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What is ProduXion Manager?

« Companion product to Editorial Manager

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

« Uses Tasks to track and manage assignments to internal staff,
outside vendors, and freelancers

 |Intended for production work, but can be adapted for pre-
production “task” work



All About Tasks

« Used to assign a submission
to a person for processing

 Configuration controls who
can assign or complete each
task

« Set due dates for each task
within the workflow

« Can be triggered
automatically when
preceding tasks are
completed

Choose which files are
automatically sent as part of
the assignment

Allow recipients to upload
new files

Automatically record dates
for each task/activity

Update “production status” of
submission based on task
status



Initiating
Production and
Using Tasks in PM




Initiating Production

« Usually happens after
acceptance...

« ...but can actually take place
at any time

Editor 'To-Do’ List

My Pending Assignments (25)
(R New Submissions (18)
Revised Submissions (0)
@R New Submissions Requiring Assignment (2)
Revised Submissions Requiring Assignment (0)
@R Submissions Sent Back to Author for Approval (1)
New Assignments (0)
@R Submissions with Required Reviews Complete (1)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)
Submissions with Active Discussions (3) €)
Reviews in Progress (0)
Reviewers Invited - No Response (0)

Submissions Under Review (0)




Initiating Production

« Usually happens after
acceptance...

« ...but can actually take place

at any time

Editor 'To-Do’ List

My Pending Assignments (25)

R New Submissions (18)
Revised Submissions (0)

@R New Submissions Requiring Assignment (2)
Revised Submissions Requiring Assignment (0)

@R Submissions Sent Back to Author for Approval (1)
New Assignments (0)

@R Submissions with Required Reviews Complete (1)
Submissions Requiring Additional Reviewers (0)
Submissions with One or More Late Reviews (0)
Submissions with Active Discussions (3) €)

Reviews in Progress (0)

View Submission

Duplicate Submission Check (70%)
Details ¥

Initiate Discussicn

History

Technical Check

File Inventory

Edit Submission DEMOJES141-
Send Back to Author y D-18-00039
Remove Submission ’ ’

Classifications 4
Set Final Disposition‘
Initiate Production

Send E-mail

Linked Submissicns

Original
Study

Low atmosphere
drifting balloons:

platforms for Mar 27 ;
environment Bea Arthur ¥ ;I.a3r4%;|2018 2018 gjg:ﬁftrel_-%t
monitoring and ’ 3:34PM

forecast

improvement




Assigning Schedule Group

« Submissions can be assigned to a Schedule Group
(issue) when production is initiated

* Requires “Allow Task Assignment and Assignment to
Schedule Group” RoleManager permission

Initiate Production and Assign Production Task
for Manuscript Number: DEMOJES141-D-18-00039

From the 'Assign Submission to Schedule Group' drop-down menu below, either select 'Do not assign tc Schedule
Group' or select the name of the Schedule Group the submission will be assigned to. Then click the 'Proceed’
button to continue with the Production Task assignment process.

You may also enter a Submission Target Online Publication Date specific to this submission. This will be used to
schedule due dates for tasks which are configured to recognize this date.

Assign Submission to Schedule Group: ‘Do not assign to Schedule Group‘ -

Submission Target Online Publication Date: ‘08/01/2018 T8 (mmy/dd/yyyy)

Cancel Proceed

Bea Arthur (UNITED STATES) : "Low atmosphere drifting balloons: platforms for environment monitoring and forecast improvement”




Assigning Schedule Group

= ProduXion Manager

@Create Submission

R ®

@Initiate Production Manually

<

Y]

Dserve as Corresponding Production Editor

@Change Corresponding Production Editor

Initiate Production and Assign Production Task
for Manuscript Number: DEMOJES141-D-18-00039
Bea Arthur (UNITED STATES) : "Low atmosphere drifting balloons: platforms for environment monitoring and forecast improvement"”

From the 'Assign Submission to Schedule Group' drop-down menu below, either select 'Do not assign tc Schedule
Group' or select the name of the Schedule Group the submission will be assigned to. Then click the 'Proceed’
button to continue with the Production Task assignment process.

You may also enter a Submission Target Online Publication Date specific to this submission. This will be used to
schedule due dates for tasks which are configured to recognize this date.

Assign Submission to Schedule Group: ‘Do not assign to Schedule Gmup| -

Submission Target Online Publication Date: 08/01/2018 T8 (mmy/ddryyyy)

Cancel Proceed




Assigning First Task

* You can choose to:
* Proceed without assigning a task
« Manually assign a task

- Atask can also be configured to automatically assign when
production is initiated

Assign Production Task For Manuscript Number: DEMOJES141-D-18-00039
Bea Arthur (UNITED STATES): "Low atmosphere drifting balloons: platforms for environment monitoring and forecast improvement"

Select the production task you wish to assign. After the task is selected, a list of people who can be assigned to
the task will appear.

To initiate production without assigning a production task, click the 'Proceed Without Selecting a Task' button.

Schedule Group: No Schedule Group Assigned
Production Task: Author Welcome Kit

Cancel |  Proceed with Selected Task | Proceed Without Selecting a Task |




Who assigns tasks?

