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Agenda
= Creating an Editor Assignment Chain

= by assigning individual editors

= by creating the entire Editor Chain in one
action (new in version 12.1)

= Moditying an Editor Assignment Chain
* by unassigning individual editors

= by replacing or removing an assigned
editor for any step of the Editor Chain
(new in version 12.2)



Creating an Editor Chain

For New or Revised Submissions
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Creating an Editor Chain Manually

= The workflow is based on the assumption that one
Editor assigns the submission on to another Editor

= Each Editor in turn may assign the submission on
to another Editor, creating a chain

=  Once the Editors submit their recommendations,
the submission returns back up the chain that was
created



Creating an Editor

ain Manually

Editor 'To-Do' List

My Pending Assignments (27)

Editorial Submissions in Progress (2

Transferred Submissions (3}

Mew Submissions (0)

Revised Submissions (0}

Mew Submissions Requiring Assignment (1)
Revised Submissions Requiring Assignment (0)
Direct-to-Editor New Submissions (0}
Direct-to-Editor Revised Submissions (0)
Submissions Meeding Approval by Editor (1)
Submissions Sent Back to Author for Approval (2)

I oo o = T S S P N

An Editorial Office user
clicks the Assign Editor
link

New Submissions Requiring Assignment - Claire Editor

—

Page: 1 of 1 (1 total submissions)

Manuscript Article
Number Type
2 Action A AT AY

View Submission

Duplicate Submission Check (15%)
Details ¥

Initiate Discussion

History

Technical Information

File Inventary

Edit Submission

Send Back to Author Arjginalifrtics

Remove Submission
Classifications
Assign Editor

Set Final Disposition
Initiate Production
Send E-mail

Linked Submissions

EJ Contents: These are the new submissions that require an Editor Assignment. Use the up/down arrows to change the sort order.

Display [10 v

Author
Name
AY

EEMUG 2016 - Editors on Steroids

Ivarr Philipsson ¥ Dec 14




Creating an Editor Chain Manually

Assign Editor

Click the Blind Editars link to block access to this submission for one or more Editors.

Blind Editors
Title: EEMUG 2016 - Editors on
Steroids
Use the search tool to identify the Insert Special Character Cancel
most appropriate person to handle Value Options

this submissian.

Is/Is
Criterion not

[ [LastName ¥ [is v [ Begins With

Add )

Clear | Search |

The Editorial Office may search for an Editor.



Creating an Editor Chain Manually

Assign Editor Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors

Title: EEMUG 2016 - Editors on
Steroids Cancel | | Send Custom Lefers | | Send Default Lefters |

The following have been identified as
candidates to edit this submission.
Select the one you want and send

them either the default editor Current # Classification
assignment letter or a customized Editor Role Editor Name Assignments Matches Classification Available during next 30
letter. Select| 4 ¥ AY AY AY Matches days

Yes

S Associate Editor Petra Baer ¥ 2 0
One or more notification letters may : : wall e :
be configured to be sent when an ) Associate Editor Benjamin Penguin ¥ 2 0 Yes
editor is assigned or invited. Choosing n e i tin P nne 2 0 Y,
'Send Custom Letters' allows you to 5500?3 ~ I or Querl1 - i B
choose which letters are sent and () Associate Editor Bertie Pony ¥ a 0 Yes
customize those |Et,ter5| G Senior Editar Harvey A. Hippopotamus 0 0 Yes
appropriate. Choosing 'Send Default =]
Letters' will send the default |etters as Senior Editar Aria Kameal P 3 0 Yes

configured, bypassing the selection
and customization process.

Cancel lSerH:tGustom Letters I Send Default Letters l

...then the Editorial Office selects an Editor and sends either
the default letter or a customised letter.. . .




Creating an Editor Chain Manually

Assign Editor - Confirm Selection and Customize Letters

The following people are configured to receive a letter when an Editor is assigned to @ submission.
Click Customize if you want to personalize a particular letter. Once you have customized a letter,an asterisk is

displayed next to the person's name. If you do not explicitly customize the letter for a particular person, the
default letter will be sent.

To change the letter sent to an individual, click the Letter drop-down box next to that person's name and select a
different letter. Mote: if yvou personalize a letter, and then select a new letter, vour personalized text will be lost.

If there is a person in the list to whom vou do not want to send a letter, check the Do Mot Send Letter box next

to that person’'s name. When you click Confirm Selections and Send Letters, that person will not be sent a
letter.

Editor Being Assigned

e ———————ae

Harvey A. Hippopotamus (Senior Editar) | Editor Assignment Customize

Cancel J Confirm Selections and Send Lefters |

The Editorial Office clicks the Customize link to edit the
selected letter




Creating an Editor Chain Manually

Editor Assignment
Confirmation

Harvey 4. Hippopotamus has been assigned to manuscript number DEMOCG122-D-15-
oooos.

E-mail has been sent to the following individuals notifying them of the Editor assignment:

Harvey &A. Hippopotamus (Senior Editor)

Euse

... and the first Editor is assigned!



Creating an Editor Chain Manually

Editorial Proposal Menu Production Tasks

Search

Search Submissions | Search People

Managing Editor
Main Menu
Editor 'To-Do' List

My Pending Assignments (27)

Editorial Submissions in Progress (1)

Transferred Submissions (1)

New Submissions (0)
Partial page displayed

View All Assigned

» View All Assigned Submissions (54)

View All Assigned Submissions being Edited (15)

The Editorial Office locates the submission . . .




Creating an Editor Chain Manually

View All Assigned Submissions - Sally Editor, PhD

Contents: This page lists all submissions that have been assigned to an Editor, for which the Editor's decision has not yet been made. This includes submissions with invited Reviewers, submissions
out for review, submissions requiring a decision, and submissions which have a subordinate Editor's decision but not a decision from the top Editor in the decision-making chain.

Page: 1 of 1 (54 total submissions) Display |@| v I results per page.

Editor with
Manuscript | Article Section/ | Article Author | Initial Date | Status | Current | Current View
Number Type Category | Title Name Submitted | Date Status Responsibility Decision
B Action A AW AV AV AV AV AV AV AV AV Review Status AV
View Submissig

heck (40%)
Details ¥

History
Classifications

Unassign Editor

Blinded Editors: Blinded Editars
Editors Top
Mame: Harvey &A. Hippopotamus ¥ [Proxy]
Role: Senior Editor
Date Assigned: Dec 14, 2015

Date Completed:
Elapsed Days: 0

Recommendation:

The Editorial Office can go to the Details page to proxy in as
the first assigned Editor . . .




Creating an Editor Chain Manually

Proxying for Harvey A. Hippopotamus - Senior Editor

Editor 'To-Do' List

My Pending Assignments (1)
Mew Assignments (1)
Submissions with Required Reviews Complete (0]
Submissions Requiring Additional Reviewers (0]
Submissions with One or More Late Reviews (0)
Reviews in Progress (0)
Reviewers Invited - No Response (0]

Submissions Under Review (0)

Proxying for Harvey A. Hippopotamus - Senior Editor To exit p

New Editor Assignments - Harvey A. Hippopotamus

Contents: These are submissions that have been Assigned to the Editor. They require one of the following: another Editor assignment, Reviewer invitations, or Decision. Use the up/down arrows to chan

Page: 1 of 1 (1 total submissions) Display [ 10 v results per page.
Manuscript Article Section/ |Article Author Initial Date Status
Number Type Category |Title Name Submitted Date
B2 Action A AV AV AV AV AV AV AV
View Submission
Details ¥
Initiate Discussion
History

File Inventory

Classifications

Unassign Editor

Assign Editor

Invite Reviewer

Saolicit Commentar

Submit Editor's Decision and Comments
Send E-mail

DEMOCG122-D-15-00005 Original Article EEMUG 2016 - Editors on Steroids Ivarr Philipsson ¥ Dec 14, 2015 | Dec 14, 2015 | With




Creating an Editor Chain Manually

Assign Editor Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors

Manuscript Number: DEMOCG122-
D-15-00005 Cancel | Send Custom Letters | Send Default Letters |

Title: EEMUG 2016 - Editors on
Steroids

Search Again

The following have been identified as Page: 1 of 1 (6 total People Matches) Display [ 10 ¥ results per page.

candidates to edit this submission.
Select the one yvou want and send

them either the default editor Current # Classification
assignment letter or a customized Edltor Role Edllor Name Assu_;nments Matches Classification Available during next 30
letter. Matches days

T Assoclate Editor Petra Baer ¥ 2 0
One or more notification letters may
be configured to be sent when an Associate Editor Benjamin Penguin ¥ 2 i} Yes
Fd'tor is assigned or |In'."|tad. Choosing Associate Editor Quentin Penguin, 10 ¥ 2 0 Yes
Send Custom Letters' allows you to = _ =
choose which letters are sent and Associate Editor Bertie Pony ¥ 0 0 Yes
customize those letters as Senior Editor Harvey A. Hippopotamus 1 0 Yes
appropriate. Choosing 'Send Default (This editar is already
Letters’ will send the default |etters as assigned to the current
configured, bypassing the selection i
il submission)
and customization process. - - -
Senior Editor Arie Kamee| ¥ 2 0 Yes

Page: 1 of 1 (& total People Matches) Display | 10 ¥ results per page.

