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1. Instructions for Original
Submission of Manuscripts

Authors may wish to read Dr Proto’s From the Editor articles in

the November 1999 (pp 313-315) and June 2000 (pp 619-621)

issues of Radiology. These explain processing of manuscripts and

reviewer evaluation of manuscripts, respectively.

The following information will help you prepare your manu-
script for electronic submission to Radiology’s web-based peer
review system, Radiology Manuscript Central. Submit manu-
scripts to radiology.manuscriptcentral.com. You will be able to
monitor the progress of your manuscript through the peer re-
view process. Contact Manuscript Central via “Get Help Now”
on the login screen if you encounter problems submitting elec-
tronically.

m EDITORIAL POLICIES

SOLE SUBMISSION TO RADIOLOGY

Authors must be certain that a manuscript on the same or
similar material has not already been published by them or has
not been or will not be submitted to another journal by them
or by colleagues at their institution before their work appears
in Radiology. The submission by authors of similar material to
advertising, news media or other forms of publication must be
indicated at the time Radiology receives the manuscript, and a
copy of that material should be provided with your submis-
sion. Please see Redundant Publication for additional impor-
tant information.

SUBMISSIONS FOR ONLINE-ONLY PUBLICATION

The standards for evaluating manuscripts for online-only pub-
lication will remain the same as for manuscripts appearing in
the print version of Radiology. There will be differences in the
format for the submissions and the submission procedure. If you
plan to submit a manuscript with the intent that it be published
only online because its contents are not amenable to print pub-
lication, please contact the Radiology Editorial Office.

TRANSFER OF COPYRIGHT AND
CERTIFICATIONS AGREEMENT

Authors whose manuscripts are accepted for publication in
Radiology will automatically receive from RSNA a license for
use of their images. This license extends for the full term of
the copyright and allows authors to use and sublicense their
images to others without requesting permission from RSNA. If
authors sublicense their images to commercial parties, they are
required to notify the RSNA but need not request RSNA’s per-
mission. Each corresponding author will receive his or her im-
age license after the manuscript is accepted for publication and
sent to the RSNA Publications Department for processing. Please
note that this license is for images (defined as radiologic im-
ages, artwork, and related captions) but not for other elements
of the accepted manuscript (ie, text, graphs, tables, software).
For your interest, a copy of the license can be found at
www.rsna.org/publications/license.html.

Please fax the copyright and certifications agreement with
the initial submission of all proffered works. This may be ac-
complished by using a copy of the form that appears in this
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issue. All authors of any single composition must sign this agree-
ment. In the case of officers or employees of the U.S. govern-
ment, the Society recognizes that works prepared as part of their
official government duties are in the public domain; but they
must still sign the copyright and certifications agreement.

FINANCIAL INTEREST

Authors must describe any direct or indirect financial interest
they may have in the subject matter of a submitted manuscript,
and they must authorize the Society to publish this financial
disclosure with the article if deemed appropriate by the Editor.
The Society’s Financial Disclosure policy is as follows:

“Each author shall describe (a) any direct financial interest
that author has in the subject matter discussed in the submitted
manuscript, and (b) any affiliation or financial involvement that
author has with or in any organization having a direct financial
interest in the subject matter discussed in the submitted manu-
script. Such information will be held in the confidence of the
journal Editor during the review process. If necessary, in the
Editor’s view, this information may be shared with reviewers.
The submission of a manuscript to Radiology grants permission
for RSNA to publish the financial information described above,
or an appropriate summary thereof, with the manuscript if the
manuscript is accepted for publication.”

Please note that financial interest also includes financial sup-
port of an author’s study by any such organization.

REDUNDANT PUBLICATION

The Council of Science Editors defines redundant publication
as “reporting (publishing or attempting to publish) substantially
the same work more than once, without attribution of the origi-
nal source(s)” [CBE Views 1996; 19(4):76-77]. Characteristics of
reports that are substantially similar include (a) “at least one of
the authors must be common to all reports (if there are no com-
mon authors, it is more likely plagiarism than redundant publi-
cation)”; (b) “the subject or study populations are often the same
or similar”; (¢) “the methodology is typically identical or nearly
so0”; and (d) “the results and their interpretation generally vary
little, if at all.” Please note that in addition to the foregoing,
Radiology also includes as redundant publication (a) any work
that has been previously published in a language other than
English, unless the Editor agrees to publish and so identifies the
material when it appears in Radiology, and (b) previously pub-
lished abstracts substantially greater than 300 words.

If the Editor becomes aware of the possibility of redundant
publication, he will ask the authors to provide a written expla-
nation of their position regarding the same. As necessary, the
Editor will seek the opinions of others (Deputy Editors, Associ-
ate Editors, Reviewers) to help him determine the presence of
redundant publication. The authors will be informed of the edi-
torial decision. If redundant publication is considered present,
potential sanctions include (a) a ban on considering any other
material presented by any of the involved authors for a period
of 5 years, (b) notification of the other journal(s) to which the
material has been submitted or in which it has been published,
(¢) notification of author’s department chair, and (d) notifica-
tion of the officials of the university or universities at which the
authors reside.