* Properly permissioned Editors and Publishers
« Tasks can also be triggered by completion of other tasks

@ @Dview Production Status Grid

@ @view At-Risk Submissions

@ @Dview All Submissions in Production - -
Assign Production Task
« DEnd Production/Return to Production ==7gn 10 SCheduTe Group
Il 4 @Assign Submission Preduction Task :> Enddpgducggnt Grid
roaguction atus Gri

L4 6Assign Editorial Tasks in Task Manager Production Details ¥

L4 @Assign Schedule Group Production Task History _
Transmittal Form
File Inventory

« @Doverride Submission Production Task Due Date Edit Sme'§5'°n
Send E-mail

@ Dcancel Production Task Assignment




_ Challenges

~




Challenges for Editorial Tasks

 Editorial and Production “task” work is performed by
different teams

« Pre-acceptance and post-acceptance manuscripts
displayed in same menus/folders

« Production-specific terminology may not apply to
editorial task work

- Tasks may be running on submissions that are not yet
accepted for publication

« Production stats (eg turnaround times) become
Inaccurate



Introducing TaskManager

* Features from ProduXionManager

« Allows a parallel process while
peer review is ongoing — the

performance of pre-production
task work

« Allows for multiple export points

@Task Manager’

(eg, to FTP)

« Automatically available to all
current PM users

« Available as a separate feature to
customers not currently using PM



Introducing TaskManager

* No need to Initiate Production

« Maintain separate workflows for
Editorial and Production tasks

« Keep Editorial and Production
Tasks on separate teams

@Task Manager’

- Keep terminology familiar to
users

« Keep Editorial and Production
separate in reporting



For example...

 Editorial Staff: can access all submissions in Task
Manager but cannot see submissions in production

« Production Staff: can access all submissions in
production but cannot see submissions in Task
Manager

- Managing Editor/Admin role: can access both
submissions in Task Manager and submissions in
production; sees “the whole picture”

« Each role sees only the folders and terminology
that is relevant to the work for which the role is
responsible



Views by Role

Managing Editor: overview

View All Submissions in Task Manager (4)
Production Initiated — No Tasks Assigned (1)
Submission Tasks I Have Assigned (3)

View All Submissions in Production (4)

View All Production Tasks With Authors (1)
Production Status Grid

Production Manager: Overview

Production Initiated — No Tasks Assigned (1)
View All Submissicons in Production (4)

View All Production Tasks With Authors (1)
Production Status Grid

Overview

Editorial Coordinator:

View All Submissions in Task Manager (4)



External Contacts and Vendors

Vendors often do not need the same level of access as
other users, so their permissions may be restricted

If submitting a task by FTP, they may never need to log
into a site

To-Do List

Submission Tasks Assigned to Me (1)
Schedule Group Tasks Assigned to Me (0)

Submission Tasks Assigned to Publisher Vincent Vendor

Page: 1 of 1 (1 total tasks)

Manuscript Author
Number Name
& Actioni AY AY

View Assignment Letter DEMOHW-D-19-00043 Bobby Bob Bob
Submit Task (BAHAMAS)

Page: 1 of 1 (1 total tasks)

=4



Working with
Editorial Tasks




Sample Editorial Tasks

« Transferring a file to an online preprint server

« Assigning submission to staff to check copyright
guestions/forms

 Assigning submission to a vendor for artwork
checking/pre-processing

« Transferring submission to a language editing service

« Transferring submission to a taxonomy or semantic
enrichment service

« Transferring to a copyeditor/vendor/other 3™ party
service provider



Assigning an Editorial Task

Manuscript Article Title Author Name
Number

View Submission

Duplicate Submission Check (50%)
Details ¥

Initiate Discussion

History

Submit Early Decision

Technical Check

File Inventory

Edit Submission DMITRIDEV160-D Original

Send Back to Author -D- rigina . - s

e e 16-00056 Article A Very Good Article Abigail Author V¥
Classifications

Assign Editorial Task

gle Fliodu U
Similar Articles in MEDLINE
Send E-mail
Linked Submissions
Search in Google.com




Assigning an Editorial Task

 Available when:

» User has “Assign Editorial
Tasks” RoleManager
permission

« Submission’s Article Type
has a Task Manager
Workflow

e Submission is not yet in
production

e Submission has not yet
received a final disposition

DMITRIDEV160-D- Original
- A 1

0000000 rticle A Very Good Article Abigail Author ¥




Assigning an Editorial Task

« Tasks are selected from the “Task Manager Workflow”
assigned to the Article Type

Assign Task For Manuscript Number: DMITRIDEV160-D-19-00056, DOI: Unassigned
Abigail Author (BAHAMAS): "A Very Good Article”

Select the task you wish to assign. After the task is selected, a list of people who can be assigned to the task will
appear.