Search Again

Cancel | Send Custom Letters Send Default Letters

While proxied in as the first assigned Editor, the Editorial
Office searches for and selects an Editor.




Creating an Editor Chain Manually

Assign Editor Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors
Manuscript Number: DEMOCG122-
D-15-00005 Cancel | Send Custom Letters | Send Default Letters |
Title: EEMUG 2016 - Editors on
Steroids
Search Again
The following have been identified as : - (o o
e A i b e Page: 1 of 1 (6 total People Matches) Display | 10 ¥ results per page.

Select the one you want and send

them either the default editor Current # Classification
assignment letter or a customized Edltor Role Edltor Name As.ﬂgnments Matches Classification Available during next 30
letter. Matches days

g Assomate Editor Petra Baer ¥ 2 0

COne or more notification letters may
be configured to be sent when an Associate Editor Benjamin Penguin ¥ 2 0 Yes
Fd'tc'r is assigned or |IrW|ted. Chaosing Associate Editor Quentin Penguin, D ¥ 2 0 Yes
Send Custom Letters' allows you to : : !
choose which letters are sent and ® Associate Editor Bertie Pony ¥ 0 0 Yes
customi_ze those Iet'_ters as Senior Editar Harvey A. Hippopotamus 1 0 Yes
appropriate. Choosing 'Send Default |Th|5 editor iz alleady \=4
Letters' will send the default letters as b b
configured, bypassing
and customization pro

Editor Assignment Bertie Pony has been assigned to manuscript number DEMOCG122-0-15-00005.

Confirmation E-mail has been sent to the following individuals notifying them of the Editor assignment:

Bertie Pony (Associate Editor)

Close

The Editorial Office invites the next Editor — and then starts

all over again to build the complete Editor Assignment
Chain.



What's the Problem?

Most publications use the same sequence of Editor
Assignments to create an Editor Chain each time they
process a submission

Some publications rely on the Editorial Office to create
the Chain to reduce the Editors” workload

This means that the Editorial Office must proxy in for
each Editor in turn in order to build the complete Editor

Chain

What a tedious process!



What if?

The Editor Assignment Chain could be created in one action
on a single page?

Publications could create various templates that could then
be associated with ditferent Article Types and then use that
template to assign specific Editors?

A template could be created to preselect an Editor Role and
default assignment letter for each step of the Chain?

Revisions could be assigned using a template?

A new ‘Assign Editor Chain’ Feature is available in version
12.1!



New ‘Assign Editor Chain’ Feature
N/
e
£ NN
New ‘Assign Editor Chain’ functionality is available in EM
version 12.1

System Administrators can create ‘Assignment Chain
Templates” in PolicyManager

Templates can then be associated with individual Article
Types

When the Editorial Office clicks the Assign Editor link a new
page is displayed showing the suggested Editor Roles and
Assignment Letters

The Editorial Office can select specific Editors, add or remove
steps and customise Assignment Letters



New ‘Assign Editor Chain’ Feature

Manuscript Article |Section/ Article Author Initial Date Status
Number Type Category Title MName Submitted Date
B Action & AV AV AT AV AV AT AY

View Submission

Duplicate Submission Check (s0%:)
Details ¥

Initiate Discussion

History

Technical Infarmation

File Inventory

Edit Submission " ) - -
Sand: Back ta Author Review Editor Chains for EEMUG 2016 Ivarr Philipsson® ¥ Dec 14, 2015 Dec 14, 2015

Remove Submissi
Classifications
Assign Editar

Set Final Disposi

Initiate Production
Send E-mail
Linked Submissions

The Editorial Office clicks the Assign Editor Action Link, as
in current functionality.




New ‘Assign Editor Chain’ Feature

Assign Editor Define Initial Editor Assignment Chain
Chain

Step | Role Editor | Assignment Letter
Title: New "Assign Editor m Editor 1 Editor in Chief [ = |Editor Assignment [v ] customize
Chain" Feature

Editor 2 Section Editor v Editor Search Editor Assignment v | Customize
Select the correct Editor to be ' | 3 | [¥]

used at each step in the
assignment chain. You may add '
and remove steps, change

Roles and select Editors to g
customiza the chain, O Associate Editor - Add to Chain |

confirming the chain by clicking

'Create Chain and Send

Letters’, the systam will create

assignments for each Editor in Cancel I
the chain, sending the selected
letter to each; the final Editor
will be the Handling Editor.

Editor 3 Associate Editor | v | Editor Search |Edit0r Invitation El Customize

Assign Individual Editor

The new Assign Editor Chain page is displayed based on the template
associated with the submission’s Article Type
Each step is associated with a suggested Editor Role
The Role determines how the Editors to be assigned are identified:
* A combo box allows users to select from Editors in a dropdown
list
* The Editor Search link brings the user to a search interface
The template’s default Assignment Letter is displayed




New ‘Assign Editor Chain’ Feature

Define Initial Editor Assignment Chain

m Editor 1 | Senior Editor ¥ Editor Search | Mone ¥ Customize
m Editor 2 | Associate Editor | | = || None ¥ Customize
. Editor 3 | Assistant Editor ¥ Muc Pigay | Mone ¥ Customize

| Assistant Editor ¥ [ Add to Chain |

Eam:elj Create Chain and Send Lefters |

The mechanism used to identify the appropriate Editor for
the assignment is defined by the Editor Role and can be:
an Editor Search, looking for Editors with that role by
name
a drop down list of all Editors with that role

a pre-selected name (where only one Editor has this
role)



New ‘Assign Editor Chain’ Feature

= L & Click the Blind Editors link to block access to this submission for one or more Editors.
Assign Editor Chain: Blind Editors

Search
Title: Mew "Assign Editor Chain"
Feature

Use the search tool to identify the
most appropriate person for this

in the chain
Editor 2: Section Editor

[ oriterion ———1a/12 not | etecor O

Insert Special Character _I ‘ Value Options
a
i

(<] [Edtorroe & s 0] [Eaaitov] (] [A0[¥] Remove |
|LastName |:| - |Eleg s With I Remove I

Add

Looking at the Editor Search, the Role for that step in the
Chain is preselected but can be changed in the dropdown
menu

You can then search for the Editor as usual



New ‘Assign Editor Chain’ Feature

Assign Editor Chain:
Select

Title: Editor Chains for EEMUG 2016

The following have been identified as
candidates for this Step in the Editor
Chain. Select the Editor to return the
Assign Editor Chain page where you
can select and customize the
Assignment Letter, if appropriate.

Editor 1: Senior Editor

Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors

Cancel | Assign Selected Editor |

Search Again
Page: 1 of 1 (2 total People Matches) Display i_ﬁ_ﬂj_-;" results per page.
Available
during
Editor Role Editor Name
s AT
benior Editor Harvey A. Hippopotamus 1 o Yes
i=4
Lenior Editor Arie Kamee| ¥ 3 0 Yes
Page: 1 of 1 {2 total People Matches) Display | 10 ¥ results per page.
Search Again

Gancel | Assign Selected Edifor |

When the Editor to be assigned is selected, the user clicks the
‘Assign Selected Editor” button.




