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1. SOFTWARE REQUIREMENTS

e In order to use the MedPal Manuscript Submission System you must have the
Adobe Acrobat Reader (PDF reader) software installed.
¢ You may download this software for free from: http://get.adobe.com/es/reader/

2. REGISTERING AS AN AUTHOR

e Access the address http://gestormedpal.inspiranetwork.com/Account/Login.aspx
e Once there you will be given two options:

2.1 1 am already registered in the plataform

e You access http://gestormedpal.inspiranetwork.com/Account/Login.aspx, which
will take you to following screen.

enter email and password

Password :

! Keep me logged in

I forgot my password

o Click on “Validate user” at the bottom of the screen after entering your log-in
data.

2.2. | am a new user

e You access http://gestormedpal.inspiranetwork.com/Account/Login.aspx, which
will take you to the following screen.
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You need to register for submitting

manuscripts

e Please click on “Ckeck in”.

e The system will then take you to a registration form that you must fill out.

Author registration @15 @i
8 -

Use this farm to ragisier in our system. (Minimum passwerd lenght 4 characters)
Login data

Email (° Password (7}

[T Vigws passwerd

Personal data

Name (*) Country (7}
Sumame (7} Zip Code:
Address : Language
Espafiol ~
City B
rovincs Instiut
DeparimentiSarvice

¢ You must select a language during registration, which will be the language
the system will use to communicate with you.

Author registration @ . @i

e Upon completion of the registration form you will receive a confirmation
email including an activation link and your platform access data.

o This registration form will only come up the first time you access the MedPal
online platform.
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e By clicking the activation link your registration onto the new platform will be
complete.

e You must bear in mind that the data you enter in the registration form,
specifically your email address, is what the platform will use to try and
communicate with you.

3. EDITORIAL PROCESS FOR AUTHORS

Article submission

Initial
validation
Author changes

Editorial review

/ ¢ ‘\A\ Author chqnges
Rejected Accepted Accepted with
chanaes

Editorial process

Minmal

changes
roposal
Author’s final prop
approval v

v

Publication
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3.1 How do | submit a new article?

‘Your usemamsa has different roles to acoess various areas m this tool. Selact the role you want to access this soreen with:

{_) Awthor (8 Reviewsr

¢ You must click on the “New article” button on the right upper part of the screen to
submit a new paper.

o After clicking on “New article” the following window will come up to start the article
submission process.

Information about the article

Submizsion typs Criginal Es
Arzz of interast (%) LS
Article writtan in (T Ezpaficl ® English

Titie in English (%) :

el
Keywards in English (%) -
Snparaied by comemme
Abstract in English (%}
P
Tithe in Spanish (%)
s




Publicacién Oficial Sociedad Espafiola de Cuidados Paliativos

edicina

Paliativa

¢ Should you wish to cancel the submission at any time during the process, the system
will save your submission at the point where you left.

e The article submission process involves four steps:

3.1.1. General information

e In this step you must:
o Enter the data required by the system.

Submission type Criginal »

Arzz ofinterest () R

Aricle written in i Ecspaficl (@ English

Ttz in English %}
s
Keywords in English {*) ¢
Separaied by cormenes
Abstract in Engfish (%) :
s
Ttk in Spanish (%)
s
Keyweords in Spanish {*)
Separaled by comynes

Abstract in Spanish (%)
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o After entering the required data you must click on “Next”.

3.1.2. Information about authors

¢ In this step you may add the authors of the manuscript.

e To do so you must enter in the required fields the data of each author, and “Save”

each completed record before adding the next.

Autar 1 (sutort@altsies)

Add new author

Erail {*) Address
Mame (%] City
Surnsme (¥} Prowincs
nstawtian (%) Zip Code
C=partment’Sennce Cogntry

The person who submits the article is considered the main author; subsequent authors
may anytime be edited, deleted, or placed in the order of your choice by using the options
“‘Delete,” “Upload” or “Download.”

After registering all authors in the order shown in the manuscript you must click on “Next.”
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3.1.3. Transfer of rights

Step three involves electronically signing a transfer of rights form.
The transfer of rights agreement proposed by MedPal is displayed.

To continue the process you must check the box to indicate acceptance of the transfer of
rights agreement, and then click on “Next.”