Radiology accepts manuscripts of original research only with
the understanding that they are contributed solely to this Jour-
nal. When submitting a manuscript, authors should send an
accompanying letter informing the Editor of any potential over-
lap with other already published material or material being oth-

erwise evaluated for publication. The letter should also state how
the manuscript submitted to Radiology differs substantially from
this other material. The provision of copies of such material is
required and will aid the Editor in determining whether or not
there is potential for redundant publication. The Editor, with
help as necessary, will review the submission and the copies of
other materials provided by the authors and will inform the
authors of his decision to or not to proceed with peer review of
the submission. Please see Sole Submission to Radiology regard-
ing advertising, news media or other forms of publication.

SCIENTIFIC MISCONDUCT

In general, Radiology will follow the “Uniform Requirements
for Manuscripts Submitted to Biomedical Journals” (www.icmje.org
/index.html) regarding allegations of scientific misconduct. We re-
serve the right to request the authors to provide additional data
collected during their investigations. We also reserve the right to
send a copy of the manuscript and data in question to the
author’s dean, university, or supervisor or, in the case of an in-
vestigation being funded by an agency, to send a copy of the
manuscript and data to that funding agency or the Office of
Research Integrity.

MANUSCRIPT CATEGORIZATION TERMS FORM
These terms must be submitted using Radiology Manuscript
Central before your manuscript can be evaluated.

TERMS

Please select as many terms as are appropriate to categorize
the major content of your submission. It is important that you
comply with this requirement since the terms you select are used
to match your manuscript with the appropriate reviewers. Se-
lection of inappropriate terms will result in delays in the review
process and thus in delays in the decision-making process.

SUMMARY STATEMENT

This single sentence taken from the text (not the Abstract) is
to be included with your submission to Radiology Manuscript
Central. The page number on which the sentence appears is to
be identified. The summary statement is the single sentence that
best summarizes the message of your study or emphasizes an
important point of the same. It will be printed in the Table of
Contents and will serve as a kernel of information to help the
reader in selecting articles of interest to read.

AUTHOR CONTRIBUTIONS, AUTHORSHIP

Authors are required to identify their manuscript contribu-
tions, for which they are responsible. The author(s) responsible
for the integrity of the entire study should also be identified. To
be listed as an author, an individual should have made substan-
tial contributions to all three categories established by the Inter-
national Committee of Medical Journal Editors (ICMJE): (a) “con-
ception and design, or aquisition of data, or analysis and inter-
pretation of data”; and (b) “drafting the article or revising it
critically for important intellectual content”; and (c) “final ap-
proval of the version to be published” (www.icmje.org/index.html).
The ICMJE further states that “Acquisition of funding, the col-
lection of data, or general supervision of the research group, by
themselves, do not justify authorship.” Radiology asks that au-
thors fulfill the ICMJE requirements to be so listed. Individuals
who have not made substantial contributions in all three cat-
egories but who have made substantial contributions either to
some of them or in other areas should be listed in Acknowledg-
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ments (see Acknowledgments below). Please note that the Au-
thor Contribution List should be faxed to the Radiology Editorial
Office.

Once a manuscript has been received by Radiology, any changes
in authorship will necessitate additional information: (a) The
addition of an author requires that a letter be signed and sub-
mitted by all authors indicating agreement with both the addi-
tion and the placement of the proposed author in the listing of
authors. A Transfer of Copyright and Certifications Agreement
form should be submitted after it has been signed by the addi-
tional author. The author contributions information should also
be provided. (b) Deletion of an author requires that a letter be
signed and submitted by the author to be deleted indicating his
or her agreement to be deleted from the listing of authors and, if
to be added to the Acknowledgments section, a mention in the
letter by that author as to agreement with the same. (c) Rear-
rangement of the placement of authors in the listing of authors
requires a letter from all authors agreeing to the same.

RIGHTS AND PERMISSIONS

Written permission (we require a copy) must be granted by
the publisher (and the author when applicable) to reproduce
any previously published figures and tables. Any such material
must be clearly noted and its source given in the manuscript.

To preserve the anonymity of patients and subjects, all poten-
tially identifying information (including patient likenesses, iden-
tification numbers, names, and initials) must be removed from
images, charts and graphs, tables, and the text before the materi-
als are submitted to the Editorial Office. A signed letter of per-
mission must be included with your manuscript for any indi-
vidual who might be identified due to written descriptions, pho-
tographs (masking the eyes in photographs is not sufficient
protection of anonymity), or otherwise. Such permission, which
requires that the individual be shown the manuscript, should be
affirmed in the text or figure caption as appropriate.

