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Agenda

• Discussion Forums
o The Basics
o Sample Use Cases 
o Initiating a Discussion
o Viewing/Participating in Discussion
o Managing a Discussion
o Brief Case Study: PLOS Use of Discussions
o Administration (Permissions, Letters, Topic Template 

Configuration, Automatic Initiation)



The Basics

• Tool for conducting a “side-bar” conversation
• Initiate at any point in workflow – no restrictions
• Solicit opinions or feedback from Editors outside the 

decision chain
• Can even be done before any Editors are assigned:

o Initial consult
o Second opinion
o Better suited for another publication
o Outright reject



The Basics

 Multiple “threads” for a single submission
o Different Topics
o Different Participants

 Pre-configured Topic Templates
o Pre-populate default Initial Comments
o Set up default settings for different Topics



Sample Use Cases

 General questions about a new submission
o Ethical concerns
o Conflict of interest
o Incorrect classification (e.g. submitted as Clinical 

Trial but is it really a Research Article)
o Who is the best Editor to handle this paper?



Sample Use Cases

 Editors consulting with each other
o Do we need more peer review?
o Major revisions were made, does the new data table 

match the mission statement?
o Decision was rescinded for these reasons…please 

invite more Reviewers to review the revised 
manuscript

o Contemplate appeals
 Offer comment on Draft Decision Letter

o Should any comments be removed
o Should any additional information be provided



Starting a Discussion



Top of Initiate Discussion Page



Bottom of Initiate Discussion Page



Customize Letter to Participants



Participant Access to Discussion
• Participants can access a Discussion in two ways

o Via a Deep Link in a letter



Participant Access to Discussion

 Participants can access a Discussion in two ways
o Via the “Submissions with Active Discussions” folder 

on the Editorial Main Menu



Submissions with Active Discussions Folder

• Multiple topics indicated in Submissions with Active 
Discussions folder

• Users see only threads with which they are associated



Participant View

2. Click Post

Discussion Thread Showing 
All the Comments

1. Enter your comments in 
this space



Participant View

3. A new entry is created in 
the Discussion Thread.



Initiator (Manage) View

End the 
Discussion

Invite More 
Participants

Second Discussion Topic



Discussion Fields in Search Submissions



First-Hand User Experience

 Helen Atkins, Acting Publisher at PLOS
 Discussion features we like at PLOS:

o Communicate with many different parties associated 
with the MS, both internal and external

o Choose who participates in each discussion
o Open many discussions per MS
o Create standard topics, which can vary for each 

journal



First-Hand User Experience



Editor RoleManager Permissions

• Any Editor can be invited to participate in a Discussion
• Further permissions allow Editor Roles to: 

o View All Discussions – regardless of participation
o Initiate and Manage “their own” Discussions
o Initiate and Manage ALL Discussions

o Users who have “carte blanche” 
access to all discussions started by 
self or others.



Letters
 Letters in the “Discussion Forum” letter family are used 

in three ways:
o Invitations to Participate
o Notifications of Posts
o Discussion-related “Ad Hoc” letters

 Notifications of Posts can either go to:
o Discussion Initiator Only
o All Active Participants

 Can be configured to not send letters if you choose
 Three merge fields

o %INITIAL_DISCUSSION_POST% 
o %DISCUSSION_POST%
o %DISCUSSION_DEEP_LINK%



Topic Templates
 Use Topic Templates for:

o High submission volumes 
o Routine discussions for a particular purpose(s) at 

consistent points in the workflow 
 Save Editors time when initiating a discussion
 Use to control/restrict what Editors type in the Initial 

Comments box 
 Using Topic Templates is Optional

o All publications have one Topic Template –
Discussions can be based on this one Template if 
desired



Topic Templates

 PolicyManager
o Discussion 

Forums
 Configure 

Discussion 
Topic 
Templates



Automatic Initiation
 Discussions may be automatically launched for 

specified Article Types when Editor is invited and 
agrees to handle paper



Reviewer Consultation 
Discussions

A New Type of Discussion



Agenda
• Reviewer Consultation Discussion

o What is it?
o Reviewer/Editor Views
o Automated
o Participant Status
o Merge Fields & Letters
o Configuration
o Possible Future Enhancements



Why a New Discussion Type?

• Currently, only Editors can participate in discussions

• However, some publications, especially those using 
Open Peer Review workflows, would like Reviewers to 
be able to participate

o The new type allows Reviewers and Editors to 
discuss a submission openly

o New type is independent of EM’s Open Peer Review
functionality, but can be used together with it



New Reviewer Consultation Type

• Reviewer Consultation – the new discussion type

o All Reviewers who have completed a review for a 
submission can participate in a discussion for it, 
along with the Editors assigned to the submission

• Editor Consultation – all pre-existing discussions are 
now of this type

o Only Editors can participate



Reviewer Consultation – as seen by Reviewer

o Reviewer Consultation – the new discussion type
o All Reviewers who have completed a review for a submission can participate in a discussion for it, along with the Editors assigned to the submission

o Editor Consultation – all pre-existing discussions are now of this type
o Only Editors can participate

Enter new comment here 
and click Post button



Reviewer Consultation – as seen by Editor



Editor 
Participant has 
‘View All 
Discussions’ 
permission but 
not ‘Manage’ 
permission