(11 acept the sssignment of rights in the shove specified terms and confinm its veracity

=D &

3.1.4. Required files

e In this step you must upload all the files your article requires in order to be

assessed.
Article submission Step4 /5
C leth
el Seleccionar archive | Mingln archive seizcsionade Subir Fichero

Complate articlz (%) Sedeccionar archive | Mingun archav sesccionzda Subir Fichero

Fies-doc, .doox

Articulo sin identificacion de Seleccinnar archiva | Mingin archive seleccionsdo Suhir Fichero

autores y centra (7) Edit i bt
Other files
Type: Tablg w
Drescription
A
Fiz  Seleccionar archavg | Mingun archiva sstsccionade Subir Fichero

Flos.dog,  doca, e, jpg; .of, jpng, Jf, 4, s , RS PP PRt pel
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The uploading process is as follows:

o You must click on “Select file” button associated with the document you wish to
upload.

Cover letter
| "Ssteccionar archiva | Mingun archive ssisccionsds
Fiies o, docx

e A window will pop up wherein you must pick the chosen document from
among the files in your computer.

Article submission Step4/5 m

Cover letter
@ Abrir x
4 || « Escritorio » XMLRESED v | @ Buscar en XML RESED
Complsta article
Organizar = Nueva carpeta =~ M @
Adiculo sin idenl A Nombre Fecha de modificacién  Tipe ]
autores y centro # Acceso rapido

[ Articulo3822_12052021100552
[ Articulo3825 1205202135115
] Aticulo3826 0107202155251

05. Retinopat #
1603-2021 OR M

Ofter Sl Archivos traduci [7] Articulo3845_12052021121615
e Articule nuevo [ Articulo3879_22072021131718
P Médula 3 ] Articulo3857 0507202145458

[ Articulo3900_29062021145218
[7] Articulo3901_13052021112349
5 @ OneDrive - INSPIR 1] Articulo3902 1305202132520
s v €

B INSPIRA_NETWOR

Nombre: |

e You must select the right item and click on “Subir ficher (upload file)”

Cover letter —
| Seleccionar archivo | MediPal Carta...sentacindocx | Subir Fichero |

Files.doc, .docs

¢ Once afile has been uploaded you have the option to delete it by clicking
on the “Recycle Bin” icon.

Cover letter
MediPal Carta de presentacin.docx w
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¢ Required documents include:

= Cover letter + conflicts of interest — Besides introducing the article
any related grants, awards, or support must be declared in the conflicts
of interest statement and, where appropriate, described in the cover
letter using the template form you may find both in the website’s general
information and the platform.
= Complete article.
= Article with no authors or sites specified.
e This is necessary to guarantee a blind review. Please ensure no
authors or sites are mentioned in the heading and body of text.

= Once all files have been uploaded, you must also attach any images,
tables, etc., using the specified formats.

e You must also identify the type of file (table, image, etc.) and, optionally, a

brief description.
Other files
Type Table V|
Description
Y
File Seleccionar archivo | Ningun archiva seleccionads ‘ Subir Fichera |

Files.doc, . docx, .pdf, .jpg, .@if .prg. ¥, 6, s, sk, pps, pps<. PPt Ppb

Once all necessary files have been uploaded, you must click on “Next” if you are
satisfied or “Previous” if you want to modify any data.

Cover lett
overlatier MediPal Carta de presentacin.docx ]

Complete article {7} mediPAL manuscrito ciego.doox
Articulo sin identificacion de  mediPAL manuscrito sin autores Chia Contigo version corregida -
autores y centro 1) copia.docx

Other files
Description
4
File [ Seleccionar archive | Ningin archivo sefeccionade | Subir Fichero |
esdos, docx. pdf, jog. oif png, B, GF. s, wdsx, pps, ppss. ppl ppte
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3.1.5 Review and submission confirmation

In this step you must review the final contents and easily confirm the submission is
final.

To this end you must click the “Validate all” button.

---------------------------------------------------------------------------------------------------

The artiele and all related documentation will be submitted

Information about the article
Title: ASDC
Keywords: GWEQ
Abstract: sdags
Submigsion type: Editorial

Authors: Aufor 1(-)

Files Article
Cover letter: MediPal Carta de presentacin docx
Complete article in English: mediPAL manuscrito ciego.docx

Article without identification in English: mediPAL manuscrito sin autores Chia Contigo version comregida -
copia.docx

Once this button is clicked the article is correctly submitted, and you will receive a
confirmatory, informative email. You will be able to consult the evaluation process
from your control panel.

SHould you not wish to submit the article, you may click on “Previous” to review all the
documents involved.

Please bear in mind that after clicking on the “Validate all” button the article will start the
evaluation process and no changes will be possible other than those suggested by
the Editorial Committee.

In turn, once step 1 has been completed the platform will memorize the point at which
you interrupted the submission process, so you can start where you left off the next
time you log in.



