors, and that the text contained

oa (Western and Christian
l'anh, An Minh, An Hoa, y

improper translations, especially of Hebrew. Leon insisted that Jerome’s text was not infallible, and could be improved. In
accordance with the findings of the Council of Trent, he nevertheless maintained that it was the best Latin version
available, and should remain the authorized Bible of the church.

Prior to his arrest, Ledn had glossed the Song of Songs and translated it into Spanish. This work, the /Cantar de los
Cantares J, was circulating as a manuscript, but not in print. His translation was brought up during the trial as a

anestionahle internretation of Solomon’s Sone. and comnared to the worldlv lave noetrv of Ovid In fact [ .edn affirmed
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Start typing here

Judaism

1

Copy (Ctrl/Cmd+C) from Word and paste

Figures
(Ctrl/Cmd+V) here

1
Bibliography

T
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Judaism

Figures Paste your bibliography in here
1

Bibliography

1
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J
;‘wme@E«;DCQ%Q

Judaism

|

Select the next task
Current task

@ Review 1 ; _ Comnlate tack L1
@ Review 2

Hella Behrend (ebr_behr...

& ¢=}y | Copy Edit 2 - Preparation
N progress

f=h | Revise Article




Workflow Search L2 SL

@ &

p Entry Title

v Task Name

p Start Date
p Due Date

» Workflow Instance 1D

Entry Title
Wisual Arts
Hella




Author

* For assignment of\g corresponding author, please click the
appropriate name

ebr_testautor_2 X




Qpud

Workflow Search Edit Entry Title Tags Type Task Name

Visual Arts Lemma Write Article

Hella

» Entry Title

v Assignee

dgebrg_spiekermann_rika

» Start Date

» Due Date

» Workflow Instance ID

Current task

@ Write Article : Complete task .
Rika Spiekermann (dgeb__ - :
® nprogrss




New Christian Movements

Place cursor here, then click this
1 symbol in the toolbar

Insert  Table | Review Copy Editing

Bibliography

; roe%n
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SUGGEST AUTHOR
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SUGGEST AUTHOR

Go to RSuite Community Site

123 4567 89 10 1 1213 14 15 16 17 18 19 20 21 22 23 24 25 =<
Edit Entry Title Tags Type Task Na.. Assignee Due D.a . Last F_. Last Forwarde.. ID
#] Dance Lemma  Suggest ebr_behrend_nella 2018-Jun-01 ebr_spiekermann_rika 3833425
Testrika Author

Task N;
WL s 1 Visual Arts Lemma  Suggest ebr_behrend_hella 2018-Jun-01  ebr_spiskermann_nka 3838347

Suggest Author TestRika Author
O p en / CI ose e ¥l Fim Lemma  Suggest ebr_befrend_hella 2018-Jun-01 ebr_spiekermann_rika 3833300

TestRike Author

H H 4 P Literature Lemma  Suggest ebr_behrend_hella 2018-Jun-01  ebr_spiekermann_rika 3838321
— panel below by clicking : el e

5 8% Music Lemma  Suggest sbr_befrend_hella 2016-Jun-01  ebr_spiekermann_rika 3888373

o n I e » TestRiks Author

» Workflow Instance ID

~
€ EBR_Main [1603815] - Suggest Author [1603822]
©

» Click on the article in the list of results and the respective 2 S
=]

(£} suggest Author {2} suggest Author

= ’ P Hella Behrend (eor_behr Hella Behrend (ebr_behr...
% In progress & In progress

row turns yellow.

Task details

[11 Description
» Further information on the article is displayed in the panel Lo e e o e
¥ Candidate Groups - EBR__ Editor1, EBR___Editor1

below. You can open it by clicking on the i symbol in the ety e

Date created

selected row.
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SUGGEST AUTHOR

If you already know the author you would like to assign for
the article, then:

v

Select “Assign users” via the gear wheel.

v

Start typing the author’s last name in the field “Author.”

v

A drop-down list will pop up with all existing EBR authors
(accounts).

Click “Save.”

v

Note: The author has been recorded on the platform
according to her/his username (e.g., lastname_firstname).

