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• Companion product to Editorial 
Manager

• Offers a set of features that allow 
publications to manage activity 
outside of the peer-review 
workflow

• Production Tasks are used to track 
and manage assignments to outside 
vendors or freelancers

What Is ProduXion Manager?



Production Task 101



All About Production Tasks

• Assign a submission to a person for 
processing
• Set due dates for each task within the 

workflow
• Control who can carry out each task

• Choose which files are automatically sent as 
part of the assignment
• Allow recipients to upload new files
• Automatically record dates for each 

task/activity



Initiating Production and
Using Production Tasks in
ProduXion Manager



Initiating Production



Assigning Schedule Group



To Assign or Not to Assign? That Is the Question.

You can choose to:
1. Proceed With Assigning a Task
2. Proceed Without Assigning a Task



To Assign Is the Answer, Evidently…



Assign Production Task



Challenges



Challenges for Editorial Tasks

• Production Tasks are being done by two different 
teams
• Pre-acceptance and post-acceptance manuscripts 

in the Production Tasks menus/grid views
• Different terminology used in Editorial and 

Production
• May have tasks running on submissions that don’t 

end up accepted for publication
• It can mess with your stats



What’s a Solution?



How Can Task Manager Help?

• No need to Initiate Production!

• Keep terminology familiar to users

• Keep Editorial and Production Tasks on separate teams

• Keep Editorial and Production separate in reporting



Divide and Conquer!



• Editorial Task Staff:  This role would have access to view all submissions in Task Manager but 
would not see submissions in production. 

• Production Staff: Access to view all submissions in production, but would not see submissions 
in Task Manager. 

• System Administrator: This role could have access to view all submissions in both Task 
Manager and Production. Users with this role would be able to manually assign tasks in Task 
Manager and initiate production on submissions, as well as assign production tasks as needed.



Some Task Manager Use Cases



Editorial Tasks

• an online pre-print server
• for copyright checking/forms
• for artwork checking/pre-processing
• a language-editing service
• a taxonomy or semantic enrichment service
• a copy-editor/vendor/other third party service provider



SSRN: research repository and community for researchers

A freely accessible 
repository of 

abstracts and pre-print
full-text papers…

…and a 
community where 

researchers can 
shape the thinking 

in their fields



Researchers are 
connected, ideas are 
developed and working 
papers are shared •838K Research Papers

•2.2M Registered Users

•418K Authors



Assigning an Editorial Task Using Task Manager



Assigning an Editorial Task Using Task Manager



Assigning an Editorial Task Using Task Manager



Assigning an Editorial Task Using Task Manager



Action Links and Folder Views



History



History



Tasks Tab and View All Submissions in Task Manager



View All Submissions in Task Manager



Task Manager Details Page



Task Manager Details Page



Submission Tasks I Have Assigned Folder



Submission Tasks Assigned to Me Folder



Submission Tasks Assigned to Me Folder



Submission Tasks Assigned to Me Folder



Submission Tasks Assigned to Me Folder: Status Grid View 



PM and Task Manager Configurations



RoleManager

Permissions to see 
status, assignment, and 
correspondence 
histories.



RoleManager

Permissions to view 
custom Details, see 
Status Grid View, assign 
and receive tasks, and 
view editorial terms.



PolicyManager > General Policies > Define Details Page Layouts



PolicyManager > General Policies > Define Details Page Layouts





PolicyManager > ProduXion Manager > 
Configure Task Manager Policies



PolicyManager > ProduXion Manager > 
Configure Task Manager Policies



PolicyManager > ProduXion Manager > 
Configure Task Manager Policies

Automatically end Task Manager when 
Production is initiated (if no tasks are open)
• If tasks are open, they remain open and can be 

submitted, but no new tasks can be assigned.
• If you Initiate Production and then End 

Production, Task Manager will return. 
• If you are not using ProduXion Manager for 

Production Tracking, this setting is not applicable 
because you never need to Initiate Production.

Automatically end Task Manager when 
final disposition is set (if no tasks are open)
• If tasks are open, they remain open and can be 

submitted, but no new tasks can be assigned.

Check both boxes: whichever happens first applies.
Check no boxes: you must end Task Manager manually.



A Few Words About Letters



There are three letters you might need for a task:

1. Task Assignment Letter: the letter sent to the person assigned the task
2.   Task Cancellation Letter: the letter sent to the person assigned the task

if the task is subsequently cancelled
3.   Task Submission Letter: the letter sent to the assigner when the assignee has

completed the task

None of these letters is required.



• Start your letter purpose with the word 
“Editorial” to distinguish it from other task 
letters
• Letters should be created in the Production 

Letter Family
• Use ProduXion Manager merge fields

PolicyManager > E-mail and Letter Policies > Edit Letters



Merge Fields Assistance: From the Help



Merge Fields Assistance: PolicyManager > Edit Letters





PolicyManager > ProduXion Manager >
Configure Submission Workflows and Production Tasks



PolicyManager > ProduXion Manager >
Configure Submission Workflows and Production Tasks

Your task library. Click Edit to add or edit tasks.







Add instructions here and use the
%PRODTASK_INSTRUCTIONS%
merge field in the assignment letter.

Choose one or more of the roles that have permission to
assign this task.

Choose the role that can be assigned this task: 
either the Corresponding Author or one of the 
roles below with permission.



These are populated from PolicyManager > Submission
Policies > Edit Submission Items.

Allows task assignee to immediately assign another
task after submitting this one.

Allows assignee to reassign to someone
else who can accept this task



Credentials and
transmittal
notification email

These control what’s coming back in
These control what’s getting sent out

For Help: 
https://www.editorialmanager.com/robohelp/15.1/index.htm#t=Submission_Production_Tasks.htm&rhsearch=FTP%20Options&rhsyns=%20

https://www.editorialmanager.com/robohelp/15.1/index.htm


Companion file types in PolicyManager >
Submission Policies > Edit Submission
Items populate here.

Nothing expected back





I told you we’d make it.



Workflows you
have created made
up of tasks from
your task library

PolicyManager > ProduXion Manager >
Configure Submission Workflows and Production Tasks

Enter the workflow name here, then click “Add”. 



Add Tasks to Custom Submission Workflow

Choose your task(s) and click “Add Selection(s) to Workflow”.



Add Tasks to Custom Submission Workflow



Trigger Tasks



PolicyManager > ProduXion Manager >
Configure Submission Workflows and Production Tasks



PolicyManager > Submission Policies > Edit Article Type



Interested in Implementing Task Manager? Just to recap…

• General release of version 15.1 begins late January/early February and extends 
until early March.
• You should hear from your Account Coordinator soon about your tentative 

upgrade date.
• If you are a ProduXion Manager customer,  Task Manager will be available to you 

as part of your upgrade to version 15.1. If you are not, contact your Account 
Coordinator for information and pricing



tfleischer@ariessys.com