Publicacién Oficial Sociedad Espafiola de Cuidados Paliativos

edicina

Paliativa

3.2. How do | know the article was validated for the review process?

o Before entering the evaluation process the system must check whether the submitted
files match the requirements specified in the publication guidelines. Two possibilities
exist:

o If your article is validated you will receive an email to confirm its entering the
evaluation process.

o Ifitfails to comply with the requested characteristics or requirements, your article
will be rejected and:
» You will receive an email discussing the issue that was found and you
must modify.
» To modify the article you must access your control panel, where the
article will be shown as “Pending changes.”

12842021 04-08-2021  Sindrome Neuroléptico Maligno en el Adulto Mayor Descripcion de un caso. Clinical Notes Pending Changes @

Review

= Then you must go to the “Actions” tab and click the “Edit” button to
modify your paper according to the editor’s requests.

X You can perform the following actions on this article
SUMMARY

Amend
B rfues Article
Comentaﬂo del Edrl‘or Asaciad 08/ 2(:25:38
# AcCTIONS (Espaiol) Estimada Dr. Iréne b ;

ff1 ARCHIVE

FA EMAILS

3 respuesta de s nreaiunts

This article requires some changes. Edit and change as needed



Publicacién Oficial Sociedad Espafiola de Cuidados Paliativos

edicina

Paliativa

= The system will take you back to your article where you will find the files

submitted in the initial version.

= You must replace the old documents with the new ones including

the requested changes.

Article submission

REMEMBER TO SUBMIT ALL FILES IN THEIR FINAL VERSION, WITH SPECIFIC

CHARACTERISTICS.
Cowar letter
COVER LETTER.doc n
Comptete articka |} Sefecoonar archive | Mingdn enchivo selsccionada | Suhir Fichero
Fligs oo, 200K
Articulo sin jdentificacion de Selecoonar mrohive | Mingdn prchive seecoonais Subir Fichero
subores y cantro (%) S e
Arficie no igentincation Hingdn mrchivo seeccionuda Eubir Fichero
showing changse () TP
Respanse o reviawars (%) Seleccionar wrohive | Ningdn echive seleccionadga Subir Fichero
Fha. foc, So
Other files
Typm Tahle W
Diescnphon
b
File Selecciormr archive | Mingun archie ssleccionado Subir Fichemn |
Fiigs oo o pg. gl g, AT, B i ER pps: DpEE palppi
Previous Cangef edifion m

= Once this is completed the files will be resubmitted for validation.
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3.3 What happens once my article has been validated?
e After validation the article’s editorial review process begins.

o Three situations may arise during this process:

3.3.1. Article accepted

e You will be notified by email that the article has been accepted and the final editorial
process has begun.

3.3.2. Article rejected
¢ In case your article is rejected you will be notified by email.
e The evaluation process is terminated.
3.3.3. Article accepted with changes

e Should the Editorial Committee consider that your article may be accepted once certain
changes are implemented, you will be notified in an email discussing the required
changes for acceptance.

e To modify the article you must access your control panel, where it will be listed with a
“Pending changes” status.

1273/2021 29042071  Panlcufifi Mesentsrica: |85 algo ds ko que noE tanemos que preccupar? Clirscal Holes Panding Chanpes @

= |n order to modify the article as requested, you must go to the “Actions”
tab and click on “Edit.”

x You can perform the following actions on this article
SUMMARY

o
B FEs e
Comentario del Editor_Asociado: 01/08/2021 20:25:58
4 AcTIONS (Esp

i ARCHIVE

4 EMAILS
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= The system wil take you to your article, where you wil find the
information included in the first submitted version.

= You must replace the old documents with the new ones containing
the requested changes.

Article submission Step4/5
REMEMBER TO SUBMIT ALL FILES IN THEIR FINAL VERSION, WITH SPECIFIC
CHARACTERISTICS.
ey etine COVER LETTER.doc [

Compists articis {¥) (Seecmonar srchive | Ningin archive seisccionada | Subir Fichero |

Articulo sin Identificacion de
autores y caniro {*)

Arttele no identification
ahowing changes (%)

Respanss to reviawars {*)

Flad ool A20LK

Seecoonar-archive | Mingam

B D

P o, £

Sefecoonar srohive | Mingin

Fhoa doc

oo

X

CRIWVD SERSCCIDna SL}hiir Fil:hEI'CI

V0 Sl CCinnang Euhif F:il:hEI‘cI

ETNIVD SMecoionasa Suhir |'_I|:|1EI'CI

o
Other files
Type Table W
Diescnghon
E
File Mingin archva soleccionado Subir Fichero |
Fiigs.oc. odo, ot jeg. gll ang. 7, 1 phE; PREL Pl ppke
Previous Cancel edifion
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= Three documents are required:

e The complete modified article (attach on “Complete article”
thus deleting the first version).

e The modified article with no authors or sites specified (attach
on “Article with no authors or sites specified” thus deleting the first
version).

e A document including: a letter specifying the changes
included in the manuscript in response to each reviewer
remark, in addition to an unidentified version of the article where
changes are highlighted in red, either manually or by having
“Track changes” on (attach on “Unidentified article showing
changes”).