Task: [Preprint Server Deposit I v

Cancel | Proceed with Selected Task |




Assigning an Editorial Task

Task:

Task Assigned to:

Due Date:

Assignment
Letter:

From:
To:
Letter Purpose:

Letter Subject:

Letter Body:

Assign Task For Manuscript Number: DMITRIDEV160-D-19-00056, DOI: 10.1126/DMITRIDEV160-D-19-00056.1
Abigail Author (BAHAMAS): "A Very Good Article"

Cancel | | Assign Task and Send Letter |

Preprint Server Deposit

Dmitri Khodjakov/Managing Editor I v

None required (this is a Milestone Task)

“Dmitri Khodjakov"<dkhodjakov45435 iessys.com>
Dmitri Khodjakov, Test

Editorial Task Assignment

‘Editonal Task Assignment for DMITRIDEV160-D-13-00056

Additional recipients can be copied or blind copied by typing their e-mail addresses into the blank boxes next to cc: or bee: below. Multiple e-mail addresses can be included, separated by semicolons (;).

Preview Letter | Open in New Window |

Normal

Preprint Server Deposit

Manuscript Number: DMITRIDEV-D-19-00056
Title: A Very Good Article

Author: Dr. Abigail Author

Dear %FIRST_NAME% %LAST_NAME%,

This is an automated email to notify you of the following production task assignment.




Assigning an Editorial Task

+ Select submission files to include in assignment

Submission Files

Allow
Description Last Modified QC Results Download
N/A )

PDF

Manuscript Document Sample Manuscript.docx 17.7 KB May 28 2015 12:24PM N/A |
Check All  Clear All

Companion Files

Upload New Companion FiIesJ

Cancel |  Assign Task and Send Letter |




Action Links and
Folder Views




Main Menu

* New “View All Submissions in
Task Manager” folder

« Some existing folders reused
for Task Manager:
« Submission Tasks Assigned
to Me
« Submission Tasks | Have
Assigned

Search

To-Do List

Overview

Search Submissions | Search People

Submission Tasks Assigned to Me (4)
Schedule Group Tasks Assigned to Me (0)
'At-Risk’ Submissions (50)

L\B.'iew All Submissions in Task Manager (3) l
roduction Initiated - No Tasks Assigne
Submission Tasks I Have Assigned (20)
View All Submissions in Production (65)

View All Tasks With Authors (4)
Production Status Grid




Submission Tasks | Have Assigned

Overview

View All Submissions in Task Manager (4) —_—
prod iTats - K - Signed (0)
Submission Tasks I Have Assigned (1

» Users can cancel or reassign
tasks they previously assigned. = Action A

Cancel Assignment
Reassign Task

Asszign Editorial Task
Task Manager Detzils V¥
History

Edit Submission

File Inventory

Send E-mail




Submission Tasks Assigned to Me

To-Do List

Submission Tasks Assigned to Me (3)

TM tasks can be
viewed, re-
assigned and
submitted here

2 Action&

sy fle ----' Letter
Submit Task
Reassign las

Assign Editorial Task
Task Manager Details ¥
History

Edit Submission

Send E-mail

View Assignment Letter

v aopant Files
Submit Task
Reassign |as

Assign Production Task
Change Schedule Group
Production Details ¥
History

Transmittal Form

Edit Submission

Send E-mail

Manuscript Author

Number Name
AY AY
DMITRIDEV151-D-18-00044 Abigail Author
(BAHAMAS)

Amy S Author
(UNITED STATES)

Test

Demo

Production
Status
AY

Language QC

Image QC




View All Submissions in Task Manager

Overview

View All Submissions in Task Manager (3)

Production Initiated - No Tasks Assigned (11)
Submission Tasks I Have Assigned (20)

View All Submissions in Production (65)

12,

v
Manuscript Article Title Article Initial Date Date Task
Number Type Submitted Manager

Initiated

[ ] C t I I I : o DMITRIDEV151- Amy S A new submission Task Nov 27 2018 Nov 27 2018
ontains a ooty U D-18-00051R1  Author ¥ Manager  03:35PM 02:29PM
End Task Manager (UNITED Article

Su bmiSSionS Initiate Production STATES)

Task Manager Details ¥
: History
U ndergOI ng Fille Inventory
Edit Submission
Send E-mail

EdItOrIa| taSk WOI’k Linked Submissions

View Submission DMITRIDEV151- Abigail Another new Task Nov 19 2018 Nov 19 2018
Assign Editorial Task D-18-00048  Author ¥  submission Manager  05:18PM 05:20PM
Initiate Production (BAHAMAS) Article

Task Manager Details ¥
History

File Inventory

Edit Submission

Send E-mail

Linked Submissions




Ending Task Manager

« Can be done manually using
“End Task Manager” link

. = Action Manuscript
« Available when no TM tasks are [
pending N |
* Removes submission from “View
All Submissions in Task Tesk Manager Detais
Manager” folder Eiégtf\’,gnm
« Can occur automatically when: Send Enal
» atask is completed

« production is initiated
+ final disposition is set



History
- New “Task Manager Status” A T

column indicates when editorial Goase o e Das | Spisai Author | BV Good
task work was performed. o
Technlcal Check

