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SESSION OBJECTIVE

• Learn about new features and 
functions that will:
• Streamline and improve the 

Editor user experience
• Help your Editors to be 

more efficient and 
productive



AGENDA
• Discussion Forum Unread Posts Indicator
• Reviewer Selection and Management
• Different Default Reviewer Assignment Letters
• Usability Improvements
• Proposed Reviewer Ranking and Flag
• Promote Alternate Reviewers with Different Roles

• Editor Signposting
• Enhanced Automated Summary Reminders
• Editor Decision Letter Phrases
• Author Notification Status in All Submissions with Editor’s Decision folder



Discussion Forum Unread 
Posts Indicator

New in Release 14.0 – Immediate 
graphic visibility to unread posts



Discussion Forum 
Unread Posts Indicator

• Editors can be configured to 
receive email notifications of 
every post – too much mail!

• But, if notifications are turned 
off there is no visual indication 
that there are new unread 
posts 

• Users must drill down to see if 
there are new posts



In 14.0 - Unread Posts “Badge”

Company Confidential - Aries Systems Corporation



Company Confidential - Aries Systems Corporation

Displayed everywhere the Discussions link is shown



Company Confidential - Aries Systems Corporation

Indicator also shown directly on Discussion page



Simple to Configure



Reviewer Selection and Management

New in Release 13.1 - Different Default 
Reviewer Assignment Letters



Reviewer Invitation/Assignment Letters
• Only one default letter per 

Reviewer Role for each of the 
following events:
• Reviewer Invited
• Reviewer Assigned (Not 

Invited)
• Reviewer Agree
• Promote Alternate 

Reviewers
• The same default letter is 

used for Initial Submissions 
and Revisions

ActionManager – Prior to 13.1, configuring the 
default letters for a Reviewer role



Sending Letters to Reviewers 
Sometimes you wish you could 
easily set different default letters 
for Reviewers of assignments 
based on whether a submission is:
• An Initial Submission (Rev 0)
• A revision for which the 

Reviewer reviewed a 
previous version

• A revision for which the 
Reviewer has not reviewed a 
previous version

ActionManager – Prior to 13.1, configuring the 
default letters for a Reviewer role



In 13.1 - Multiple 
Default Letters

You can now specify up to 3 
different default letters for the 4 
Invite/Assign Reviewer events:
• An Initial Submission (Rev 0)
• A revision for which the 

Reviewer reviewed a 
previous version

• A revision for which the 
Reviewer has not reviewed 
a previous version

ActionManager – New in 13.1, configuring the 
default letters for a Reviewer role



Select Letters
In ActionManager, go to 
the Reviewer role you want 
and click the ‘Select 
Letters’ link for a Reviewer 
Assignment event:
• Select a different 

letter for one or more 
of the three contexts



Edit Letters
Check PolicyManager Edit Letters to see which letters are associated with which Reviewer 
roles/ActionManager events (existing functionality)



Assign Reviewer for Initial Submission
In this example, the default Reviewer letter for assignment is one meant for Reviewers 
who will be reviewing an initial submission.



Assign/Invite Reviewer on Revision
In this example, Reviewers are being selected for a revised submission. The 
default Reviewer letters are for those configured for revisions.



Reviewer Selection and Management

New in Release 14.0 -
Usability Improvements



Reviewer Selection 
Summary

• Up/down arrows to 
reorder Alternates

• Text action links to Link, 
Promote and Remove

• Proposed Reviewers 
could not be ranked

Reviewer Selection Summary – Version 13.1



In 14.0!
• ‘Grip’ tool to dynamically 

(drag & drop) reorder 
Alternate and Proposed 
Reviewers

• Graphic icons to Link, 
Promote and Remove

• Consistent, simple user 
interface for Editors

• New ‘Display Proposed 
Reviewer Flag’

• No configuration required!



In 14.0! 
Proposed 
Reviewer Flag

• New Proposed Reviewer 
Flag displayed in folders

• Also added to Search 
Submissions – search 
criteria



Reviewer Selection and Management

New in Release 13.1 – Alternate 
Reviewer Promotion Enhancement



Alternate Reviewer 
Promotion Restricted 
to Same Role
• Alternates may be promoted 

when a primary Reviewer is 
un-invited, un-assigned or 
declines the invitation

• The system first promotes any 
linked Alternate Reviewers; if 
there are none, then it will 
look to the general pool of 
(non-linked) Alternates

• But, non-linked Alternates 
must have the same Reviewer 
Role as the person they are 
‘replacing’

Pre-13.1: Alternate must be linked or same role



In 13.1 - Alternate Rank Order Determines 
Order of Promotion

• The first ranked 
Biostat Reviewer 
(Roth) will be 
promoted when 
Richmond declines or 
is un-invited



In 13.1- Edit Article Type Page
• UNSELECT the checkbox option ‘Only Promote unlinked Alternate 

Reviewers with MATCHING Roles’



Decision Letter Phrase 
Selector

New in Release 14.0 – Text snippets for 
easy inclusion in decision letters



Editor Decision Page
• One letter template 

per decision term
• Editors use different 

phrasing to convey 
similar information, 
but the publication 
wants a consistent 
voice conveying 
editorial decision to 
Authors