= Similarly you must attach any other files (figures, tables, etc.) that were
modified from the initial version.

= Unmodified files should not be submitted again.

= Once the process is complete the files are resubmitted for evaluation.

3.4 What happens once my article has been accepted?

e Upon acceptance your article will move to “Proofreading completed” and you will have
to wait until a layout is sent to you for your final approval before publication.

¢ Once accepted, and in the course of the editorial process until an article is assigned to a
printed issue, the publisher will provide a pre-publication using DOI assignment, which will
be accessible on the journal’'s website allowing referencing and inclusion in a résumé.

La Planificacion Compartida de la Atencion en personas con enfermedad oncoldgica en un

Proofreading
instituto monografico de cancer: estudio descriptivo retrospective T =% completed = SEE

completed Sinio

1258/2021 25-04-2021 Original
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4. WORK AREA AND OPTIONS

4.1 What does my work area look like?

e Once inside your work area the following options will be available to you:

bvd Medicina Paliativa

SECPAL Publicacién Oficial Sociedad Espanola de Cuidados Paliativos

Plataforma de envio de manuscritos

ARTICLES | TUTORIALS

Articles
Search ref, Date Type Status
fom | o[ | Fom[ e[ ] an vl [ v ®

|:| Rejected D Published

o Atrticles: this will be your usual workspace, where you may find all your submitted
articles and those under development.

411 Articles

¢ In the “Articles” tab you may consult all the active articles you submitted and are
now undergoing the editorial process.

Articles  New artici |
Search ref. Date Type Status
From [ta | | From | ol ] Al v A v ®

[ Rejected [ Published

REFER. DATE TITLE TYPE STATUS

La Planificacién Compartldn de la Atencidn en personas con enfermedad oncoldgica en un Proofreading

58i2 -04-2 e .

12 021 -28-04-2021 instituto monografico de cancer: estudi retrospecti Onainal completed Review
AT . io . Letiers fo .

1158/2020 09-06-2020 Planificacion Compartida de la Atencion: la COVID-19, ;una oportunidad? Director Rejected by Author  Review

e Each article will be associated with data to help you understand its status, which
you may filter using the parameters provided.

REFER. DATE TITLE TYPE STATUS
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1. Article reference number.
. Submission date.
3. Title.

4. Journal.
5. Type of article.
6. Article status.
a. Under development
i. The article has not yet been submitted to the platform and is still
being developed. Whenever you start uploading information on an
article the system will automatically save it.
b. Pending validation
i. The article is now undergoing the validation process prior to the
editorial review process.
c. Under review
I.  The article was submitted and validted, and is now undergoing the
editorial review process.
d. Pending changes
I. The article passed some validation or review process, and now
requires some changes to move further in the process.
e. Under editorial process
i. The article successfully passed the editing review, and is now
undergoing the final editorial process prior to publication.
f. Pending final approval by author
i. The article passed the final editorial review process, and is dependent
on your final approval for publication.

4.2 How do | know I have to interact with an article?

¢ In case the article remains within your scope of action, and is dependent on you to
continue the review process, the following “Review” icon will appear.

O

In this case you may access the article’s fact sheet, and must interact with it for the
review process to continue.

¢ In case the article remains within your scope of action, but progression along the
evaluation process is not dependent on you, the following will come up.
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In such a case you may consult the article’s fact sheet, but will not be able to
interact.

4.3 Which are the interaction options available to me?

¢ You will be shown the following options:

L SUMMARY

FILES

of ACTIONS

» REVIEWS

PESIFORMED

f-] EMAILS

4.3.1 Summary - You will be shown an overview of the article’s general data.

e Thisis a generic view of the article including its general data. This overview is merely
informative.