Workflow Search

Entry Title

» Entry Title

New Testament

Testentry

w Task Name

Greco-Roman Antigu

| Suggest Author

Testentry

w Assignee

Judaism

Testentry

| editor_michaela

p Due Date

Assign users

View author and editors

» Workflow Instance ID

Memos

Click on the blue 6 L5 o Archaeology

gear wheel

Testentry

a Assign users for

Author

* For assignment of the corresponding author, please click the
appropriate name

author_aJ
author_amy
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SUGGEST AUTHOR

Enter a due date

>

>

Click the memo icon (speech bubble) for the article.
Type in “Due date: yyyy-mm-dd” and size limit.
Then click the “Add” button.

Your memo has been saved and you can “close” the dialog
box.

Any other important information can also be added in the
memo field.

Note: You can find the suggestion for the size limit in the
content dashboard or the preview (see p. 51).

Type Task Name Assignee Due Date
Lemma Suggest Author editor_michaela

D Memos

Add a new memo/\

Memo text /fDue date for Prof. Meier: 2012-06-20
Size limit: 6000 charactersl

Recorded memos Add memo

D Memos

Add a new memo

Memo text

Recorded memos

Count: 1

ebr_behrend_hella 2018-Jan-18 08:50:34

Due date for Prof. Meier: 2018-08-320
Size limit: 6000 characters

vl




DE GRUYTER

ADD A COMMENT

If you want to leave a comment for the author,you can use
the comments function in the lower panel.

>

>

>

Click on the entry so that it is highlighted in yellow.
A lower panel will open or

Open the panel by clicking on the arrow.

Select the speech bubble on the left-hand side of the panel.

Write a comment and press Ctrl/Cmd+Enter to add the
comment.

The comment will be visible for the author as soon as the
article has been sent to her/him.

Note: Use the comment function in the Xeditor to make
specific comments on the content in the text (see p. 28).

el

Workflow
I — 48t 2 Rika Spiekermann (ebr_s
-1
Workflow Content q
Q N &H 0 <] 22 items
= ) )
Workflow Search o ﬁ Edit Entry Ti
) (7 ] 2l A Prigst
o EITLE Micsish
v Task Name B « JRPY wirmah

Mirmah

4

@ EBR_Main [1298341] - Prepare Publication [147895

CirifEnter to save @




DE GRUYTER

FORWARD
THE ARTICLE

Volume_16 Lemma Review 1 Editor_Enno  2017-Nov-24235958  [[]  2017-Now-03  ebr_rupschus_ni 1550865
Volume_16 Lemma Review 1 Editor_Enno  2017-Nov-24235959  [[]  2017-Now-03  ebr_rupschus_nicole 1394085
Volume_16 Lemma Review 1 Editor_Enno  2017-Jub12235959  [] 2017-0ct25  bumetis-bletscn_rhon 1473187

Lemma  SuggestAuthor  Editor Enno 2017-Aug-312350:59  [[] 2017-0ct20  ebr_huebert_michael 1410099

» After you have entered all the necessary information
needed to invite an author, forward the article to the
next step in the workflow process, i.e., “Invite.”

¢ EBR_Main [1050984] - Suggest Author [1050991]

[=] Task history Current task

2} suggest Author (2} suggest Author .' Complete task V]2
’ ¥ Enno Editor (Edtor_Enno)
ncel crai

Enno Editor (Editor_Enno)

» Click the “Complete task” button on the bottom right- B i
hand side of the screen in the panel and select the paweess
relevant task.

E 3 Assignee © Enno Editor <Editor_Enno>
(0] Due date © 2017-Aug-31 23:59

i Priority - Medium

& Date created - 2017-Oct-20 16:58

@ Expected duration : -7,

Y Altachments

Note: Please make sure that you are forwarding the
correct article. The article name must be highlighted in
yellow and displayed in the lower panel.
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THE CONTENT DASHBOARD



DE GRUYTER

SEARCH FOR AN
AUTHOR (USER)

» Click on the gear wheel on the right-hand side of the
search panel.

» Select “Search forms” and click “User search.”