New ‘Assign Editor Chain’ Feature

Assign Define Initial Editor Assignment Chain
Editor Chain -
T i Trole ————Tedor ——— pssignment Letter
Title: Editor Chains ' Editor 1 Senior Editer ¥ Harvey A. Hippopotamus [Search] || Editor &ssignment v Customize
for EEMUG 2016 - 1
I Editor 2 | Associate Editor ¥ | | + || Editor Assignment v Customize

Select the correct [
Editor to be used at . - = g - - :
each step in the . Editor 3 Assistant Editor ¥ Muc Pigay | Editor Assignment ¥ | Customize
assignment chain.

Fhi ol [Bssisant Edilor v | Add o Chan |

change Roles and

select Editors to

customize the chain.

on confirming the Cancel | Create Chain and Send L efters |

chain by clicking
'Create Chain and
Send Letters’, the
system will create
assignments for each
Editor in the chain,
sending the selected
letter to each; the
final Editor will be the
Handling Editor.

Assign Individual Editor |

The selected Editor is now displayed for the step in the
Editor Assignment Chain, and the assigning Editor can click
Customize to personalize the letter.




New ‘Assign Editor Chain’ Feature

Customize Editor Cancel | Preview Letter | | | Submit |
Assignment Letter

Harvey Hippopotamus From: The Journal <trashl@ariessc.com >

(SEI‘IIOI’ Edltﬂr) To: Harvey A. Hippopotamus
Letter Purpose: Editor Assignment
Letter Subject: i‘r’nu have a new Editor Assignment
Letter Body: Insert Special Character | Insert Custom Merge Field  Openin New Window |
Ref.: Ms. MNo. XMS_NUMBERX -
EQRTICLE_TITLE%
ﬁCORRAUTHDR%

i%]DLFRN;—‘I.LFULLTITLE}‘E
Dear HZTITLE% XLAST_NAMEX,

I am passing the above article to you for handling. Please log onto Editorial
jManager as an editor to view the details and PDF.

Please click on this link to access the submission:
WEDITOR_DEEP_LINKX%

[Regards

|

MEDITOR_MAMER =
[SEDITOR_ROLE% -

Cancel | Preview Letter | § | Submit |




New ‘Assign Editor Chain’ Feature

Assign Define Initial Editor Assignment Chain
Editor Chain
T e
Title: Editor Chains Editor 1 | Senior Editor Harvey A. Hippopotamus [Search] |E4:Irtur Lssignment v Customize

for EEMUG 2016

Salea T £ ‘ Editor 2 | Associate Editor ¥ | [~ | Editor Assignment v Customize
ElEeC € COrrec

Editor to be used at
each step in the I
assignment chain.

e assistant Edior_v | | _Add to Chain |
change Roles and

select Editors to

customize the chain.

On confirming the Cancel Create Chain and Send Leffers |
chain by clicking

'Create Chain and

Send Letters’, the

system will create

assignments for each

Editor in the chain,

sending the selected

letter to each; the

final Editor will be the

Handling Editor.

Editor 3 | Assistant Editer ¥ Muc Piggy | Editor Assignment v Customize

Assign Individual Editor |

Additional “Editor Steps’ can be added to the Chain by
selecting a Role and clicking the ‘Add to Chain’ button.



New ‘Assign Editor Chain’ Feature

Define Initial Editor Assignment Chain

R

Editar 1 | Senior Editor ¥ Harvey A. Hippopotamus [Search] | Editor Assignment Customize

! Editor 2 | Associate Editor ¥ ! Pony Bertie | - | Editor Assignment r Customize
*A Editor 3 | Assistant Editor ¥ Muc Piggy | Editor Assignment r Customize
Editor 4 | Associate Editor ¥ | Penguin Benjamin| | ~ || Editor Assignment ¥ Customize

| Assistant Editor ¥ Add to Chain

Cancel Create Cha ain ; |'H |L.L-'~lt sl

If the proposed Editor or Role is invalid, an error icon 4 is

displayed and the “Create Chain and Send Letters’ button is
disabled.



New ‘Assign Editor Chain’ Feature

Define Initial Editor Assignment Chain

S

Editor 1 | Senior Editor r Harvey A. Hippopotamus  [Search] | Editor &ssignment Customize
. Editor 2 | Associate Editor ¥ | Pony Bertie | ~ | Editor Assignment ¥ Customize
. iy Editor 3 | Assistant Editor ¥ Muc Piggy | Editor Assignment ¥ Customize
. | This Role cannot Assign other Editors. r Penguin Benjamin | « | Editor &ssignment ¥ Customize

| Assistant Editor ¥  Add fo Chain |

Ganc:elj Create Chain and Send Letters |

Informational text is displayed when the user hovers over
the error icon.

Here the Role selected for Editor 3 does not have permission
to assign other Editors, and therefore must be the last Editor
in the Chain.



New ‘Assign Editor Chain’ Feature

Assign Define Initial Editor Assignment Chain
Editor Chain :
N T Assignment Loter

Title: Editor Chains '. Editor 1 [ Senior Editor ¥ Harvey A. Hippopotamus  [Search] || Editor Assignment ¥ Customize
for EEMUG 2016 |

Editor 2 Associate Editor ¥ i i Editor Assignment ¥ Customize
Select the correct l L | | Penguin Quentin | Sl 580
Editor to be used at ) e — : i .
each step in the ' A Editar 3 |Assomate Editor ¥ | Penguin Quentin | - | Editor Assignment ¥ | Customize
assignment chain.
You may add and .
remnvevsteps, Assistant Editor ¥ Add to Chain

chanage Roles and
select Editors to
customize the chain.
On confirming the
chain by clicking
'Create Chain and
Send Letters', the
system will create
assignments for each
Editar in the chain,
sending the selected
|letter to each; the
final Editor will be the
Handling Editor.

Assign Individual Editor |

Define Initial Editor Assignment Chain

. Editor 1 Senior Editor v

m A Editor 2 Associate Editor ¥

. ‘d Cannot assign a person twice, E-l:l'rtc-r v

The ‘Assign Editor Chain’ page does not allow an individual
Editor to be assigned to more than one step in the Chain.




‘Assign Editor Chain’ Feature

Blinded Editors:

Arie Kameel, Senior Editor; Harvey Hippopotamus, Senior EditorBlinded Editars

Assign Editor Chain

Title: Editor Chains for EEMUG 2016

Select the correct Editor to be used
at each step in the assignment
chain. You may add and remove
steps, change Roles and select
Editors to customize the chain. On
confirming the chain by clicking
'Create Chain and Send Letters', the
system will create assignments for
each Editor in the chain, sending the
selected letter to each; the final
Editor will be the Handling Editor.

Assign Individual Editor |

Define Initial Editor Assignment Chain

l Editor 1 | Senior Editor ¥ No users have this Role | None v Customize
i Editor 2 | associate Editor ¥ | | = [ Mone ¥ Customize
m Editor 3 | Associate Editor ¥ | | = | Mone v Customize

| Assistant Editor ¥

Add to Chain

Cancel Create Chain and Send Letters |

Editors who have been ‘blinded’ to the submission are not
displayed in the ‘Editor’ combo box and do not appear in
search results.




New ‘Assign Editor Chain’ Feature

Assign Define Initial Editor Assignment Chain
Editor Chain -
_ Step Role Assignment Letter
Title: Editor Chains E Editor 1 | Senior Editor v Harvey A. Hippopotamus  [Search] | Editor Assignment v Customize

for EEMUG 2016

SRl t ' Editor 2 | Associate Editor ¥ | | + || Editor Assignment v Customize
elect the correc

Editor to be used at
each step in the '
assignment chain.

ki e hssitant Edfor v | | Addlo Chan
change Roles and

select Editors to

customize the chain.

On confirming the Cancel | Creale Chain and Send Letiers |
chain by clicking

'Create Chain and

Send Letters’, the

system will create

assignments for each

Editor in the chain,

sending the selected

Editor 3 Assistant Editor ¥ Muc Piggy | Editor Assignment ¥ Customize

letter to each; the
final Editor will be the
Handling Editor.