L varsion L
TITLE IN SPANISH: Representaciones sociales de cuidados paliatives en estudiantes de
medicina

Ref:1281/2021

LANGUAGE: Ezpaficl

AREA OF INTEREST: Otros

SUBMISSION TYPE: Originzg

ABSTRACT IN SPANISH:
Intreduccién: El adecuado sjercicic de la medicina im
actitudes y creancias que se tangan hacia los pacientes. En particular, en*3s cuidados pal
requieran maycres niveles de humanizacién en el acompafiamiento sl final da I vida. El objetive del presents
estudio fus idantificar las rapresentaciones sociales de los cuidados paliatives en sstu
medicina de una institucién de educacién superior. Materiales y Métodos: Estudio d vo, transversal, con
una muestra dz 72 estudiantes, Se dis presentaciones sociales, con cuatro
sacial de los. cuidados paliativos.
diantes por los cuidados paliatives,
nte preparacién pars comunicar malas noticias y hablar de la muerte, habilidades indispensables en
especialidad. Se destaca una diferencia significativa segiin el estrato sccioscondmico con
ud, lo cual indica come s contexto social es un modulador en la construccidn da las

na solo f conocimiento cientit o tambign las

s donds ==

ntes de dltimo afio de

fié un cuestionano para medir las

categorias de andl
Resultad
pera ins
= dzsampefio de st

actitudes, conocimientos, exp
e 'evidancia un afto interés = importancia percibida de |

, |25 cuzles pusden ser modificadas por medic d= la educacidn, implementande la farmacidn
de esta 2res das:ie el pregrado. Co wado intergs & importancia percibida de los
= 2 los curricules, destacando |s necesidad de

lusidn: Se ancontrd un

estudiantes d= madicina por inco r los cuidadas paliat
sprander Iz comunicacidn de malas noticizs con los pacientes v familiares, con el fin da generar una prictica mis
humana y compasiva,

KEYWORDS IN SPANISH: Representaciones Soclales, Cuidados Palis =, Estudiantes de Medicina, Actitudes

TITLE IN ENGLISH: Social Representations of Palliative Care in Medical Students

ABSTRACT IN ENGLISH:
Introduction: The proper pra
owards patients. Pal

edicine involves rot only scientific knowledgs, but also attitudes and
palliative care, whers hi
25 to identify the social representations of pallistiv

er lavals of humanization are raquired in and-

of-life care, The aim of this study w = care in final year madical
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4.3.2

I SUMMARY

£ ACTIONS
+ REVIEWS

1 EMAILS

Version 1
Documents

=  Article without identification
in Spanish:

i Representaciones
Sociales de Cuidados
Paliativos en estudiantes
de medicina-
Andnimo.dock

Aditional files

—_— Attachment in Spanish:
Figura l.docx
ooy

FIGURA: Figura 1

 — Attachment in Spanish:
Figura 3.docx

FIGLIRA: Figurs 3

By

FIGURA

FIGURA

Files — You may access the article and all its supplementary files.

Attachment in Spanish:
Figura 2.docx

Fagura 2

Attachmant in Spanish:

Figura 4.docx
¥

Figura 4

4.3.3 Actions — You will be shown the possible actions you may take for the article to keep
moving along the editorial process.

e This is the tab where you must make the pertinent decisions about the article for it
to move on in the evaluation process, as was discussed when describing the

editorial process.

¢ In most cases this will involve entering modifications or incorporating files, which
you may execute by pressing on the “Edit” tab.

J SUMMARY
E FILES
ARCHIVE

1 EMAILS

You can perform the following actions on this article

Amend
Article

af en la revistz Medicina Paliativa, de su articulo "Paniculitis
anemos que prepcupar?” . con n? de Referencia 1273/2021, se

jones Mayores:

De entrads. el titulo invita a Ja lectura can el interés de llecar a la resouesta de la oreaunta

This article requires some changes. Edit and change as needed
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4.3.4 Article archive — You may access information on the route and stages an
article has been through along the editorial process.

I SUMMARY Historico
; il¥  o6/07/2021 19:16:26 T MLt
Creation Validation Pending
B FuEs
o MElY 57072021 8:23:27 ; L
Validation Pending Pending Changes
ACTIONS

Comentario al Autor:
(Espariol) Estimado Dr. Jose del Corral Morsies

ARCHIVE X y . . P I}
Antes de validar su articulo para que comience ef proceso editorial debe efiminar toda lz informacidn
sobre autores y su filicidn del archivo del apartade "A o sin identificacion”, ya que es sl archivo
que se envia & revisores.

EMAILS En cuanto modifique este fichero, validaremos su articulo y dars comienzo el proceso editorial.
Reciha un cordia! saludo,

i B

[«

Egquipe Directivo MedPal

z 27/07/2021 16:48:36 S :
Pending Changes Validation Pending