• New 
Reviewer 
Participants 
grid



Reviewer – Access to Discussion
• Reviewer can access discussion from:

o ‘Discussion’ Action link in Reviewer folders

o Deep link in letter sent when Reviewer submits a 
complete review (ActionManager event ‘Review 
Assignment Completed’)

o Deep link in discussion notification letters, e.g. when 
comment is posted



Reviewer – Access to Submission
• Reviewer has same level of access to a submission from 

the discussion as from their Reviewer folders



Differences Between Discussion Types
• Editor Consultation:

o Multiple allowed per submission
o Can be initiated automatically or manually

• Reviewer Consultation:
o Only one per submission
o Can only  be initiated automatically



Editor 
Participant 
(who can 
‘View All 

Discussions’ 
but not 

‘Manage’ 
this one)



Editor Consultation – Features Unchanged

• Multiple ‘Editor Consultation’ discussions can be open at 
the same time for a submission

• Discussion initiators can manage these as usual:

o Initiate a discussion manually

o Add Editors as participants

o Close and re-open discussions

• All participants can post comments



Reviewer Consultation - Automated

• Most of the management is done automatically!

o Discussion is initiated (behind the scenes) when first 
Editor for a new submission is confirmed 

 When Editor is either assigned or agrees to handle 
submission

o All Editors subsequently assigned to the submission 
are added automatically

o All Reviewers assigned or who agree to submit a 
review are added automatically (as inactive)

o Automatically concluded when Final Disposition is 
set (remains open throughout all revisions)



New Concept - Inactive /Active Participants
• All Reviewers assigned or who agree to submit a review are 

added as ‘inactive’ participants
• An inactive Reviewer has no access to the discussion yet, but 

Editors can see that the Reviewer has an open review 
assignment for the submission



New Concept - Inactive /Active Participants

o When a Reviewer submits a complete review, the Reviewer 
becomes an ‘active’ participant and can access the discussion

o Reviewers cannot be added manually



Reviewer Participant Status
• Row 1 – Jack active – submitted R0 review
• Row 2 – Ginger active – submitted R0 review
• Row 3 – Ron active – submitted R0 review, remained active while 

reviewing R1
• Row 4 – George inactive – no reviews submitted
• Row 5 – Sylvia inactive – if submits R1 review, will become active



Reviewer Participants Grid
• Summarizes Reviewer information related to the submission (as 

well as the discussion)
• Participant Status
• Reviewer Number
• Complete Review Submitted for Versions
• Status of Most Recent Review Assignment



Lifetime Participation

• Once Editors/Reviewers become active 
participants, they remain active participants for 
the lifetime of the submission

• If a submission is closed and re-opened, new 
Reviewers can be added to the discussion 
manually to catch back up to the same state as 
if the discussion had not been closed



Expandable/Collapsible Participant Grids



Editor 
Participant 

who can 
Manage a 
discussion



Editor Can Add Editor Participants



Multi-Role User
• If a user is associated with a submission as both an 

Editor and a Reviewer, she is added as a participant with 
both roles, and may participate in the discussion as 
either role

o She can post comments to the discussion as her 
currently-logged in role.



User is both Editor and Reviewer of Submission
Editor 

Comment

Reviewer 
Comment

Editor 
Participant

Reviewer 
Participant



Configuration

• Step 1 – Configure Topic Template

• Step 2 – Configure Automatic Discussion Initiation

• By Article Type

• Step 3 – Configure Custom Instructions

• Step 4 – Configure Letters for Reviewers



Step 1 – Configure a Topic Template

• Any number of Reviewer Consultation topic templates can be 
created

• Similar to configuration for an Editor Consultation topic 
template



• Select Discussion 
Topic Template Type 
at top

• Fields related to 
manual discussion 
initiation disabled

• New ‘Reviewer 
Discussion Letters’ 
section
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Adding a ‘Reviewer 
Consultation’ Topic 
Template



• As Article Type/Discussion Trigger combinations

• For a Reviewer Consultation discussion, go to the intersection of the 
desired Article Type and the new column “First Editor Confirmed”, 
select the option, and select a Reviewer Consultation Topic Template

Configure Automatic Discussion Initiation



• Instructions 
display on the 
Discussion 
page

Step 3 – Configure Custom Instructions
• Separate 

instructions 
for Editors and 
Reviewers



Merge Fields for Reviewer Consultations
%REVIEWER_DISCUSSION_DEEP_LINK% - new deep link

• Logs Reviewer into EM, navigates to the Completed Reviews
folder, and opens the Discussion page for the submission’s 
Reviewer Consultation discussion



Merge Fields for Reviewer Consultations
%DISCUSSION_POST% - existing deep link now 
populates for Reviewers as well as Editors



New merge field %REVIEWER_DISCUSSION_DEEP_LINK% 
available for these four types of letters:

• ‘Review Assignment Completed’ letter
o Sent when Reviewer submits a complete review
o This is the Reviewer’s invitation to the discussion

• Reviewer Notification letter 
o Sent when an Author Notification letter is sent 

(Author is notified of a decision)
• Discussion notification letter

o Sent when a comment is posted
• Discussion invitation letter

o Sent if a closed discussion is re-opened

Step 4a – Configure Reviewer Letters



• For Reviewer letters, include the new deep link

• %REVIEWER_DISCUSSION_DEEP_LINK%

• For Editor letters, include the existing deep link

• %DISCUSSION_DEEP_LINK% 

• For both Reviewers and Editors, include the existing 
deep link

• %DISCUSSION_POST%

Step 4b – Configure Editor/Reviewer Letters



Possible Future Enhancements for Reviewer 
Consultation Discussions
• Initiate manually
• Allow than one Reviewer Consultation discussion 

for a submission
• Allow Reviewers not associated with a submission 

to be added
• Add Reviewers as ‘active’ participants before they 

complete a review (for Open Peer Review 
workflows)



Discussion Time!
• Questions
• Feedback



The End!