» Enter the author’s name in the search field (first name,
last name, or user name) and enter.

» If you are unsure of how to spell it, you can type in part of
the name followed by * and press enter.

» The results list will show all user accounts with this name.

» Click on the gear wheel of a user account to open the
profile and check or edit the information in the account.

1. Select User Search

M ﬁ 'ﬁ Enno Editor (editor_enno) Content
Waorkflow [l:::n'. @
axm (8

Search forms » '}’._g‘l Asset search

Standard search v}’gl Other Names

:E" Reset search }-_9 Standard searq
T WP EBlg

» Entry Title }-_Qr User search

» Entry Type

2. Enter author’s name 3. Search Results

Q*ﬂ # C <] &£ Q search

a[al
User search oo 2 items

) <& Name

1 €% T doe_john <user>

'_doe

p First or Last Name
2 £ 1) doe_jane <user>

Switch back to Standard search

e

48 Enno Editor (editor_enno)

Workflow Content @
Q * ﬂ R )Y~ < e ~ o1
Create SmartFolder
User searol) Search forms B \__9. Asset search
i i
(doe Cg Save search \_9 Other Names
» First or Last Name - » ¥ standard search
% Reset search ‘Q User search

I 44
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CREATE AN —
AUTHOR g ez

Add to briefcase

Standard search Add to favorites
C Remove from recent folders

Reports

If you want to assign an article to a new author, you need to » Entry Title

= | My current report (e-mail)
create an account for her/him.

p» Entry Title (exactly) Create Author
» Click on the project gear wheel above the blue bar. » Entry Type

» Select “Create Author.”

» Note: You can also do this in your Workflow Dashboard!

Inspect

Add to briefcase

Workflow Search S Add to favorites
FEemove from recent folders

Entry Title
Reports

Task Name

= | My current report (e-mail)

| Suggest Author

Assignee




DE GRUYTER

CREATE AN
AUTHOR

» Enter the required information (*) in the form. If you have
information regarding the city, state, country and institution
of the author, please enter it as well.

» Enter a login name, e.g., last name_first name (Once a login
name has been set up, it CANNOT BE CHANGED!!!).

» Click “Submit” to create the account.

» An automatic email with all the necessary information (i.e.,
article name, due date, character count) will be sent to the
author in a later step, (i.e., as soon as the article has been
assigned to the author and forwarded to the task “Write”).

» Return to the Workflow Dashboard, then search for and select
the new author in the assignment dialog box.

f - -
Ontent
Enter author details
Create User "
Login Name * Street Phone Number
meier_michae
Email Address * City Fax Number
michael meier@degruyter.com New York
Academic Title Postal Code Department
Prof.
First Name * State/Province Institution
Michae NY
Last Name * Country ORCID
Meier usa|
Comment
y

46
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FIND ARTICLES BY AN
AUTHOR

[2] 35 4 items shown (out of 4 total)

2 Name A |t Tags Edit Type Task Name Assig
1 @& ) Ancient Mear East Volume 24 | Lemma Write Article muste
» Entry Title Testanity
2 &% DFim Volume 24 »] Lemma Write Article muste
» Entry Title (exactly) Testentry N
3% B g;zm?uman Antiquity Volume 24 | Lemma Write Article muste
|
Islam i i i
18 D s N ]l Lemma Write Article muste

Search for articles assigned to a specific author:

» Start writing a name (lastname or first name last name [e.g.,
Thomas Romer]) into the search panel “Assigned User.”

v Assigned User

Erika Mustermann

» You can combine a search with a “Task Name”:

» Write Article 2 Author
Or:

» Review 1 - Editorl

» Review 2 - Editor2

» Review 3 - Editor3



DE GRUYTER

FIND AN ARTICLE

Find a specific article:
» Enter an entry’s name in the search panel “Entry Title.”

» Select the option “Entry” in search panel “Lemmas” (not
“Lemmas”).

» All results containing the word you have typed in will
appear in the results list.

» Select the entry and unfold the structure by clicking on
the small arrow ().

» Select the article you were looking for.

Note: In the search panel the field “Lemmas” is set to
“Article” by default.