If reference is made in the text to personal communication (oral
or written) as a source of information, a signed statement of per-
mission is required from each such source. The year of receipt of
the personal communication should be provided in the text. Please
see Acknowledgments below for additional required permissions.

m MANUSCRIPT PREPARATION

MANUSCRIPT ASSEMBLY

In general, we recommend you review several recently pub-
lished articles in Radiology before manuscript assembly, so as to
familiarize yourself with our format and requirements. Each
manuscript component should begin on a new page in this or-
der: title pages, abstract, text, appendix, acknowledgments, ref-
erences, tables (each on a separate page), captions for illustra-
tions, and illustrations. The title pages and abstract page should
not be numbered. Sequential numbering should begin with the
text (Introduction). To ensure anonymity in the peer review pro-
cess, authors’ names should appear on only the full title page;
names of authors, their initials, or the institution should not be
given in the text or on the illustrations. Avoid language that
reveals work previously published by you (eg, “as we have previ-
ously described,” “continuing our former work,” etc). The ano-
nymity of patients and subjects must be preserved; please see
the Rights and Permissions section for more information. Manu-
script receipt will be acknowledged when the submission to Ra-
diology Manuscript Central is complete. If you do not receive an
acknowledgement indicating that we have received your manu-
script, please contact us.

TITLE PAGES

Full Title Page: This page should be uploaded separately and
include the title of the manuscript; the first and last names,
middle initials, and degrees of all authors (please use the actual
degree titles you have received); the name and street address
(not a postal box) of the institution from which the work origi-
nated; the telephone number, the FAX or Telex number, and
the e-mail address of the corresponding author; and informa-
tion concerning grants. The address for correspondence should
include the complete name, street address (not a postal box),
and zip code. It is important to indicate on this title page whether
your paper was presented at an RSNA meeting (please give year)
or has been accepted for presentation at a future meeting. Last,
indicate the type of manuscript you are submitting: original re-
search; Technical Developments; Case Report; Signs in Imaging;
Diagnosis Please; Letter to the Editor; Interlude; or solicited or
unsolicited State of the Art, Review, Special Report, Special Re-
view, Perspectives, Historical Perspectives, How I Do It, Opinion,
Viewpoint, or Editorial.

Abbreviated Title Page: This page should include only the
title (at the top) and the type (see Full Title Page) of manuscript
(at the bottom) so as to allow for anonymity during the peer
review process.

ABSTRACT, KEY WORDS

A structured abstract of 250 words or less must be submitted
with each manuscript of original research. The abstract must be
divided into four paragraphs with the following headings:

PURPOSE: State the hypothesis being tested or the procedure
being evaluated.

MATERIALS AND METHODS: Briefly state what was done
and what materials were used, including number of subjects.
Also include the methods used to assess the data and to control
bias, along with the statistical analyses performed.

RESULTS: Provide the findings of the study, including indi-
cators of statistical significance. Include actual numbers, as well
as percentages.

CONCLUSION: Summarize in one or two sentences the
conclusion(s) made on the basis of the findings.

Below the abstract, please list three to six key words as de-
rived from the terms used in the RSNA Index to Imaging Literature
(rsnaindex.rsnajnls.org).

An abstract of 100 words or less must be submitted for each
Case Report or Technical Developments paper. The abstract must
state (@) what was done, (b) what was found, and (c) what was
concluded, but specific headings should not be included.

For State of the Art, Review, or other similar submissions, an
abstract of 100-200 words should summarize the content of the
submission, but specific headings should not be included.

TEXT

The text of original research and Technical Developments
manuscripts is arranged in sections with the headings Introduc-
tion, Materials and Methods, Results, and Discussion. Lengthy
papers may need subheadings within some sections to clarify
their content, especially within the Materials and Methods and
Results sections. Avoid idiosyncratic word usage, nonstandard
terms or abbreviations, and self-evaluation of your work (eg,
“new,” “novel,” “unique,” “ground-breaking,” “important”).
Please spell out in full any acronym when first used, not only in

n u
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the Abstract but also in the text. For studies dealing with diag-
nostic accuracy, please refer to the Standards for Reporting of
Diagnostic Accuracy checklist in the January 2003 (p 26) issue
of Radiology.

We strongly recommend that authors for whom English is not their
native language seek assistance from a colleague familiar with medi-
cal terminology to ensure that the words used convey the intended
meaning both accurately and clearly. Failure to do so may delay the
review of your manuscript.

Introduction: Give only strictly pertinent background infor-
mation and references that inform the reader as to why you un-
dertook your study. Do not review the literature extensively.
The final paragraph should clearly state the hypothesis or pur-
pose of your study. Brevity and focus are important. Please note,
rarely should the Introduction exceed 1% double-spaced type-
written pages.

Materials and Methods: For studies relating to humans, the
first paragraph should indicate whether or not institutional re-
view board approval and patient informed consent were ob-
tained. This applies for both prospective and retrospective stud-
ies. For animal experiments, please include instead a statement
regarding approval by your institutional animal care committee
or appropriate substitute. Please see Human and Animal Studies
below for more information.