« Only displays for submissions on | ricmeren

Edit Submission

View Submission
Details ¥
apager Details V¥

. Classifications
which Task Manager has been | seré e o suner
et Final Disposition
. .t. t d ;Iﬁsilg:x EpditgrlalvTask
nitiate Production
Inl Ia e " Senld E-mailu
Linked Submissions

STATUS HISTORY
Status Role

Status Date Document Status | Task Manager Status | Days Family Operator
May 28 2015 2:19PM Task Manager Dmitri Khodjakov, Test

Completed
May 28 2015 2:06PM In Task Manager -~ 0 Dmitri Khodjakov, Test
May 28 2015 2:06PM Task Manager Initiated §--- 0 Dmitri Khodjakov, Test
May 28 2019 Submitted to - EDITOR 0 Abigail Author
12:25PM Journal
May 28 2019 Needs Approval ---- AUTHOR 0 Abigail Author
12:24PM
May 28 2019 Building PDF - AUTHOR 0 Abigail Author
12:24PM




History

PRODUCTION TASK HISTORY

« Labels indicate which tasks = erwr——
were assigned as part of Task 26 2010 21177
Manager

i Lette rS Se nt at taSk Correspondence Date Letter

May 28 2015 2:17PM Editorial Task Assignment| Dmitri Khodjakov, Test

aSSig n ment and Com pletion May 28 2015 12:25PM New Submission Sent to Journal (purpose) Arnie Niekamp
are reCO rd ed in May 28 2015 12:25PM MNew Submission Sent to Journal (purpose) Sally Editor, PhD
Correspondence History




Details

» Labels on the Details page indicate which tasks were
assigned in Task Manager

Description: Preprint Server Deposi
Production Task Status: Completed
Assigned To: Dmitri Khodjakov, Test ¥ [Proxy]
Date Assigned: May 28 2015 2:06PM
Date Task Due: May 28 2015 11:59PM
Completed May 28 2019 2:08PM
B — e — S — S —



© Configuration
Options



RoleManager: 1

* Anew role permission
controls access to Task
Manager

« (Grants access to:

« “View All Submissions in
Task Manager” folder

 “Assign Editorial Task” link
* “End Task Manager” link

v O\/iev.' All Submissions in Production
v OEnd Production/Return to Production

L4 OASSlgn Submission Production Task

L4 OASSIgn Editorial Tasks in Task Manager

¢ {Passign Schedule Group Production Task
¢ Dcancel Production Task Assignment

¢ Doverride Submission Production Task Due Date




RoleManager: 2

» Existing PM permissions

allow users to see status,
aSSIg n me nt’ and : gv\:,eid:z::i::?::i:::z:’on Status History
Correspondence h IStO rleS ¢ @view Submission Production Task Assignment History

@Dview Schedule Group Production Task Assignment History
¥ View Editorial Correspondence History

¥ Edit Letter when Resending

@ @view Submission Production Correspondence History




Define Details Page Layouts

» A details page layout can be
configured for roles that will
be performing editorial task
work

« Configured in
PolicyManager...

e ...assigned to arole in
RoleManager

=] General Policies
Set Manuscript Number Type
Set Manuscript Number Revision Suffix
Set Date Format
Set Time Zone Display Policy
Configure Unavailability Check and Instructions
Configure Identity Confidence Check
Set ISO Country Standard
Configure General Due Date Preferences
Set Reviewer Preferences
Configure Electronic Calendar Due Date Preferences
Set Editor Deep Link Expiration

nterprise Anal Reporting Deep Link

Create Customized Submission Flags




Define Details Page Layouts

» A details page layout can be
configured for roles that will
be performing editorial task

work

« Configured in
PolicyManager...

e ...assigned to arole in
RoleManager

Details Page Layouts

Default Layouts
Default Editonal
Default Proposals
Default Production

User-Defined Layouts

Editorial Task Staff Layout
Editorial Task Vendor Layout

Add New Layout |

Return to PolicyManager

on each user can see. After defining @ custom Layout, use RoleManager to sel
ently selected for use by any role. Use the Copy link to create a new Layout

Copy
Copy
Copy

Remove Edit Copy
Remove Edit Copy




Define Details Page Layouts

» A details page layout can be
configured for roles that will

be pe rfO rmlng ed |t0 rlal taSk O Automatically Cancel Production Task Assignments when Closing Schedule
Work OEdit Submission Target Online Publication Date

¢ Dview Production Details

[ ) CO nfig u red in @Duse Production Details Layout |Editorial Task Vendor Layout| - |
. &M iew Production Status Grid
PolicyManager...

e ...assigned to arole in
RoleManager

O\.’iev.' At-Risk Submissions




Production Statuses in Task Manager

« The use of Production Statuses is also possible in Task
Manager

» Allows you to give a status to your editorial tasks/activities
In progress

= Action Manuscript Author Article Title Article Initial Date Date Task Production Status
Number Name Type Submitted Manager
Initiated

View Submission DEMOHW-D- mary mary Leaves: an appreciation Original 31/10/2018 17/01/2020 Editorial: Figures with Studio
Assign Editorial Task 18-00014 Study