Select entry and “unfold” structure

Select “Entry” as lemma type

Type in the name of entry

Content

@ o =

Dashboard Wiogkflow Content

-m 2 Enno Ed%r_edtor_enno]

QX ft o3

Standard search

C

v Entry Title V

IJacob

» Entry Type

v Lemmas

[Enty G
Article
HE
All

p ENOY D }

» Create Date

» Modified Date
p» Checked out by
» Assigned User

» Memos

EBR
» Area
» Size Limit
» Alphabetical Range
» Volume
p Volume Due Date

» Translation needed

. lannauann Dalichinn

a

[ Matham, Jacob

) Emden, Jacob

[ Jacob, Benno

[0 Jacob's Well

[ Leon, Jacob Judah

Ty Qirgisant, Jacob al-

T Jacob, Prayer of

) Jacobs, Louis

T Epstein, Jacoh

[ Menahem ben Jacob ibn Sariig

[} Cordovero, Moses ben Jacob

Dobn oo

T Jacob
T Jacob
Jacob
% Cross references
Jacob
7 Son of Isaac and Rebekah
Jacob

T Ancestor of Jesus
J3cob

\4

Tz

) Milgrom, Jacob

) Wettstein, Johann Jacob

[ Gordin, Jacob

T Meklenburg, Jacob Zvi

) Anatoli, Jacob ben Abba Mari

T Jacob ben Meir Tam
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VIEW ENTRY STRUCTURE

T Abraham

Cross references
Abraham
ﬂ Hebrew Bible/D1d Testament
Abraham
Mew Testament

Judaism
Abraham

» Select the entry. T Second Temple and Hellenistic
Judaism

» Click open the entry structure until you have found the 2 b e

article you are looking for. Abraham Judismm
T Medieval Judaism

Abraham Judaism

ﬂ Modern Judaism

> 5

Abrahamn

ﬁ Ecumenical Discussion
Abraham

h Dther Religions
Abraham

Literature
h Abraham




DE GRUYTER

ACCESS AND SAVE
A PREVIEW

» Click on the gear wheel to the left of the entry.
» Select “Preview” and then “HTML Preview.”

» Save the preview as a pdf by using the shortcuts:

» Ctrl+P
» Cmd+P

Gear wheel

HTML Preview

1.2 %45 Add to briefcase
2 _: Organize

3 * I:} Copy Title

Memos

Preview: Moriah

Link Tables

List of contents

+ Moriah
o Cross references

o Hebrew Bible/Old Testament

o Visual Arts

Metadata Name

Size Limit

»

Metadata Value

please select
Character Count 19:
Character Count for Print 195
Word Count a8
{previe
22021 Previ: arih
Moriah

Print

Destin:

Pages

Layout

ation

settings

B saveasPDF -

All -

Landscape -

v

m gance!
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DE GRUYTER @ D Kasemann, Emst
Content Details Content

+ o ID - 1352196 B Root element * book-part
® 23 Namespace URI - hitp/Awww.ebcont.com/degruyterfcms/bits/2_0
(=)

(0] Created - 2017-Dec-9 00:30 L Created by - ebr_importer
o Modified © 2018-Jan-18 20:49 L Wodified by - ebr_importer

FIND SIZE LIMIT
METADATA

. Kasemann, Ermst Volume : 15

PS5 Key - MainLemma_6605_txtebr Greek : yes

Size Limit : 4500 Formal Check : yes

Alphabetical Range : K Translation needed : no

Language Polishing : no Bibliography - no

Suitable lllustration : perhaps Sources Check : no
Published Online : 2030-01-01 Volume Due Date © 2030-01-01

Histo
You can find the suggested size limit as well as all other !

2017-Dec-9 by ebr_importer 1.0 : original
metadata concerning the article in the content dashboard:

» Search for the article (see p. 48).

» Click on the article so that it is highlighted in yellow.

» Click open the lower panel (the “Inspector”).

» Scroll down to find the suggested size limit. Metadata Name Metadata Value

» You can also find the size limit in the article’s preview. — g

Character Count 3662
Character Count for Print 3662

Word Count 582
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