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Early Decision Workflows are supported in 
Editorial Manager version 15.0!



“Desk Reject”

• Global scientific output doubles every nine years ¹
• Reviewers are a scarce resource
• Editors must identify those papers which have little chance of 

acceptance as quickly as possible
• First pass screening:

o Does the topic fit within the journal’s scope?
o Does the content offer a potential contribution to the literature?
o Are the format, syntax, and grammar consistent with the 

journal’s policies and expectations?

¹  (n.d.).	Retrieved	from	http://blogs.nature.com/news/2014/05/global-scientific-output-doubles-every-nine-years.html



New ‘Submit Early Decision’ Feature in EM 15.0

• Primary Objective – provide a short-cut for staff Editors to 
submit a quick decision for a new submission

• Decision is submitted on behalf of a specific Editor
• The decision term can be in any decision family, but must 

be configured for early decision
• Staff Editors must have new “Submit Early Decision” 

permission



“Submit Early Decision” Action Link
• Displayed in:

o "New Submissions" 
o "New Submissions Requiring Assignment"
o "Direct-to-Editor New Submissions"
o "Search Submission – Search Results" (when the submission is also 

located in one of the folders listed above, i.e. is an Original 
Submission and an Editor has not been assigned)



“New Submissions Requiring Assignment”

The	staff	Editor	clicks	“Submit	Early	
Decision”	to	submit	a	decision	without	first	
assigning	an	Editor



Staff Editor Selects a Role and Editor to be Assigned

• The Staff Editor must select an Editor who will be credited 
with the decision

• The assignment occurs ‘behind-the-scenes’ and provides a 
name that can be used to populate the %EDITOR_NAME% 
merge code in the Author Notification Letter

• The selected Editor’s Role, together with the Article Type, 
determine whether Editor Decision Phrases are displayed 
on the Submit Early Decision page



Staff Editor Must Select an Editor to be Assigned

The Staff Editor can select an Editor to be assigned “behind-the-scenes”:
• Select “Assign to Me” (if they have “Make a Decision” permission)
• Select an Editor Role and a user with that Role



• The page refreshes when 
an Editor has been 
selected

• ‘Editor Decision Phrases’ 
are displayed (if they 
are configured for the 
Editor Form)

• ‘Comments to Author’ is 
always displayed

• The [Proceed] or [Submit 
Decision] button is 
disabled until a decision 
term is selected



If the Staff Editors do not assign the submission to themselves
they can select from “All Editor Roles” OR select a specific Editor Role 



The [Submit Decision] button 
is displayed if the Staff 
Editor does not have “Notify 
Author of Editor’s Decision 
when Editor Chain is 
Complete” permission



The “Assign to Me” radio button is suppressed if the Staff Editor does not 
have “Make a Decision” permission   



If the Staff Editor selects “All Editor Roles” 
→ all Editors with “Receive Assignments” 
AND “Make a Decision” permission are 
displayed in the “Select Editor” drop 
down list



The “Select Editor” mechanism depends on the Editor Role:  
• An “Editor Search” link is displayed if “Always Use Search-based selection 

for Editor Chain Assignment / Replacement” is enabled for the Role  
• Otherwise, the Editors are presented in a dropdown list



The selected Editor Role:
• Is selected by default on the “Search” page  
• Can be changed on-the-fly 



The Staff Editor 
selects an 
Editor and 
clicks [Assign 
Selected Editor]



The Staff Editor can click “Search” to 
locate a different Editor (if the 
Editor Role uses the “Search Editor” 
mechanism)



Only uses with the selected Editor Role are displayed in the drop down list



The [Proceed] button is enabled when a 
decision term has been selected and the 
Staff Editor has permission to notify the 
Author



Staff Editors are brought to the 
“End of Chain” version of the 
Notify Author page



If the Staff Editor notifies the Author of a “Reject” or “Accept” decision:
• The submission moves to the “Submissions with Editor’s Decision” folder
• The assigned Editor’s name and the decision are displayed



If the Staff Editor does NOT have permission to “Notify Author of Editor’s 
Decision when Editor Chain is Complete”:
• The paper still moves to the “Submissions with Editor’s Decision” folder
• But another Editor must notify the Author



“Submit Early Decision” supports the “Reject and Transfer” workflow



Like the standard “Reject and Transfer” workflow, the Staff Editor selects 
the Transfer Target Publications to be presented to the Author for selection





The submission moves to:
• Editor → “All Submissions Pending 

Transfer”
• Author → “Submission Transfers Waiting 

for Author’s Approval” 



The Author agrees or declines to transfer → the standard workflow occurs



The Author selects the Transfer Target publication and clicks [Submit]



The Selected Editor’s Decision is Displayed on Details





RoleManager – Staff Editor 
• “Receive New Submission in ‘New Submissions Requiring Assignment’” 

permission
• “Submit Early Decision on New Submission” permission

o Displays “Submit Early Decision” Action Link in:
ü “New Submissions” folder
ü “New Submissions Requiring Assignment” folder
ü “Direct-to-Editor New Submissions” folder
ü “Search Submission – Search Results” folder (when also located in one of 

the previous three folders)

• “Notify Author of Editor’s Decision when Editor Chain is Complete” 
permission
o Optional permission – otherwise, another Editor must notify the Author
o Delivers the Editor to the Notify Author page



RoleManager – Assigned Editors

• “Receive Assignments” permission

• “Make a Decision” permission

• “Always Use Search-based selection for Editor Chain 
Assignment / Replacement” permission
o Optional permission – controls the mechanism used to 

identify the Editor who will be assigned







PolicyManager – Editor Decision Terms 

• Identify the decision terms that should be 
available for early decision

• Add or edit an existing decision term and 
select the checkbox labeled “Allow Early 
Decision”





Editor Decision Terms 