Describe clearly the number and selection of the subjects stud-
ied (patients or experimental animals, including controls). Iden-
tify the methods, instrumentation (trade names and
manufacturer’s name and location in parentheses), and proce-
dures in sufficient detail to allow other workers to reproduce your
study. It is essential that you state the manner in which studies
were evaluated: independent readings, consensus readings, blinded
or unblinded to other information, time sequencing between read-
ings of several studies of the same patient or animal to eliminate
recall bias, random ordering of studies. It should also be clear as
to the retrospective or prospective nature of your study.

To ensure anonymity in the review process, do not include
the name of the institution where the work was performed or
authors’ names or initials, either within the text or at the top of
each manuscript page.

Give references to established methods, including statistical
methods that have been published but are not well known; de-
scribe new or substantially modified methods and give reasons
for using these techniques. Briefly state the statistical methods
used to analyze your data. We strongly recommend that all au-
thors seek statistical consultation before planning a study to
ensure both the appropriate collection of data and the appro-
priate use of statistical tests to analyze those data. Similarly, stud-
ies relating to cost analysis or cost-effectiveness should also be
discussed with individuals knowledgeable in these techniques.
Radiology reserves the right to receive your raw data for use by
our consultants should the need arise during their evaluation of
your manuscript to recalculate your results. See below for infor-
mation that should be placed in an Appendix. Make sure that
the Materials and Methods section includes all items for which
you present results in the Results section. Please note, rarely
should Materials and Methods exceed 4-5 typewritten pages.

Results: Present the results in logical sequence in the text,
along with tables and illustrations. Do not repeat in the text all
the data in the tables and/or illustrations; summarize only im-
portant observations. Make sure to give results for all items evalu-
ated as mentioned in Materials and Methods. State the statisti-
cal significance of your findings. Numerators and denominators
must be provided either in the text or the tables for all percent-

ages given. The same applies to sensitivity, specificity, accuracy,
and positive and negative predictive values. If you have used
subheadings in Materials and Methods, it may be helpful to pres-
ent the results in the same sequence using the same subhead-
ings, if appropriate. Please note, rarely should Results exceed 4
typewritten pages, especially if tables have been included.

Discussion: Emphasize the advances in knowledge provided
by your study and the conclusions that follow from them. Do
not repeat in detail the data given in the Results section. In-
clude in the Discussion the implications of the findings and their
limitations, in particular with reference to the use of modified
methods, statistical or otherwise. Relate the observations to other
relevant studies. Link the conclusions with the goals of the study,
but avoid unqualified statements and conclusions not supported
completely by the data. Avoid claiming priority and alluding to
or giving the results of your ongoing investigations that have
not been completed or that are not part of your study. State new
hypotheses when warranted, but clearly label them as such. Rec-
ommendations, when appropriate, may be included. Please note,
rarely should the Discussion exceed 4-5 typewritten pages.

For Experimental Studies articles, please describe the importance of
your conclusions as they relate to potential future practical applica-
tions. Please identify this paragraph, which should be the last, with
the title “Practical Application(s).”

APPENDIX

When essential for the understanding of your study, detailed
background information, mathematical derivations, statistical
analyses, and the like should be presented in one or more ap-
pendices. Include in the appropriate section of the text (eg,
Materials and Methods, Results) a brief summary of the informa-
tion contained in the Appendix and make reference to the Ap-
pendix.

ACKNOWLEDGMENTS

These should be uploaded separately. List those who have con-
tributed substantially to the work reported in the manuscript
but who have not fulfilled the ICMJE requirements for author-
ship (see above). Authors are expected to obtain written permis-
sion of those acknowledged and to submit the same, as readers
might interpret that those acknowledged agree with the data
and conclusions of the study.

REFERENCES

Number references consecutively in the order in which they
are first mentioned in the manuscript. The abbreviations used
for periodicals cited in the references should follow the style of
Index Medicus. For journal articles, list surnames and initials of
all authors when six or fewer, such as:

1. Stuart MJ, Elrad H, Graeber JE, Hakanson DO, Sunderji
SG, Barvinchak MK. Increased synthesis of prostaglandin endo-
peroxides and platelet hyperfunction in infants of mothers with
diabetes mellitus. ] Lab Clin Med 1979; 94:12-26.

When seven or more authors are listed, only the first three
names need to be identified, followed by “et al,” such as:

1. Hibbard CT, Campbell S, Sabbagha RE, et al. Demonstra-
tion of tissue interfaces within the body by ultrasonic echo

sounding. Br ] Radiol 1961; 34:539-549.

Abstracts, editorials, and letters to the editor should be noted




Radiology Publication Information for Authors

as such. In the case of books, the authors of a chapter, title of
the chapter, editor(s), title of the book, edition, city and state,
publisher, year, and specific pages must be provided.

1. BrownM, Gray L. Indications for hematology. In: Wintrobe
MM, ed. Clinical hematology. 3rd ed. Philadelphia, Pa: Lea &
Febiger, 1975; 1146-1167.

Please include the complete page numbers for the citation (eg,
1537-1544 rather than 1537-44). It is the responsibility of the
author(s) to ensure the accuracy of all references. This accuracy is
essential for one of the features of Radiology Online: In the references
of the online article, the hyperlinks to the abstracts of the referenced
articles will not function unless the bibliographic information in the
two matches exactly.