Initiate Production (UNITED

Task Manager Details ¥ STATES)

History

File Inventory

Edit Submission

Similar Articles in MEDLINE
Send E-mail

Linked Submissions




Creating Production Statuses

* Go to PolicyManager > ProduXion Manager > Configure
Production Statuses

 (Click Add to create a new status

Order Status Term Record in History

'1 Editorial: Copyright/Licence Check in Progress v Edit
(2 Editorial: Ethics Check in Progress v Remove Edit
:3 Editorial: Figure Permissions in Progress v Remove Edit
4 Editorial: Language Check with AE v Remove Edit
s Proofs to Vendor v Remove Edit
|6 First Proofs to Author v Remove Edit
7 Editorial: Figures with Studio v Edit

Update Item Order |

Add



Production Status Configuration

 Click ‘Edit’ to configure the status
« Check “Record in History” to ensure History lists the date
* The status rules govern when a status is shown

Production Status Name: [Editorial: Figures with Studio
Maximum Production Status Name is 100 characters

Hide When you Hide a custom Production Status, the Status term will no longer
appear on Production Tracking pages.

Select "Record in History" to ensure the Production Status History lists the date when a submission enters this status. You
should check that users are able to view the Production Status History by setting the correct permissions in RoleManager.

¥ Record in History

Status Rules
Whenever an action relating to a production task is carried out, the system checks the rules related to each status. If the

following criteria are true for the submission this status will be added or retained if already set; if the following criteria are
false, then this status will not be added or will be removed if already set.

[ criteion  [Is/Isnot |Selector [value | )| |
» IT vFigur;es to Studio In Progress lj |s ' [j [Equ'al Td’T vTrrue lj [ [j
Add x ‘




Configuring a Task Manager Workflow

Task Manager workflows are
configured in the same place
as Production workflows

All workflows are constructed
from the same pool of tasks

= @produXion Manager
OConfigure Automatic Production Initiation
@Configure Automatic Copy of Target to Actual Publication Information
oConfigure Bock Processing
OConfiqure NIHMS Embargo Period Rules
I_gConﬁgure Submission Workflows and Producticn Tasks

Configure Schedule Group Production Tasks

@Configure Task Manager Policies

@set Production Task Deep Link Expirations
QConfigure Identifiers Displayed in Producticn Tracking
@Configure Production Statuses

@befine National Holidays

@Configure Attachment Security

@edit Instructions for Attachments

@set Attachments Deep Link Policy




Configuring a Task Manager Workflow

@ Configure Submission Workflows and Tasks

Listed below are previously created Submission Workflows, including the system-defined "All Submission Production Tasks' workflow; edit this workflow to define new Task Types,
or remove/hide unwanted ones.

You may Add, Edit or Remove your own Custom Workflows. All Workflows define a set of Submission Production tasks and the relationships between them, such as the order of
Tasks and Trigger Task links for Automatic Assignment. To use any Workflow, it must be associated with the appropriate Article Types via the Edit Article Types page; Task
Assignment for submissions of these Types is then limited to tasks in the Workflow.

Standard

All Submission Production Tasks




Configuring a Task Manager Workflow

« This is what a task library looks like: click [Edit] to configure
tasks and ‘Add New Task Type’ to create new workflow tasks

ASSIgn if First Task
Task Type (®=Milestone) Trigger Task(s) | Allow Repeats i

Figures to Studio [Edit]

Licence agreement [Edit]

o

Ethics Check [Edit] [/ Licence agreement v

w

Files to Vendor [Edit]

First Proofs to Author [Edit]

i

Proofs Received from Author [Edit]

Corrected Proofs to Vendor [Edit] ﬂ Proofs Received from Author v

~

Figures finalised [Edit]

i

Final Proofs to Author [Edit]

Insert Special Character
] = Add New Task Type

Maximum Production Task Name is 100 characters




Configuring Tasks: a note

« Some configurations in the following slides are not relevant to
Task Manager in your task set-up, because they are specific to
ProduXion Manager...

« ...that being so, | will show which sections can be configured
and are relevant to Task Manager in purple boxes. That way
you can be sure (when you refer back to this presentation later)
that you know what your possibilities are!



Configuring the Task: Naming It

Edit Submission Production Task

Cancel |  Submit |

Insert Seecial Character

New Production Task Name: Figures to Studio

Maximum Production Task Name is 100 characters

() Hide When you Hide a Production Task Name, the Production Task Name will be deactivated
(not available for assignment).

Assignment Options

Automatic Assignment can be triggered by the actions listed below. Because this process occurs automatically you must select a specific user to be identified as the assignor and a specific user to
receive the task. You should also configure one or more File types to be automatically selected, unless this task is not used to process files.

L Assign Automatically when Production is initiated (if this is the first task in the workflow)

L Assign Automatically when all Trigger Tasks are completed (if configured in the workflow)




Configuring the Task: Automatic Assignment

Task Manager Automatic Assignment Options

If this task is configured as a part of the Task Manager Workflow for an Article Type, the following events can be configured to automatically assign the task.