Assign Individual Editor l

If the logged-in user prefers, he or she can click the ‘Assign
Individual Editor’ button to assign only the first Editor,
instead of assigning the entire Chain.



New ‘Assign Editor Chain’ Feature

Click the Blind Editors link to block access to this submission for one or more Editors.

Assign Editor Blind Editors

Title: Mew "Assign Editor
Chain" Feature

Use the search tool to
identify the most
appropriate person to
handle this submission

Value Options

( [criterion ______lIs/Isnot [Selector ______lvawe D | |
[T>] [LastName [+] s [v] [Beginswin [+] |E | | [v]

Add

After clicking the ‘Assign Individual Editor” button, the user
is prompted to select the first assigned Editor.



New ‘Assign Editor Chain’ Feature

ASSigI’I Editor Click the Blind Editors link to block access to this submission for one or more Editors.
Blind Editors

Title: Editor Chains for EEMUG 2016
Cancel | Send Custom Letters | Send Default Letters |

The following have been identified as
candidates to edit this submission.
Select the one you want and send Search Again
them either the default editor
assignment letter or a customized

by Page: 1 of 1 (7 total People Matches) D|sp|av| 10 v results per page.
One or more notification letters may Current # Classification
be configured to be sent when an Edltor Role Edltnr Name Assignments Matches Classification Available during next 30
editor is assigned or invited. Choosing AV AY Matches days
'Send Custom Letters' allows you to
choose which letters are sent and Assmtant Faitop Muc Py ¥ g e ik
customize those letters as () |Associate Editor Petra Baer ¥ Z 0 Yes
appropriate. Choosing 'Send Default Associate Editor Benjamin Penguin ¥ 2 0 Yes
Letters' will send the default letters as : = | - A
configured, .bwasging the selection (1 Associate Editor Quentin Penguin, 10 ¥ 2 ] Yes
and customization process. (1 |Associate Editor Bertie Pony ¥ 1 0 Yes
Senior Editar Harvey A. Hippopotamus 1 0 Yes
| | | |
Senior Editor Arie Kameel ¥ 3 0 Yes
- Page: 1 of 1 (7 total People Matches) Display | 10 ¥ results per page.

Search Again

Cancel | Send Custom Letters | Send Default Letters |

After clicking the “Assign Individual Editor” button, the
‘Assign Editor’ page displays all Editors with permission to
receive assignments — not just Editors with a particular Role.




New ‘Assign Editor Chain’ Feature

Editor Assignment Bertie Pony has been assigned to manuscript number DEMOCG122-D-15-00005.
Confirmation E-mail has been sent to the following individuals notifying them of the Editor assignment:

Bertie Pony (Associate Editor)

Close

When the user chooses to assign just the first Editor, the
selected Editor is assigned as in current functionality.



‘Assign Editor Chain” Configuration
= PolicyManager
»  Define Editor Assignment Chain Templates page
0 Create Templates
«  Edit Article Type page

0 Select Editor Assignment Chain Template per Article
Type

= Set Editor Assignment Options page (Revisions)

0 Revisions go to ‘Revised Submissions’ or ‘Revised
Submissions Requiring Assignment’ folder

= RoleManager — Editor Role

0 Select or Search for Editor to assign



‘Assign Editor Chain” Configuration

PolicyManager Main Menu

Expand All Collapse All

# Registration and Login Policies
[# Status Policies

# Submission Policies

# Questionnaire Policies

# Additional Data Policies

El Editor Assignment Policies
Set Editor Assignment Options -

Define Editor Assignment Chain Templates -

Set Editor Rotation Participants
Configure Automated Summary Reminders

# Reviewer and Editor Form Policies
# E-mail and Letter Policies

# General Policies

# Discussion Forums

# Linked Submissions Policies

# Conference Submission Policies
# Transmittal Policies

= @ProduXion Manager




‘Assign Editor Chain” Configuration

Define Editor Assignment Chain Templates

Assignment Chain Templates may be created here for use when configuring specific Article Types. Applying an
Editor Assignment Chain Template to an Article Type allows Editors to set up the entire initial Editor chain for
newly received Submissions and Revised Submissions in one step. Each template consists of a series of Editor
Roles arranged in the order they are normally assigned in the chain, with a default letter template used to notify
the Editor assigned. Only Editor Roles that are configured to receive assignments can be selected for inclusion,
and all but the last Editor Role must also be configured with permission to Assign other Editors.

Current Editor Assignment Chain Template List <+ Add Another Editor Assignment Chain Template

There are currently no Editor Chain Templates in the list

=+ Add Another Editor Assignment Chain Template

Close

Edit Article Types

No ‘Assignment Chain Templates” are defined upon upgrade.



‘Assign Editor Chain” Configuration

Define Editor Assignment Chain Templates

Assignment Chain Templates may be created here for use when configuring specific Article Types. Applying an
Editor Assignment Chain Template to an Article Type allows Editors to set up the entire initial Editor chain for
newly received Submissions and Revised Submissions in one step. Each template consists of a series of Editor
Roles arranged in the order they are normally assigned in the chain, with a default letter template used to notify
the Editor assigned. Only Editor Roles that are configured to receive assignments can be selected for inclusion,
and all but the last Editor Role must also be configured with permission to Assign other Editors.

Current Editor Assignment Chain Template List = Add Another Editor Assignment Chain Template

E & f/ Standard Three Editor Chain
E Go (?’ I Two Editor Chain for Rapid Reports
E &o [?’ . Three Editor Chain for Invited Submissions

a &0 j/ ' Two Editor Chain for Rapid Communications

== Add Another Editor Assignment Chain Template

Close

Edit Article Types




‘Assign Editor Chain” Configuration

Define Editor Assignment Chain Templates

Assignment Chain Templates may be created here for use when configuring specific Article Types. Applying an
Editor Assignment Chain Template to an Article Type allows Editors to set up the entire initial Editor chain for
newly received Submissions and Revised Submissions in one step. Each template consists of a series of Editor
Roles arranged in the order they are normally assigned in the chain, with a default letter template used to notify
the Editor assigned. Only Editor Roles that are configured to receive assignments can be selected for inclusion,
and all but the last Editor Role must also be configured with permission to Assign other Editors.

View Editor Assignment Chain Template Details

Standard Th| {/ 4« Standard Three Editor Chain

4

- 63 ¢ M Two Editor ¢

hain Template

|
| . | I

| - |Step | Editor Role | Assignment Letter | Method
H éo ¢ . Three Editor Editor 1| Editor in Chief | Editor Assignment | Select

. Editor 2 Section Editor | Editor Assignment Search
E G ¢ M Two Editor C Editor 3 Associate Editor Editor Invitation Search

== Add Another Editor Assignment Chain Template

Click the glasses icon éato view an existing ‘Assignment
Chain Temple’.



‘Assign Editor Chain” Configuration

Edit Editor Assignment Chain Template Details m ;

Standard Tiy F e Standard Three Editor Chain

Open Special Character Palette
Two Editor C

& ¢ Wl

E 63 M Three Editor Description* |Standard Three Editor Chain x|

Hoo /B o | Role | Assignment Letter
H . Editor in Chief |Ed|‘t0r Assignment
== Add Another Editor Assign
E I Section Editor |Editor Assignment

E M Associate Editor |Edit0r Invitation

[ [ [

|Associate Editor  [v]  Add te Chain

Click the pencil icon .# to edit an ‘Assignment Chain Temple’.



‘Assign Editor Chain” Configuration

Edit Editor Assignment Chain Template Details

H 63/ SHat TR ¥ & sStandard Three Editor Chain
Open Special Character Palette
H Saﬂ ' Two Editor C
H &0 j?' ' Three Editor Description#* |Standard Three Editor Chain |
F6o W o e T role | Assignment Letter
E M Eeditor in Chief |Edit0r Assignment
== Add Another Editor Assign
E M section Editor |Edit0r Assignment EI
E W Associate Editor %} Editer Invitation
[v]

E . Section Editar [This Role cannot Assign other £dit0rs1|

‘Section Editor [v] [Add to chain

The Editor Chain template must be valid in order for it to be
saved. In this example, the Associate Editor does not have

permission to assign other Editors and must be the last
Editor in the Chain.