TABLES

Tables should be numbered in Arabic numerals and should
have a title. All abbreviations used in the table should be ex-
plained in a footnote.

Tables should be presented in the style used in recent issues of
the Journal. No vertical lines or shading should be included.
Avoid excessive use of horizontal lines within the table. Either
the text or the tables should include numerators and denomina-
tors for all percentages provided (see Results in the Text section
above).

CAPTIONS FOR ILLUSTRATIONS

A caption must be supplied for each illustration, including
drawings and graphs. It should not duplicate text material and
should follow the style used in recent issues of the Journal. All
captions should appear collectively on one or more pages at the
end of the main document. It is essential that the caption de-
scribe all labels placed on an illustration. The caption should in-
clude the type of image, its plane, whether or not contrast mate-
rial was used, the pulse sequence information for MR images, and
the features to be observed by the reader. For photomicrographs,
please include the stain and original magnification. For drawings
and graphs, it is essential that the caption state the important
points you wish the reader to conclude by observing the same.

ILLUSTRATIONS

[lustrations should be limited to those required to show the
essential features described in the manuscript. Space constraints
prevent us from publishing redundant or excessive illustrations.
Additional illustrations may be submitted as supplemental ma-
terial. See radiology.rsnajnls.org/misc/supeppia.shtml.

Images to be combined into one array, such as posteroanterior
and lateral views, should be sized the same to facilitate repro-
duction. When several images of a given type (eg, CT, MR, US)
are being shown, please reproduce each specific type at the same
magnification. Images should correspond in appearance to the
tonal relations of the original radiograph (ie, showing the bones
white on a dark background, with the patient’s right to the
observer’s left; CT scans and MR images should employ the “view
from below”). If an image has been enhanced electronically, ex-
plain the alterations that have been made and send an original
image along with the enhanced one. Drawings and graphs should
be rendered professionally in black and white. Shading should
be done in continuous tones (ie, solid black, solid gray, solid
white). Vertical or horizontal lines and cross-hatching should
be used for bar graphs only if additional distinctions are needed
(first use black, white, gray). Whether for images, drawings, or

graphs, we recommend that not greater than four components
be used for a given figure (eg, a,b,c,d). Since the size of the illus-
tration printed in the Journal is typically smaller than that sub-
mitted by the author(s), it is essential that each submitted illus-
tration show only the area(s) of interest with enough surround-
ing area for orientation purposes (eg, to illustrate a cavity at the
right lung apex, show only that area with enough surrounding
area for orientation, rather than the entire chest radiograph).
All illustrations must be numbered and “top” indicated.

Please be sure to include the appropriate caption for the illus-
tration. It is essential that you label all features described in the cap-
tion, using different labels for each feature. See a recent issue of the
Journal for the degree of labeling we require. Arrows and other
labels (do not use equilateral triangles for arrowheads) should
be of professional quality and should touch the edge of the fea-
ture being labeled. Our professional artist service for such items
is available to authors without charge. We suggest that authors
make and keep an electronic set of illustrations in addition to
the set submitted to the Journal.

Radiology strongly discourages the use of previously published
illustrations unless absolutely essential and very few. Use of such
illustrations is problematic because you may be asked by the
publisher to pay a fee and some publishers will not provide per-
mission for electronic publication, which precludes these illus-
trations from the online version of Radiology.

The anonymity of patients and subjects must be preserved;
please see the Rights and Permissions section for more informa-
tion.

Note that color illustrations will be published only if the Edi-
tor concludes that color is essential to convey the message of
these illustrations.

SUPPLEMENTAL MATERIAL

The purpose of online-only publication of material that is
supplemental to an article in the journal is to take full advan-
tage of the medium of the Internet to allow publication of ma-
terial that cannot be accommodated in print, such as the fol-
lowing:

Multimedia: animation, movies, and sound.

Large numbers of images: relevant images whose number
would exceed the limits of print publication.

Supplemental data or background information: relevant data
in the form of tables or text that could not be accommodated in
the print version.

Interaction: Java applets and other programs that allow ex-
pansion of browser capabilities to support interactivity in areas
such as image display and computer-assisted instruction.

Materials prepared and submitted according to instructions
at radiology.rsnajnls.org/misc/supeppia.shtml will be considered for
online publication.