Assign automatically at new submission
Assign automatically at revision

Assign automatically when author returns submission to publication

Assign automatically when editor edits and approves submission

Automatically End Preduction or Task Manager when the Task is Completed and there are No Other Open Tasks in the Workflow.

End Production/Task Manager Automatically after this task is Completed

 Editorial tasks can be automatically triggered by certain
workflow events

* The task needs to be configured as part of the Article
Type’s Task Manager workflow



Configuring the Task: Assignment Options

Typing text into the Custom Instructions will display an "Instructions” link when the recipient views their task assignments. Leave this field empty to suppress this link.

Production Task Custom Insert Special Character
Instructions:

Vi

Only roles with the "Assign Production Task" permission appear in this list. You may select multiple roles or de-select a role by clicking on an item while holding down the CTRL key (Windows) or
Apple/Command key (Mac). If the task is configured for Automatic Assignment, you must select a single person who will be the sender for all tasks assigned automatically.

Can be Assigned by: Managing Editor A

Production Manager
Review Editor
Studio

Vendor

Can be Assigned to: ) Corresponding Author only

'® Selected Editor/Publisher Roles only

Only roles with the "Receive Production Task" permission appear in this list. You may select multiple roles or de-select a role by clicking on an item while holding down the CTRL key (Windows) or
Apple/Command key (Mac). If the task is configured for Automatic Assignment, you must select a single person to be the recipient of all such tasks assigned automatically.

Managing Editor a
Production Manager
Review Editor

Studio

Vendor




Configuring the Task: Auto-Select Files

If 'Automatically Select Files for Assignment’ is enabled, files in the submission File Inventory that match the configured File Types will appear pre-selected for manual task assignment or will be
automatically included when a task is assigned automatically.

¥ Automatically Select Files for Assignment

Configure the Item Types for automatic selection. You may select multiple Item Types or de-select an Item Type by clicking on an item while holding down
the CTRL key (Windows) or Apple/Command key (Mac). Important Note: if the task is an FTP task requiring a File on assignment, and the Task is configured
to be Assigned Automatically, you must select an item here for the task to ever be assigned.

| [System-Generated PDF] .

Cover page This list is populated from the

Manuscript

Figure submission items that you have created

Dataset

R in PolicyManager > Submission
Policies > Edit Submission Items




Configuring the Task: Follow-on Tasks

Follow-on Task Assignments allow the selected editors/publishers who complete this kind of task to immediately assign ancther task. Remember to configure the Can be Assigned by permissions
for the tasks you wish to follow-on from this one.

I ¥ Allow follow-on Task Assignments

This permission allows the task recipient to reassign the same task to another user. The recipient must have a publisher or editor role (corresponding authors may not reassign tasks), but it does not
need to be one of the Can be Assigned by roles for this task.

I L Allow Recipient to Reassign




Configuring the Task: FTP Options

FTP Options
Submission Production Task Transmittal Method: JATS 1.2A Production Task Export v

Allow task assignment and FTP without Assignment Files

" Include Aries Import XML file in transmittal

What gets sent out ‘

FTP task without go.xml file

Use Manuscript Number for file names

Secure FTP Server address

(e.g. sftp://ftp.ariessys.com[:21]): ’sftp://ftp.ariessys.com

Username ’test

Password ’demo

Subdirectory: ’folder

Email Address (for transmittal notification): ’taskmanagernotifications@trash.c0|
Submission Production Task Import Profile: INone v

Email Address (for import notification): ’

L XML file is required

What ge’[S Sent baCk in Select Fields for Import




Configuring the Task: Companion Files

Companion File Options

¥ Show Warning if File not uploaded when Task is Submitted
¥ Allow assigned companion files to be replaced when submitting the task

¥ Limit the Submission Item Types that can be uploaded when Task is Submitted:
Only Item Types configured as Companion files appear in this list. You may select multiple Item Types or de-select an Item Type by clicking on an item while holding down the CTRL key
(Windows) or Apple/Command key (Mac). Important Note: if this task is configured with a Production Task Import Method, one and only one Item Type may be selected from this list. Companion
files submitted via FTP for this kind of task will automatically be assigned this Item Type.

Figure Proofs .
ICMIE form
Proofs




Configuring the Task: Due Date

Due Date:
Task is a Milestone Task (no due date required)

® Calculate a Due Date based on:

“ Number of Days after Assignment Date: }7
——e

Number of Days prior to Submission Target Online Publication Date: 0

- Number of Days prior to Schedule Group Target Online Publication Date: 0

Number of Days prior to Schedule Group Target Publication Date: !0

« Entering the time allowed for the task to be completed allows
you to keep everything on track



Configuring the Task: Letters

Letter Options

The Letters available for this feature are those assigned to the 'Production’ letter family. The letters may be customized prior to being sent. Batch Assignment Letters are only used by Task Types configured
with 'Allow Batch Assignment’, and only when the task is selected for Batch Assignment; when such a task is assigned as a single task, manually or automatically, the configured non-Batch Assignment
Letter is used.