‘Assign Editor Chain” Configuration

Current Editor Assignment {} gqjt Editor Assignment Chain Template Details

- G Standard Th EA #a Standard Three Editor Chain

S .f’ . di d Open Special Character Palette
i Two Editor
6 ¢ M Three Editor [pl=mgly| Confirm Cancel %]

- Are you sure you wish to discard your
65/ W Two Editor ¢ E-m plih i

QUHI |

Editor in
=+ Add Another Editor Assign | 1
E ' _Sectmnl% . 0K | Cancel |
E M sectionE

|Section Editor Add to Chain |

The logged-in user can click the ‘Cancel’ icon @ to return to
the ‘Define Editor Assignment Chain Templates’ page.




‘Assign Editor Chain” Configuration

Current Editor Assignment §§ gpter Editor Assignment Chain Template Details [ ] ]

E G Standard Th BEeal Open Special Character Palette

E () jy . Two Editor C

Description* |A Brand New EMUG 2015 Editor Chain

Héajy ' Three Editor

There are currently no Editor Roles in the Chain

= Associate Editor
E &> ¢/ WM Two Editor C Conference Editor

Editor in Chief Add to Chain |
=4 Add Another Editor Assign Editorial Assistant Lt
Managing Editor

Section Editor
Special Issue Editor

Close I

Edit Article Types

To create a new template, enter a ‘Description’ for the
template and select a Role to add to the Chain.




‘Assign Editor Chain” Configuration

Enter Editor Assignment Chain Template Details B

H &o Standard Thl MEeal Open Special Character Palette

Eﬁa_fy ' Two Editor C

Description* |A Brand New EMUG 2015 Editor Chain |

S/ W e e N T
| igl

H 6o f . Two Editor C

M editorin Chief

Editor Notice an Assignment was Undone
Editoer Assignment Undone
_Editor Assignment - Proposal

= Add Another Editor Assign |Editor in Chief v|

Close I

Edit Article Types

Continue adding Roles until the Chain template is complete.
The Editor order does not matter yet — you will be able to
sort the Editors after adding them to the template.



‘Assign Editor Chain” Configuration

Edit Editor Assignment Chain Template Details

E « . A Brand New EMUG 2015 Editor Chain

Open Special Character Palette

Description* |A Brand New EMUG 2015 Editor Chain

|| Role _____ |Assignmentletter |

M Eeditor in Chief |Ec|it0r Assignment ‘
h H - Cmetimn Editor ||:.r|“-nr Trwvrit=stims LW |
. Special Issue Editor None Vl
i - -._f|_.r'\_.\..|u| Lol idn. LsdlLwr] | L R ) NN

Grab the blue gripper bar to sort
the Editor Roles in the template.

Add to Chai




‘Assign Editor Chain” Configuration

Edit Editor Assignment Chain Template Details

E ﬁ . A Brand New EMUG 2015 Editor Chain

Open Special Character Palette

Description* |A Brand New EMUG 2015 Editor Chain

|| __Role _____|Assignmentletter

. Editor in Chief |Ec|it0r Assignment v

H . Special Issue Editor |Ec|it0r Invitation v

H M Ssection Editor Editor Invitation v
'Section Editor 'v|  Add to Chain |

The newly defined sort order is displayed.




‘Assign Editor Chain” Configuration

Edit Article Type

Cancel | Submit |
Article Type: |Original Study
Maximum Arficle Type name is 75 characters. S
Warning: changing the Article Type name will apply the name change to all submission The SyStem AdmlnlStrator can SeleCt a
Family: Regular  Editor Use Only: [ default ‘Editor Assignment Chain’
[J Hide Wnen you Hide an Article Type, the Article Type will be deactivated (not available for neyj .
[J  Allow file uploads from arXiv.org server template fOI' eaCh Al‘thle Type.

You must also set up Automatic Transfer to a checking

Similarity Check:
L] Send Rew.ewer PRIFo0 Itk Subjenaon service on the Configure Similarity Check page. Edifor
L[] send Reviewer PDF on First Revision and Publisher Roles can be configured to send files by
[]  Send Reviewer PDF on Final Disposition to Accept Automatic Transfer from the File Inventory or
Technical Check pages even if you do not enable the
ophons on this page.
Partial page disp!
None v
Editor Parameters Ne;vug::
None

A shiny new EEMUG chain!!

Two editor chain for rapid reviews
Editor Assignment Chain Template: standard three editor | Standard three editor chain
Three editor chain for invited submissions

Editor.

Reviewer Parameters: Mo and_ Rx_ewsed
Submissions
Submissions will move to the "Submissions with Required Reviews
: 2 s Must be O or

Complete’ folder as soon as this number of reviews have been 2

greater.
completed.

Set this value
to zero to tum
nff tha



‘Assign Editor Chain” Configuration

Set Editor Assignment Options

New Submissions

The settings below control how new manuscripts are assigned to Editors. The first choice, "Submissions go to New Submissions Requiring Assignment folder' allows
manual assignment of editors. The sub option "Submissions where Author has Selected an Editor” automatically directs the submission to the Editor selected by the
Authar at the 'Request Editor manuscript submission step. The sub opfion "Submissions where Author has Selected a Section/Category’ automatically directs the
submission to the Editor selected by the Author at the "Select Section/Category” manuscript submission step.

If "Assign to Editors by Rotation” is selected, the submissions are automatically directed to the Editor with the oldest assignment date.

® Submissions go to New Submissions Requiring Assignment folder

Wl Except

(@ Submissions where Author has selected an Editor
Flease also configure seffings on the ‘Sel Request or Assign Editor Display Oplions’ page.

(3 Submissions where Author has selected‘aﬁamﬂmﬂﬂm
Flease also assign Editors fo sections o

() Assign to Editor by Rotation
Flease also select Edifors an the "Sef Editor Rotation Farticipan

Revised Submissions

The settings below control how revised manuscripts are assigned to Editg
Requiring Assignment folder” allows manual assignment of Editors. If the

first editor assignment for the revision will be allowed to assign the entire

HINT: To assign the Editor Chain for revised
submissions using a template, select the
‘Revisions go to Revised Submissions or Revised
Submissions Requiring Assignment folder’ radio
button.

[f the "Revisions are automatically directed to the First Assigned Editor of the previous version” choice is selected, a Revision will be automatically assigned to the

First Assigned Editor of the previous versian.

Y Revisions go to Revised Submissions or Rewised Submissions Requinng Assignment folder

[ Allow reassignment to previous Editors
Letter: | Editor Assignment

[ Revisions are automatically directed to the First Assigned Editor of the previous versian.




‘Assign Editor Chain” Configuration

Reassign Editors

Manuscript Number:
DEMOCG122-D-15-00006R1

Available
Current # Classification Classification during next
Title: Editor Chains for Order Editor Name Editor Role Assignments Matches Matches 30 days

Assignment

EEMUG 2018 Editor 1 Harvey A. Hippopotamus Senior Editor

The Editors listed were Editor 2 Bertie Pony Associate Editor 1 0 Yes
assigned to the previous Editor 3 Muc Pigay Assistant Editor 0 a Yes
version of this submission in
the order indicated. To
reassign the previous Editors
in the same order, use one of
the 'Reassign..." buttons. The
submission will be
automatically assigned to
each editor in succession, and
the last assigned Editor of the
previous version will then be
responsible for the Y

Cancel | Reassign with Custom Letter | Reassign with Default Letter |

submission.

Use 'Edit this/selected Chain’
to ﬁrst change these ) . a )

assignments; use 'Create a Cancel | Reassign with Custom Letter Reassign with Default Letter
New Chain' for a new Chain

as configured for this Article

Type; use 'Assign Individual
Editor' to set up just the first

assignment.

Edit this Chain

Create a New Chain ) Edit th iE Ehain
ml Individual Editor

Create a New Chain

Assign Individual Editor




‘Assign Editor Chain” Configuration

Edit Role Definition

Role Name:* |Managing Editor |

Maximum Role name is 40 characters.

Check the functions that this role is permitted to perform. Note: in boxes with multiple rows displayed, you may
select or deselect multiple terms by holding down the CTRL (PC) or CMD/Apple key (Mac) when clicking.