UNITS AND ABBREVIATIONS

Radiation measurements and laboratory values should be given
in the International System of Units (SI) (resources: SI Units in
Radiation Protection and Measurements, NCRP report no. 82
[August 1985]; “Now Read This: The SI Units Are Here,” JAMA
1986; 255:2329-2339). Abbreviations should be spelled out when
first used in the text, such as “cerebrospinal fluid (CSF),” and
the number used should be kept to a minimum. In general, only
standard abbreviations will be used. Laboratory slang and clini-

cal jargon should be avoided. .
(continued)
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HUMAN AND ANIMAL STUDIES

Manuscripts reporting the results of studies on human sub-
jects must include a statement in the first paragraph of Materi-
als and Methods to the effect that informed consent was ob-
tained after the nature of the procedure(s) had been
fully explained. In addition, a statement affirming approval of
the appropriate institutional review board is required in the same
paragraph of the Materials and Methods section (please see Dr
Proto’s From the Editor article in the January 2002 [pp 1-2] issue
of Radiology). If a review board does not exist, then the Declara-
tion of Helsinki principles should be followed and a statement
affirming the same should be made in that paragraph (Helsinki
Declaration — http://ohsr.od.nih.gov/helsinki.php3, World Medi-
cal Association Declaration of Helsinki — http://www.wma.net/e
/policy/17-c_e.html). See Materials and Methods above.

The maintenance and care of experimental animals to pro-
vide humane treatment and to ensure reliable results are de-
scribed in the National Institutes of Health guidelines for use of
laboratory animals. Authors must affirm, in the first paragraph
of the Materials and Methods section, their compliance with
these guidelines or approval by the appropriate institutional
review board or animal care committee.

® FORMATTING AND SUBMITTING ONLINE

Text: To facilitate the review process, manuscripts must be in
Microsoft Word format (.doc) or Rich Text Format (.rtf). This
applies to both Windows and Macintosh platforms. If you are
using any other word processing program, you must save the
file as .rtf. Double space all text; allow adequate margins; text
should not be right justified. Use basic fonts such as Arial, Cou-
rier, Helvetica, Times, or Times New Roman no smaller than 12
points. Special or mathematical characters and Greek letters that
are not on a standard keyboard must be created by using the
Symbol font.

We prefer that manuscripts be submitted as a single document
with the information in the following order: abbreviated title page,
abstract, text, appendix, references, tables (embedded), captions,
and illustrations (embedded). Equations should be inserted where
they are cited in text. Do not reveal your identity anywhere in
this document. Full title page, acknowledgements, and supple-
mental material should be submitted as three separate files.

Illustrations: For the review process, illustrations, whether
embedded in the document or submitted individually, may be
of smaller size and in additional formats than those required for
final acceptance. Acceptable formats are JPG, GIF, or TIFF with
at least 1,000 pixels in the greatest dimension for images and at
least 2,500 pixels in the greatest dimension for line art.

If you are scanning illustrations, scan on a flatbed scanner at
300 dpi for images and 1,000 dpi for line art. The original should
be at least 3 inches and no more than 7 inches in the greatest
dimension. If necessary, convert to TIFF using Adobe Photoshop,
Adobe Photoshop Elements, Jasc Paint Shop Pro, or a similar
utility.

For all illustrations, use simple file naming conventions.

User Account information: Log on to Radiology Manuscript
Central at radiology.manuscriptcentral.com. Here you will be able
to either create an account or enter an existing account. If you
believe you may already have an account, click on “check for
existing account” and enter your e-mail address. If the address
you entered is found in the account records, an e-mail will be
sent to you at that address containing the associated login in-
formation.

If you do not have an account on the system, click on “create

a new account.” Please fill in all fields accurately. All bolded
fields are required. If a required field does not apply to you, en-
ter “none” or “N/A” in the space provided. When you are fin-
ished, click on “Submit Information” to create your account.

Corresponding Author Center: After you have logged in, go to
the Corresponding Author Center and click on “Submit First Draft
of a New Manuscript.” As you progress through the submission
process, note that the information in the “Manuscript Data
Summary” box updates upon completion of each screen.

Screen 1—Manuscript Details. Select a Manuscript Type from
the pull-down menu. Add your summary statement and pro-
vide the page number from the text where this sentence appears.
(You can cut-and-paste the statement from your manuscript text
file.) In the boxes provided, fill in the total number of tables,
figure components, and whether or not any figures are color.
Click on “save and continue” when you have finished this screen.
If for any reason you exit the system before completing the
process, you can continue where you left off by logging in,
going to the Corresponding Author Center, and clicking on
the “Partially Submitted Manuscripts” button and following
instructions.

Screen 2—Institutions. Enter information about each insti-
tution (up to 20) with which the authors of the manuscript are
affiliated. Entries may exceed the size of each field on the screen—
the data will not be truncated. Your own affiliated institution
will appear automatically. Click on “save and continue” when
you are finished with this screen or “previous” to return to the
previous screen.

Screen 3—Authors. Enter the authors of this manuscript (up to
20). Indicate the corresponding author and indicate primary, sec-
ondary or tertiary affiliation. Click on “save and continue” when
you are finished with this screen or “previous” to return to the
previous screen. Once a manuscript has been received by Radiol-
ogy, any changes in authorship will necessitate additional infor-
mation. Please refer to the section on authorship for guidelines.

Screen 4—Title. Enter the title of your manuscript into the
box. You may either copy-and-paste your title from your manu-
script text file into the box or type it directly into the box. Use
the “Character Palette” for special characters such as Greek let-
ters and mathematical symbols or for formatting such as italics,
bolding, or superscript. For example, when you click on the low-
ercase alpha, the appropriate code for the character appears
above. Highlight the code, go up to Edit to copy the code, then
paste it into the appropriate spot in your title. Click on “save
and continue” when you are finished with this screen or “previ-
ous” to return to the previous screen.