Pre-14.0: Editor Form



In 14.0 - Pool of phrases to choose from when 
drafting/sending decision letters

• Publication defines a pool of phrases (text snippets) for use in decision 
letters

• Editors can select from a list of phrases to construct decision letters 
more efficiently and with fewer errors

• Phrases selected by any Editor in the chain will populate a new 
%EDITOR_DECISION_PHRASES% merge field when the Decision Letter 
is generated

• When the merge field is populated, the phrases appear in the letter 
as separate paragraphs so that they can be edited prior to notifying 
the Author  



Editor selects desired phrases on Decision page



Selected phrases pulled into decision letter via new 
%EDITOR_DECISION_PHRASES% merge field



Decision Phrase Configuration

Step 1: Define phrases



Decision Phrase Configuration
Step 2: Add phrases to Editor Form on 
Add/Edit Editor Form page



Decision Phrase Configuration
Step 3: Associate Editor Form with 
Editor Role/Article Type



Decision Phrase Configuration
Step 4: Edit Decision Letter to include 
new %EDITOR_DECISION_PHRASES%



Visual Cues for Editors 
(Editor Signposting)

Q: What is that pretty colored bar? 
A: It’s an Editor warning status signpost!



Editor Main Menu 

• Prior to 14.0, Editors can see 
how many submissions are in 
each folder on their Editor ‘To-
Do’ List

• But the count, e.g. “(10)”, after 
each folder name doesn’t tell 
them how long submissions 
have been in that folder



In 14.0 - Signposts!

• As of 14.0, signposts (like 
traffic-lights) help an Editor 
prioritize their current workload 
at a glance

• The colors indicate how many 
submissions in that folder are:
• Green - On schedule
• Amber - Need attention
• Red – Late

• 25 folders can display signposts



• The publication sets the warning 
thresholds in PolicyManager
• Each folder has its own thresholds

• If a submission has been in the folder 
for fewer than the Needs Attention
value, the submission is green

• If it has been in the folder for more 
than Late days, it is red

• Otherwise, it is amber

Warning Thresholds



Editor RoleManager
• To view the signposts, the permission View Warning Status 

Signposts must be selected for the Editor role



Signposts 
in Folders
• In a folder, each 

submission is 
color-coded to 
indicate its 
warning status 
(i.e. how long it 
has been in the 
folder)

• You can sort on 
the column



Automated Editor 
Summary Reminders

New in Release 14.0 – Signposts and 
more robust configuration options



Editor Summary Reminder Reports
• Up to Release14.0, Editors can automatically receive a reminder email based 

on the simple model:
• “Every X days, send an Editor a copy of their To-Do List”

• The email summarizes the submissions in three key folders:
• New Invitations
• New Assignments
• Required Reviews Complete

• Configured in PolicyManager, per Editor role.
• 4 merge fields per folder are available to pull information into the email
• Criteria can limit the number of submissions pulled in, e.g. “pull in only Editors 

who received an invitation X number of days ago”



• Release14.0 revamped these reports!
• Color-coding with signposts in HTML letters
• For up to 11 folders
• A single merge field pulls information from all the selected folders
• 2 merge fields are available:
• To summarize by folder
• To list submissions by folder

• Criteria is based on the same ‘Warning Thresholds’ as the Editor signposts 
on the Main Menu

• Deep-linking merge fields to folders can be included

New and Improved
Editor Summary Reminder Reports



• Sample HTML email created 
with the new folder 
summary merge field:
• %EDITOR_REMINDER_
FOLDER_SUMMARY%

• Folder names can be deep 
links

Folder Summary



• Sample HTML email created 
with the new submission lists 
merge field:
• %EDITOR_REMINDER_
SUBMISSION_LISTS%

• Folder names can be deep 
links

• Submissions are outlined 
with their warning status 
signpost color

Submission Lists



New Configuration

• Accordion-style, per Editor role



Expanded 
Role

Submissions/folders 
are pulled into the 
email based on the 
warning thresholds:
• ‘Late’ – only if late 

submissions
• ‘Needs Attention’ –

only if submissions 
need attention or 
are late

• ‘Always’ - pulls all 
submissions



Reminders
• Letter can include 

both merge fields
• ‘X’ numbers of 

days are listed 
instead of dates 
for easier 
comprehension at-
a-glance

• Review Status info 
is included



All Submissions with 
Editor Decision Folder

New in Release 14.0 – More Visibility to Author 
Notification Status



Pre-14.0: All Submissions with Editor’s Decision folder
• Folder includes submissions where the Author has and has not yet 

been notified
• Only indication is the presence of hyperlinked Decision Term (Author 

has been notified)
• Difficult to see ‘at a glance’ which submissions require action



In 14.0 - All Submissions with Editor’s Decision folder

• New sortable ‘Author Notified Date’ column
• If Author has been notified, the date is shown
• If Author has not been notified, the Notify Author link is shown



Subordinate Editor Folders

Refresher on Three 
Useful Folders



• 3 folders with submissions 
grouped by:
• Editors I Assigned
• Editor with Current 

Responsibility
• Manuscript Status

Subordinate Editor’s 
Pending Assignments



Group By Editors I Assigned



Group By Editors with Current Responsibility



Group By Manuscript Status



Thank You!