L Allow Task Assignment without Sending Letter

I Non-Batch Assignment Letter: \Assign production task | +
atch Assignment Letter: Assign production tas v
Cancel Assignment Letter: Production Task cancelled | «
Submit Task Letter: |Production Task submitted| v

Cancel || Submit |




Configuring the Task Workflow: 1

Standard
All Submission Production Tasks Copy Edit

Custom Submission Workflows

Task Manager Workflow Copy Edit

Insert Special Character

New Custom Workflow Name: ]eg My new Task Manager workflow Add

Maximum Workflow Name is 100 characters




Configuring the Task Workflow: 2

Workflow Name: Example Workflow ﬁ’

Assign if First Task _
Task Type (®=Milestone) i Trigger Task(s) ! Allow Repeats i

Please select one or more Submission Production Tasks and Add them to this workflow.

Language Edit -

Copyright Check ; = Add Selection(s) to Workflow
Preprint Server Deposit

v

Update

Return to Configure Workflows and Tasks |

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




Setting up Automation

» Automation can save journal office time

- Example: when the ‘Language Check’ task has
been submitted, the ‘Copyright Check’ task can be
set up to trigger automatically

 Useful when one task follows another and does not
any manual checks inbetween



Setting up Trigger Tasks

A55|gn if First Task
Task Type (¢=Milestone) Trigger Task(s) i Allow Repeats i

1 Language Edit [Edit]

Language Edit

. 2 Copyright Check [Edit]
. 3 Preprint Server Deposit [Edit]

Return to Configure Workflows and TasksJ

Assign if First Task .
Task Type (®=Milestone) i Trigger Task(s) !

Language Edit [Edit]

Allow Repeats i

Copyright Check [Edit] Language Edit

il

Preprint Server Deposit [Edit] H & Language Edit  «

o)
Copyright Check ~ * No

Return to Configure Workflows and TasksJ




Repeats

« ‘Allow Repeats’ gives you the ability to repeat tasks in the
workflow. Completing the same trigger task will re-assign
the task again

Figures to Studio [Edit] H e Obtain Proof of Figure Permissions NG

® Yes




Milestone Tasks

* A milestone task, denoted by a
diamond in your task library, is
a task that opens, then shuts

. - . #Task M MECA Preprint deposit [Edit
itself again immediately ask Flanager FERSINE BepasiEEa)

* An example use of a milestone
task is when you are sending a
task out, but are not expecting
anything back — like a Preprint
server deposit

Due Date:

®) Task is a Milestone Task (no due date required)

=4



Select Task Manager Workflow

* Any task workflow can be set
as the “Task Manager

WOfkfIOW” Within the ArtiCIG OProduction Tracking Parameters:

. . Use Task Manager Workflow: Editorial Task Workflow I -
Type Conflg u ratlon Use Submission Production Workflow: AN SUDMISSION ProGUCtion Tasks | =
< Automatically set the Final Disposition to "Accept’ 'Act:ept

when the Author is notified of the selected Decisions:

« Setto “None” to suppress

editorial task assignment on
an Article Type



« Atask can be configured to

automatically end Task Manager
at completion

A site can be configured to
automatically end Task Manager
when Production is initiated, or
Final Disposition is set

Task Manager will only end if no
tasks are open

Avutomatically End Task Manager

Assign automatically when author returns submission to
publication

Assign automatically when editor edits and approves
submission

Automatically End Production or Task Manager when the Task is Completed and
there are No Other Open Tasks in the Workflow.

¥| End Production/Task Manager Automatically after this task is
Completed

Batch Assignment can be triggered on either a set of submissions selected from
the Search Submissions Results Production view, or all Submissions in a Schedule
Group selected from the Manage Schedule Groups folder. Only tasks that are
specifically configured to allow batch assignment can be used in these cases.
Tasks that are configured for Assignment to 'Corresponding Author Only' cannot
also be configured to Allow Batch Assignment.




Avutomatically End Task Manager

« Atask can be configured to T ———
automatica”y end TaSk Manager Configure Schedule Group Production Tasks
. @con igure Task Manager Policies
at completion — I

Set Production Task Deep Link Expirations
« A site can be configured to

Configure Identifiers Displayed in Production Tracking

Wh e n P rOd u Ctlo n IS I n Itl ated Or Users with the "Assign Editorial Tasks in Task Manager” RoleManager permission will be able
. . agn . to assign Editorial Tasks on submissions before Production is initiated. Submissions on which
FI nal DISpOSItIO n IS Set Editorial Tasks have been assigned will remain in Task Manager until Task Manager is

manually closed, or one of the events selected on this page takes place.
« Task Manager will only end if no
Automatically end Task Manager when Production is initiated (if no tasks are open)
taS kS are Ope n Automatically end Task Manager when Final Disposition is set (if no tasks are open)

Cancel |  Submit |




Using “Task Manager” Labels

« Existing production-specific text may not be applicable
for staff/vendors performing editorial task work

* A new RoleManager permission will re-label some
production-specific terminology throughout the Ul