Screen 5—Abstract. You can either copy-and-paste your ab-
stract or type it directly into the box provided. Use the “Charac-
ter Palette” for special characters such as Greek letters and math-
ematical symbols or for formatting such as italics, bolding, or
superscript. Proofread your abstract carefully; you can also check
it on the next screen by clicking on the “View Abstract” link.
Click on “save and continue” when you are finished with this
screen or “previous” to return to the previous screen. If you are
submitting a manuscript that does not require an Abstract, please
type N/A in the Abstract box.

Screen 6—Manuscript Categorization Terms. Click on “Se-
lect Manuscript Categorization Terms” and follow instructions.
Click on “save and continue” when you are finished with this
screen or “previous” to return to the previous screen. Please
note: It is mandatory that you select Manuscript Categorization
Terms by using the drop-down list. If you do not provide Manu-
script Categorization Terms or do not do so by using the drop-
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down list, your manuscript cannot be processed (please note —
Manuscript Categorization Terms are not required for Letters to
the Editor, Editorials, Interludes, Perspectives, Focus on Imag-
ing, etc). If you have a question regarding whether or not Manu-
script Categorization Terms are required for your submission,
please contact the Radiology Editorial Office at radiolog@rsna.org.

Screen 7—Cover Letter. Enter any comments to the Editor
in the box. When you are finished, click on “save and continue”
or “previous” to return to the previous screen. Note: You may
also upload a cover letter file later by using the file manager.

Screen 8—File Upload Center. Click on “Use File Manager”
to begin uploading your files.

Screen 9—File Manager. When you upload your single docu-
ment (Microsoft Word format [.doc] or Rich Text Format [.rtf]),
the file will automatically be converted to a smaller file—a Por-
table Document Format (.pdf) that cannot be altered. The smaller
file will be saved as Files for Review, download faster, and allow
the Editorial Office and reviewers to access it more easily. The
original file will be saved as Files for Production.

Follow steps 1 through 4:

1. Browse to find the desired file.

2. Select the file designation: main document (includes ab-
breviated title page, abstract, text, appendix, references, tables,
captions, and illustrations); full title page, cover letter, acknowledg-
ment, color image, grayscale image, line art (color), line art (black
and white), multimedia, supporting document. Note that for origi-
nal submission, images should be uploaded as part of the main
body. The categories of color image, grayscale image, etc. are for
use at revision stage. Please remember to upload your full title
page separately; include an abbreviated title page with the text.

3. Files uploaded under file designations of main document,
main body, color image, grayscale image, line art (color), line
art (black and white), and multimedia are for review by the re-
viewers. Please make sure you do not reveal your identity on
these files, due to our double-blinded review process.

4. Click upload. You will see an upload confirmation win-
dow that asks you to write a description of the document or
illustration. Please do not use your name in the description of
the document or illustrations, as we have a double-blinded re-
view process.

Screen 10—Submit for Review. Please verify that all files you
require to be reviewed are present in the Reviewer’s proof win-
dow. Click on “View your proof as it will be seen by Reviewers”
to verify. When you are finished, click on “Submit Your Manu-
script”. Confirmation of your submission will be noted. Print
your manuscript ID number. Add this number to any form you
fax or mail to the Editorial Office.

m FINALIZING ORIGINAL ONLINE
SUBMISSION

Immediately after electronically submitting a new manuscript,
fax the Author Contribution form and Transfer of Copyright
and Certifications Agreement form to the Radiology Editorial
Office at (804) 644-5672. Copies of these forms can be found
under Instructions and Forms at Radiology Manuscript Central,
radiology.manuscriptcentral .com/index.html?mode =instruction or in
the latest issue of the print journal. If you wish to submit the
Author Contribution form electronically, you may prepare a form
yourself, listing the author contributions, and upload it through
Radiology Manuscript Central. However, the Transfer of Copy-
right and Certification Agreement must be faxed.

m CHECKING THE STATUS OF YOUR
MANUSCRIPT

You can return to your Corresponding Author Center at any
time to check the status of your manuscript. The status “Under
Review” means that your manuscript is being reviewed (by the
reviewers, Deputy Editors, or Editor). The status “Decision Be-
ing Posted” means our Editorial Office staff is in the process of
posting the decision on your manuscript. Once the posting is
finalized, you will be notified by e-mail.

2. Instructions for Submission

of Revised Manuscripts
Contact the Radiology Editorial Office if you are able to submit
your revised manuscript and images only as hardcopy.

When you prepare a revised version of your manuscript, it is
essential that you carefully follow the instructions given in the
Editor’s letter regarding preparation of the same, in particular
preparation of the annotated copy. Failure to do so will cause a
delay in the review of your revision and may result in return of
the revision to you, without review, for proper preparation.