Expand All Collapse All

=l New Submissions

¥ Receive New Submissions in 'New Subm

[V Perform Technical Check (submissig The ROZEManager - Edltor lAlwayS Use
M Receive New Transferred Submissions in] SearCh-based SeleCtiOn fOI' Edltor Chaln
R Submit Manuscript 25 an Editr Assignment’ permission determines the
[ Restrict to 'Editor/Publisher Use Only . . .
7/ Can set Accept on suomission' Fnaf 11€ENOd Used to identify the Editor when
[l Editor Assignment aSSIgnlng the Chaln

W Receive Assignments in 'New Assignmen e
® Receive Assignments without Invitation
O Receive Invitations for Assignments
O Always Use Search-based selection for Editor Chain Assignment (i.e. if not Applied Automatically by System)
v Assign Editor
W Redirect to Other Editor (and be removed from Editor Chain)
v Change Corresponding Editor
Wl Blind Editor
v Unassign Other Editors
v Unassign Myself




Moditying an Editor Chain

Replace or Remove an Editor



Current Unassign Editor Functionality

Editors with permission can click the Unassign Editor
Action Link to “Unassign’ or “Switch’ the assignment for
the lowest level Editor in the Chain

The lowest level Editor must not have saved or
submitted an Editorial decision

If the Editor is removed from the Chain, Reviewers are
associated with the next highest Editor in the Chain

If the assignment is switched to another Editor, reviews
are associated with the new Editor

Editors with “Unassign Other Editors” and ‘Assign
Editor” permission can remove or replace the Editor at
the bottom of the Chain

Editors with “Unassign Myselt” and ‘Assign Editor’
permission — who are at the bottom of the Chain — can
remove or replace their own assignment




Current Unassign Editor Functionality

If the current Editor Assignment Chain is:

<D - <D - C»

Editor C can be removed from the Chain

L ciorn S caors

or Editor C’s assignment can be switched to another
Editor.

D - CD - <<




Current Unassign Editor Functionality

If there is only one Editor in the Chain, and Reviewers have not been invited,
the assignment can be rolled back.

Unassign Editor

Are you sure you want to unassign the Editor? If you unassign the Editor from this
submission, David Editor will no longer be responsible for the submission, and the

submission must be assigned to another Editor.

Click 'Switch to New Editor' to immediately assign a new Editor to the submission.

Click 'Roll Back to Previous Editor' to mowve the submission back up the chain to the
Assigning Editor.

| Cancel | Switch to New Editor Roll Back to Previous Editor |

If there is only one Editor in the Chain, and Reviewers have been invited the
assignment can only be switched to another Editor.

Unassign Editor ) , , ] ,
Are you sure you want to unassign the Editor? If you unassign the Editor from this

submission, Sally Editor, PhD will no longer be responsible for the submission, and the
submission must be assigned to another Editor.

Click 'Switch to Mew Editor' to immediately assign a new Editor to the submission.

Cancel I Switch to Mew Editor |

1




Current Unassign Editor Functionality

If Reviewers have been invited or assigned:

- D

Editor C’s assignment can be switched to another Editor:

T - C - CTD > C>

Or the assignment can be rolled back:

i I cis ... S

But no other Editors can be added to the Chain once the
assignment has rolled back if Reviewers have been
invited or assigned!




What if?

The Editor Assignment Chain could be modified in one
action on a single page?

An Editor with permission could replace or remove an
Editor for any step in the Editor Assignment Chain — not
just the lowest level Editor?

Editors could be replaced after they have submitted a
decision?

An Editor with permission could replace or remove
multiple Editors in one action, on a single page?

An Editor with permission could replace one Editor with
another Editor who has a different Editor Role?



New ‘Modity Editor Chain’ Feature

/
&'_\ i

e
In EM v. 12.2, Editors can replace or remove an Editor
from any step in the Editor Assignment Chain:

:
Y
C - CD - C» -
!
A 4

Modified Editor Assignment Chain:

CD - C - C -

1



New ‘Modity Editor Chain’ Feature

Editors will be able to remove or replace more than one
Editor in the Chain in one action on one page!

@—r@—*@—*

<
Modified Editor Assignment Chain:
> D D

1



New ‘Modity Editor Chain’ Feature

= An Editor who has saved or submitted a decision can
be replaced by another Editor with the same Role

= Under certain conditions, an Editor may be replaced by
another Editor with a different Role

= Replacement Editors inherit the history of the Editor
they have replaced

= Under certain conditions, an Editor may be removed
from the Chain altogether

= Default or customized letters may be sent

= Modifications to the Editor Chain are visible on the
Custom Details page, the History page and in Reports



New ‘Modity Editor Chain’ Feature

Manuscript | Article Section/ | Article Author Initial Date | Status | Current
u r Type Category | Title Name Submitted | Date |Status
2 AV AV AV AV AY AV AV

ew Submission
te Su

o
bmiszion Check (500s)

Vi

Duplicate

Details ¥

History

Classifications

Unassign Editar

File Inventory e

f:ﬁéfg';ﬂf;s S.E?'ﬁucfnluzsil Review Editor Chains for EEMUG 2016 ;‘;I?“r;sson EUELCSM' 15, With Editor | Muc Pigay Revise
Solicit Commentary 2015

The Unassign Editor link is displayed for Editors with access
to the submission and permission to modify the Chain, up to
the point that the Final Disposition is set for the submission.

Clicking the link brings the user to the new Modify Editor
Chain page.




New ‘Modity Editor Chain’ Feature

Mﬂdifv Editor Chain Current Editor Assignment Chain

View Reviews and Comments | [step | Assigned Editor Role ___________[NewEditor |

. Editar 1 Harvey A. Hippopotamus e |

Manuscript Number: rSEiur Editor b

¥ b, -
DEMOCG122-D-15-00006R 1 |- SEnmt Edinr | |
Title: Editor Chains for EEMUG . Editor 2 .BEI"tIE Pony Associate Editor | Associate Editor | | -
2016 s e
. Editor 3 Muc Piggy Assistant Editor rﬁ.ssistant Editor ¥ | | -

The current Editor Assignment
Chain is displayed. You may
remove an Editor by clicking
the delete icon or may replace
an Editor for a particular step in
the Chain. To confirm changes,
click 'Confirm Selections and
Send Default Letters' or
'Confirm Selections and Send
Custom Letters'. The system
will update Editor Assignments
as needed and send the
selected letters.

Gan{:el_j Confirm Selections and Send Default Lefters | Confirm Selections and Send Custom Letters |

In this example, the logged-in Editor is either not in the
Chain AND has permission to remove / replace other Editors
OR is the first Editor in the Chain and has permission to
remove or replace their assignment or that of subordinate
Editors.




New ‘Modity Editor Chain’ Feature

Mod if‘v Editor Chain Current Editor Assignment Chain

View Reviews and Comments -m Assigned Editor Role New Editor

Harvey A. Hippopotamus Senior

Manuscript Number: Editar 1 Editor Senior Editor This Editor cannot be replaced
DEMOCG122-D-15-00006R1 }

Editor 2 Bertie Pony Associate Editor Associate Editor This Editor cannot be replaced
Title: Editor Chains for EEMUG T
2016 '. Editar 3 Muc Piggy Assistant Editor Assistant Editor | -

The current Editor Assignment

Chain is displaved. You may

remove an Editor by clicking — . - — —
the delete icon or may replace Cancel ] | Confirm Selections and Send Defaull Letiers | - Confirm Sefeciions and Send Custom Lefiers |
an Editor for a particular step in

the Chain. To confirm changes,

click 'Confirm Selections and

Send Default Letters' or

'Confirm Selections and Send

Custom Letters'. The system

will update Editor Assignments

as needed and send the

selected letters.

In this example, Editor 3 is the logged-in Editor

They have not saved or submitted a decision and they only
have permission to remove or replace their own Editor
assignment.