« Task assignment pages for tasks assigned in Task
Manager are also re-labelled

L4 OCreate Automated Schedule Group Tasks Reminders
¢ Dsend Production Reminders

L4 ORun Production Task Assignment Totals Report

L4 OUse 'Task Manager' Labels

¢ {Jpownload Attachments
L4 OUpload Attachments

L4 O\.'iew Reference Checking Results




Using “Task Manager” Labels

 “Production Tasks” tab and
menu are re-labelled to
“Tasks”

« “Production Details” become
“Task Manager Details”

Editorial

Menu

Quick Searches:

Proposal Menu

Managing Edito

Search

To-Do List

= Action

View Submission
Assign Editorial Task

Task Manager Details ¥

File Inventory

Edit Submission
Send E-maill

Linked Submissions

Manuscript Author
Number Name

DMITRIDEV151- Amy S

D-18-00051R1  Author V¥V
(UNITED
STATES)




Task-Related Letters: 1

* There are three letters you might need for a task:

« Editorial Task Assignment Letter: sent to the person
to whom the task is assighed

 Editorial Task Cancellation Letter: sent to the person
to whom the task is assigned, if the task is cancelled

 Editorial Task Submission Letter: sent to the person
who assigned the task once the task is completed

* None of these letters are required — but using them is a
good idea, unless your journal staff are always logged
into EM



Task-Related Letters: 2

Letter Options

The Letters available for this feature are those assigned to the 'Production’ letter family. The letters may be
customized prior to being sent. Batch Assignment Letters are only used by Task Types configured with "Allow
Batch Assignment’, and only when the task is selected for Batch Assignment; when such a task is assigned as a
single task, manually or automatically, the configured non-Batch Assignment Letter is used.

L) Allow Task Assignment without Sending Letter

Non-Batch Assignment Letter: Editonal Task Assignment -
Batch Assignment Letter: Please Choose a Letter -
Cancel Assignment Letter: Cancel Task Assignment -
Submit Task Letter: Editornal Task Finished -




Task-Related Letters

« PolicyManager > Email and Letter Policies > Edit Letters
« Create all task-related letters in the Production Letter Family

« Use ProduXion Manager merge fields

« Tip: start letter purpose with the word “Editorial” to distinguish
from production task letters

Letter Purpose: |Editorial Task Assignment

Subject: '%PRODTASK% Assignment for %MS_NUMBER%

Letter Family: |Production | v |

l Cancel | ContinueJ




Help with Merge Fields

@Editorial Manager”

HOME ¢ LOGOUT <« HELP » REGISTER < UPDATE MY INFORMATION « JOURNAL O\_/E;NIEW
MAIN MENU ¢ CONTACT US + SUBMIT A MANUSCRIPT « INSTRUCTIONS FOR AUTHORS

4

A EM Help - Google Chrome

& https://www.editorialmanager.com/robohelp/15.1/index.ht...

=0

ditorial

Help System

AUTHOR REVIEWER
HELP HELP

A EM Help - Google Chrome

o merge fields

74 result(s) found for ‘'merge fields'

Merge Field Quick Reference Guide

Merge Field Quick Reference Guide Letters create
merge fields to ...

Merge_Field_Quick_Reference_Guide.htm

Merge Fields for Letters

Merge Fields for Letters Merge fields are placehol
body of ...

Merge_Fields_for_Letters.htm

Custom Merge Fields for Letters

Custom Merge Fields for Letters Publications may
that pu ...

Custom_Merge_Fields_for_Letters.htm




Help with Merge Fields

Letter Format

Letter Family
Letter Purpose Group by: Rich Text
AY AY ActionManager Roles and Events Text (HTML)

Accept - pending minor revision Decision (@ |Edit | @ |Edit |Remove | Hide
Author - Other Author Verification General Author - Notify Other Authors @ |Edit | O |Edit |Remove | Hide
Author - Other Author Verification Author Reminder @ |Edit | () |Edit |Remove | Hide
Reminder

Insert System Merge Fields

You can drag and drop merge fields from here to the letter
Subject or Body. (more...)

/Q PROD « Expand All | Collapse Al

| Insert Custom Merge Field ||Insert System Merge Field I l

= %PROD_TASK_DEEP_LINK%
Inserts a hyperlink that fully logs the Author into EM/PM, and

%PRODTA
%PRODTASK_ASSIGN_DATEY% v




Task Manager for MECA export

« Another option for consideration when using Task
Manager is the use of MECA to export manuscript data

« MECA = Manuscript Exchange Common Approach

* A method for manuscript exchange: system to system,
to and from preprint servers, to and from vendors

* Anew zip/XML export format, via FTP
« Talk to your Account Coordinator about set-up



Interested in Task Manager?

* ProduXion Manager customers can use this functionality
right away!

« Editorial Manager only customers: contact your Account
Coordinator for information and pricing, or come and have a
chat with me

@Task Manager”




-

_ Questions?

~




Task Manager
Overview

Be the master of your tasks

Hazel Winter
UK Account Coordinator
hwinter@ariessys.com
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