Revisions received more than 3 months after requested may
be sent for another review cycle, at the Editor’s discretion. If a
revision is not received within 6 months after requested, your
file may be closed.

Refer to the information below, as well as, the online form
“Revision Checklist” under “Instructions and Forms” for sub-
mission of revised manuscripts.

Text File: Since you are not able to access the original submis-
sion once you have sent it to us, prepare a “clean” version of
your manuscript using the copy of the manuscript you have
saved. Submit it in Microsoft Word format (.doc) or Rich Text
Format (.rtf). If you are using any other word processing pro-
gram, you must save the file as .rtf.

The entire article should contain elements in the standard or-
der: abbreviated title page, abstract, text, appendix, acknowledg-
ments, references, tables, captions. Full title page should be up-
loaded separately. Do not embed illustrations. Keep the text file
as free from formatting codes as possible: Do not use boldface,
italic, underlining, strange fonts, codes for centering, unneces-
sary line spacing, etc. Double space all text. Use the default set-
tings of the word-processing program; especially do not use right-
justified margins. Use tabs to indent at the beginnings of para-
graphs, and insert only one space after end punctuation marks.
Use hard returns only at the ends of paragraphs or between sec-
tions of the manuscript; do not insert them midparagraph. Do
not insert tabs in references; use only one hard return at the end
of each reference. Use basic fonts such as Arial, Courier, Helvetica,
Times, or Times New Roman no smaller than 12 points. Special
or mathematical characters and Greek letters that are not on a
standard keyboard must be created using the Symbol font.

Electronic illustrations: Prepare any revised illustrations that
have been requested. Upload all illustrations even if you were
not asked to revise any of them. Images should be TIFF or
Photoshop (PSD) files with at least 1,500 pixels in the greatest
dimension. Monochrome images should be saved in grayscale
mode; color images should be CYMK. Line art should be TIFF or
Photoshop (PSD) files with at least 5,000 pixels in the greatest
dimension. For black-and-white art, files should be saved in
bitmap mode. When submitting PSD files, position labels on
layers; do not merge the layers. Our professional artist service
will convert these files to TIFF format.

(continued)
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If you are scanning illustrations, scan on a flatbed scanner at
300 dpi for images and 1,000 dpi for line art. The original should
be at least 3 inches and no more than 7 inches in the greatest
dimension. If necessary, convert to TIFF using Adobe Photoshop,
Adobe Photoshop Elements, Jasc Paint Shop Pro, or similar utility.

Submit your revision by logging on to Radiology Manuscript
Central (radiology.manuscriptcentral.com), enter the Author Cen-
ter, and click on the title of the paper being revised. This action
will take you into the Draft Center where your manuscript is
identified by manuscript number, R1, R2, etc; where you should
submit your revision, following each step as if you were submit-
ting the original version.

Click on the “View Comments and Respond” button to ad-
dress the reviewers’ points. Please enter your comments to the
Editor in the “Response to Editor” box, and enter your detailed
responses to each of the reviewer points, as circled by the Edi-
tor, in the “Response to Reviewers” box.

3. Copyediting

After final acceptance of your manuscript, it will be copyedited
prior to publication to conform to Radiology style and usage,
both of which are based on widely accepted conventions of gram-

mar, the American Medical Association Manual of Style, and
Stedman’s Medical Dictionary. This editing may be substantive. It
is the responsibility of the corresponding author to read the
copyedited manuscript he or she will receive and to answer all
queries fully. Because the production schedule for a monthly
journal contains fixed deadlines, the copyedited manuscript and
the figure proofs are to be returned 3 days after receipt, in order
to avoid delay in publication of your manuscript.

4. Book Reviews

Any person who would like to help in reviewing books for
Radiology should contact

Richard A. Szucs, MD, Book Review Editor
Radiology Editorial Office

1001 E Broad St, Suite 310

Richmond, VA 23219

BOOKS FOR REVIEW
Publishers wishing to have books reviewed should send them to
the address above.

boxes in Section G).

3. Double space all parts of manuscript.

O Checklist of Requirements for Submission:

1. Send a completed copy of the Author Contribution Checklist.*

2. Send copyright and certifications agreement with signatures of all authors (check one of the

10.
11.
12.

Include institutional affiliation for each author and the corresponding author’s name, address,
phone number, FAX or Telex number, and e-mail address.

Digital images that do not meet the required dpi specifications will not be used.
Include a brief abstract: 250 words or less or 100 words or less (see Abstract, Key Words).

Ensure accuracy of reference information to enable hyperlinks in online version of journal to
function properly (see References).

Minimize the use of abbreviations and define each when first used both in the abstract and
in the text.

Include information on institutional review board approval, informed consent, animal care
committee approval.

Provide numerator and denominator for all percentages.
Give Sl units for radiation measurements and laboratory values.

Send copy of letter giving permission to reprint any figure that was published previously
or any other permissions (see Rights and Permissions).

Provide copies of any material for which there is overlap with your manuscript (see
Redundant Publication).

* Summary statement submitted separately in Radiology Manuscript Central.
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