New ‘Modity Editor Chain’ Feature

. Editor 1 Harvey A. Hippopotamus Senior Editor Senior Editor v | | -
Assistant Editor

m Editor 2 Bertie Pony Associate Editor Associate Editor | | -
Senior Editor

. Editor 3 Muc Piggy Assistant Editor Assistant Editor ¥ |

Current Editor Assignment Chain

"~ step [ ssigned Etor Role
'. Editor 1 Harvey 4. Hippopotamus Senior Editor Senior Editor T |

. Editor 2 Bertie Pony Associate Editor Associate Editor ¥ | Penguin Benjamin | -
. . . . - - Baer Petra E—
'. Editar 3 Muc Piggy Assistant Editor Assistant Editor ¥

| Penguin Benjamin
Penguin Quentin

You can choose to edit the Role that should be assigned
using the dropdown in the ‘Role” column

The ‘New Editor’ column displays Editors with the Role
selected




New ‘Modity Editor Chain’ Feature

Hﬂdifv Editor Chain Current Editor Assignment Chain

View Reviews and Comments -m Assigned Editor m
Harvey A. Hippopotamus Senior

Manuscript Number: I Editor 1 Editor |_Senior Editor T | | -
DEMOCG122-D-15-00006R1

T T——— I Editor 2 Bertie Pony Associate Editor | Associate Editor ¥ Editor Search
2016 [T Ty STy S
I Editor 3 Muc Piggy Assistant Editor | Assistant Editor | -
The current Editor Assignment
Chain is displayed. You may
remove an Editor by clicking
the delete icon or may replace Cancel Confirm Selections and Send Default Letters | Confirm Selections and Send Custom Letters

an Editor for a |:|art|u:u|ar step in : A

the Chain. To confirm
click "Confirm Selecti
Send Default Letters’
'confirm Selections a Insert Special Character Value Options

Custom Letters'. The
will update Editor Asd

as needed and send
celected letters, [- Is/Is not X I
| [v] [Editor Role V] s [~ [EqualiTo[v] Associate Editor [aND[v]|  Remove |

|La5t Name |Begin5With | ‘ ‘ Remove |

Add

Clear Search

When searching for an Editor, the Role name is preselected
on the search page.



New ‘Modity Editor Chain’ Feature

Editor Search

Manuscript Number: DEMOCG122-

D-15-00006R1

Title: Editor Chains for EEMUG 2016

Please select the Editor wham vou

would like to assign for this step in the
Editor Assignment Chain. You will be
allowed to send this Editor either the
default editor assignment letter or a

customized letter.

Editor 2: Associate Editor

Click the Blind Editor|

Page: 1 of 1 (4 total Peog

Editor Role
AT

Classification| next 30

The Editor selected on the search results
page is now displayed on the “Modify
Editor Chain” page. When a valid change
is proposed, the “Confirm Selections . . .”
buttons are enabled.

Editor Name
Y

Assignments| Matches
AY v

A Matches
Associate Editor Petra Baer ¥ 2 Yes
@ Associate Editor Benjamin Penguin ¥ z ¥es
Associate Editor Quentin Penguin. 1D ¥ Z Yes

Modify Editor Chain

View Reviews and Comments

Manuscript Number:
DEMOCG122-D-15-00006R1

Title: Editor Chains for EEMUG
2016

The current Editor Assignment
Chain is displayed. You may
remove an Editor by clicking
the delete icon or may replace
an Editor for a particular step in
the Chain. To confirm changes,
click 'Confirm Selections and
Send Default Letters' or
'Confirm Selections and Send
Custom Letters'. The system
will update Editor Assignments
as needed and send the
selected letters.

Current Editor Assignment Chain

" Step — Rasigned caror Role e ctor

Editor 1

Editar 2

Editor 3

Harvey A. Hippopotamus Senior

Editor | Senior Editor

Bertie Pony Associate Editor

Muc Piggy Assistant Editor

i Associate Editor ¥

[ sssistant Editor

x| |

Benjamin Penguin

[Search]

x |

Cancel | Confirm Selections and Send Default Letters |

Confirm Selections and Send Custom Letters ]

| -




New ‘Modity Editor Chain’ Feature

Editors who have submitted a decision cannot be removed —
they can only be replaced by another Editor who has the
same Role.

Current Editor Assignment Chain

Editor 1

Editor 2

Editor 3

Harvey &, Hippopotamus Senior Editor

(Accept) Senior Editor This Editor cannot be replaced
Bertie Pony Associate Editor . ; : :
Associate Editor This Editor cannot be replaced
([Skipped]) P
Mgt Py Assisiant i Assistant Editor This Editor cannot be replaced
(Accept)
Can{:el_j Confirm Selections and Send Defaull Lefters j Confirm Selections and Send Custom Lefters |

In this example, the logged-in user has permission to
unassign other Editors, but does not have permission to
replace Editors in the Chain. Since all Editors have
submitted decisions they cannot be removed.




New ‘Modity Editor Chain’ Feature

Mod va Editor Chain Current Editor Assignment Chain

View Reviews and Comments | [step __|Assigned Editor Role

: Harvey A. Hippopotamus Senior —
Manuscript Number: ' Editor 1 Editm’f ot | Senior Editor ¥ |

DEMOCG122-D-15-00006R1

Title: Editor Chains for EEMUG I Editor 2 Bertie Pony Associate Editor | Associate Editor ¥ Editor Search

2016

'I Editor 3 Muc Piggy Assistant Editor | Assistant Editor ¥ Mo users have thiz Role

The current Editor Assignment
Chain is displayed. You may
remove an Editor by clicking
J;hnEEddﬁilngﬁeféCrD: ggrz?cau\{[al;esptlzgein Cancel Confirm Selections and Send Default Lellers_] Confirm Selections and Send Custom Letters |
the Chain. To confirm changes,

click 'Confirm Selections and

Send Default Letters' or

'Confirm Selections and Send

Custom Letters'. The system

will update Editor Assignments

as needed and send the

selected letters.

In this example, Editor 3 is the only user with an “Assistant
Editor” Role. Text is displayed that reads,
“No users have this Role”.




New ‘Modity Editor Chain’ Feature

Current Editor Assignment Chain

' Editor 1 Harvey &, Hippopotamus Senior Editor |_E-}&niur Editor ¥ | | -

Editor 2 Eertl,e_PDw Associate Editor Associate Editor Editor Search
(Provisicnal Accept)

. Muc Piggy Assistant Editor
Editor 3 (Provisicnal Accept)

Assistant Editor Mo users have this Role

Ca,n.celj Confirm Selechicns and Send Default Letters | Confirm Selections and Send Custom: Letters J

Once Editors have made a decision, their assignment can be
switched to another Editor with the same Editor Role, but
they cannot be removed from the Editor Assignment Chain.




New ‘Modity Editor Chain’ Feature

Modify Editor Chain Current Editor Assignment Chain
e e -m signed Editor _m
DEMOCG122-D-15-0000%5)
Editor 1 Ed ey, . Hippopaamus. Se Senior Editor | [~

TtI EEMUG 2016 - Editor:
SSSSSS
E: d tpllfdvt d AY ugmrgs A Cancel | Confirm Selections and Send Default Letters | Confirm Selections and Send Custom Lefters |

emaov Edt by clicking
th de I t

or may replace
n Editar f p articular step in
th Chain. To confi
click 'Co frrn elections an
Send Default Le tt ' or
'Confirm Sele t and Se
Custom Letter: Th system
wlII update Edt A signmen
as needed a d nd the
I t d lette

p
irm changes,
d

nd
nts

If there is only one Editor and Reviewers have been invited
or assigned, the trash can icon is not visible.

The only Editor in the Chain can be replaced but not
removed, as someone has to handle the incoming reviews!



New ‘Modity Editor Chain’ Feature

Current Editor Assignment Chain

" oiep T aesigned tor Role e o

-. Editor 1 Ha_rvey 4. Hippopotamus Senior | Senior Editor e | = | -
Editar
Editor 2 Eemé_PDn"f Fasneid s Sl Associate Editor Benjamin Penguin [Search]
{Prowvisional Accept)
Editar 3 Mis Eay sesetn Edifoe Assistant Editor Mo users have this Role

(Provisional Accept)

Cancel | Confirm Selections and Send Default Letters |  Confirm Selections and Send Custom Letters |

1 1

When the proposed changes are valid, the ‘Confirm
Selections and Send Default Letters” and ‘Confirm Selections
and Send Custom Letters’ buttons are enabled.




New ‘Modity Editor Chain’ Feature

Modify Editor Assignment Chain - Confirm Selections and Customize Letters

z s z i Otl Notified of Editor U i t
The following people are configured to receive a letter when an Edito ka2l s lleelb ilalay
the submission is switched to a new Editor(s). Note: All new (switche
to the submission, even if the Editor Role is traditionally invited for E

Letter | | Do NotSend Letter

Click Customize if you want to personalize a particular letter. Once Claire Editor (Managing Editor) | Editer Notice an Assignment was Undone ¥ Customize
displayed next .tD the person’s name. If you do not explicitly customi Bertie Pony (Associate Editar) | Editor Motice an Assignment was Undone ¥ Custamize
default letter will be sent.

e = Muc Pi Assistant Editor Editor Motice an Assignment was Undone ¥ Customize
To change the letter sent to an individual, click the Letter drop-down g9y { ) l 2

different letter. Mote: if vou personalize a letter, and then select a ng

If there is a person in the list to whom you do not want to send a lett

to that person's name. When vou click Confirm Selections and Ser|
letter.

Editor 2

Editor Being Unassigned

Editor 1
T ———————
Bertie Pony (Associate Editor) | Editor Assignment Undone Customize
Editor Being Unassigned
Nome tetter e o
Harvey A. Hippopotamus (Senior Editor) | Editor Assignment Undone

e —— ————————

Benjamin Penguin (Associate Editor) | Editor Assignment

Customize
Editor Being Assigned (Switched To)

N N Ot notfied of Editor Unassignment

A e mes e £t | e ezt __
Claire Editor (Managing Editor) | Editor Motice an Assignment was Uindone ¥ Custormize
Harvey A. Hippopotamus {Senior Editor) | Editor Motice an Assignment was Undone ¥ Customize
Muc Piggy (Assistant Editor] | Editor Notice an Assignment was Undone ¥ Customize [

Letters can be customized for those recipients whose Role

is configured to receive notifications for these events in
ActionManager.



New ‘Modity Editor Chain’ Feature

Editor Assignment
Confirmation

The following changes have been made for submission: DEMOCG122-D-15-00006R 1

+« Harvey 4. Hippopotamus has been replaced by Arie Kameel
« Bertie Pony has been replaced by Benjamin Penguin

E-Mail has been sent to the following individuals notifying them of the Editor assignment
changes:

Harvey A. Hippopotamus (Senior Editor)
Arie Kameel (Senior Editar)

Claire Editor (Manaaging Editor)

Bertie Pony (Associate Editor)

Muc Piggy (Assistant Editar)

Benjamin Penguin (Associate Editor)

Close

The Confirmation page identifies all changes to the Editor
Assignment Chain and lists email recipients.



New ‘Modity Editor Chain’ Feature

Mame:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

Editors

Arie Kameel ¥ [Proxy] (Replaced Harvey Hippopotamus)
Senior Editor

Dec 15, 2015

Top

Mame:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

Benjamin Penguin ¥ [Proxy] (Replaced Bertie Pony)
Associate Editor

Dec 15, 2015

Dec 15, 2015

0

Provisional Accept

Mame:

Role:

Date Assigned:
Date Completed:
Elapsed Days:

Recommendation:

Muc Piggy WV [Proxy]
Assistant Editor

Dec 15, 2015

Dec 15, 2015

0

Provisional Accept

The changes are recorded on the Details page




‘Modity Editor Chain” Configurations

RoleManager — Editor

Edit Role Definition| A Few Options:
{ ¢ . J Vs . ¢ J
Role Name:=  [VanagngEaror | ¢~ Unassign Other Editors” + ‘Assign Editor
maximum role name i ® “Unassign Myselt” + “Unassign Subordinate Editors” +
Check the functions that this role is permitted to perform. Note : in boxd IReplace Edltor’
select or deselect multiple terms by holding down the CTRL (PC) or p . p v . . . 7
* ‘Unassign Myself’ + “Unassign Subordinate Editors
e ‘Unassign Myself’ + ‘Replace Editor’

Expand All Collapse All

+ New Submissions

= Editor Assignment
Receive Assignments
Classic Method of Editor Assignment
® Receive Assignments without Invitation
O Receive Invitations for Assignments
Always Use Search-based selection for Editor Chain Assignment / Replacement
(i.e. if not Applied Automatically by System)
» Assign Editor Using Single Editor Selection
Assign Editor Using Suggested Editor Queue
Close Queue and Assign Editor
Redirect to Other Editor (and be rem| Blind Editor
Change Corresponding Editor Unassign Other Editors

Unassign Myself

O Unassign Subordinate Editors
O Replace Editor

+ Reviewer Invitations
# Editor Decisions

* Proposals/Commentaries




‘Modity Editor Chain” Configurations
RoleManager — Editor

= ‘Always Use Search-based selection for Editor Chain Assignment /
Replacement
(i.e. if not Applied Automatically by System)’

= Editorial Office User
= ‘Assign Editor’
= ‘Unassign Other Editors’
= Editor in the Chain
= ‘Unassign Myself’
0 ‘Unassign Subordinate Editors’

0 ‘Replace Editor’



‘Modity Editor Chain” Configurations

PolicyManager Main Menu

Expand All Collapse all

¥ Registration and Login Policies
# Status Policies
¥ Submission Policies
# Questionnaire Policies
# Additional Data Policies
= Editor Assignment Policies
Set Editor Assignment Options

Set Editor Rotation Participants
Edit Instructions on the Modify Editor Chain Page
Configure Automated Summary Reminders

¥ Suggest Editor Policies

® Reviewer and Editor Form Policies
® E-mail and Letter Policies

® General Policies

Publications can customize the instructional text that is
displayed on the ‘Modify Editor Chain’ page.



‘Modity Editor Chain” Configurations

Edit Instructions on the Modify Editor Chain Page

Enter the instructions that you would like to appear when Modify Editor Chain page is displayed.

Page Instructions

Modify Editor Chain Insert Special Character

The current Editor Assignment Chain is displayed.

You may remove an Editor by clicking the delete ~
icon or may replace an Editor for a particular

step in the Chain. To confirm changes,

click 'Confirm Selections and Send Default

Letters' or 'Confirm Selections and Send Custom
Letters'. The system will update Editor

assignments as needed and send the selected W
letters.
View Default Instructions Revert to Default Instructions

Cancel ] Submit |

Publications can enter customized text . ..



‘Modity Editor Chain” Configurations

Default Instructions for the Modify Editor Chain Page je

Here are the default instructions that appear when Modify Editor Chain page is displayed.

Close |

Page Instructions

MOdifY The current Editor Assignment Chain is displayed. You may remove an Editor by clicking the delete icon or may
di replace an Editor for a particular step in the Chain. To confirm changes, click "Confirm Selections and Send

E |t_0r Default Letters’ or 'Confirm Selections and Send Custom Letters'. The system will update Editor assignments as

Chain needed and send the selected letters.

Close | b

step in the Chain. To confirm changes,

click 'Confirm Selections and Send Default
Letters' or 'Confirm Selections and Send Custom
Letters'. The system will update Editor

assignments as needed and send the selected (W]

letters.

View Default Instructions Revert to Default Instructions
Cancel Submit

... And can view or revert to the default instructions.



Summary

Assign Editor Chain (v. 12.1)

Modify Editor Chain (v. 12.2)

The Editor Assignment Chain can
be created in one action on a
single page

Publications can create various

templates that are then applied to
Article Types

Editor Roles can be pre-selected
for each step in the Chain

Default letters can be associated
for each Editor

Additional Editors can be added
when assigning the Chain

Can be used to assign revisions

Can only be used when assigning
the first Editor in the Chain

The Editor Assignment Chain can
be modified in one action on a
single page

Editors with permission can
remove or replace an Editor for
any step in the Chain (subject to
conditions)

Editors can be replaced after
submitting a decision, until the
Final Disposition is set

Editors can be replaced by
another Editor with a different
Role (subject to conditions)




L ~ell s 3
Questions?



