


Task Manager 
Overview
Be the master of your tasks

Hazel Winter
UK Account Coordinator
hwinter@ariessys.com



Agenda

• What is ProduXion Manager?
• Production Tasks – The Basics
• Initiating Production and Assigning Tasks in PM
• Challenges
• What is Task Manager?
• Task Manager Use Cases
• Task Manager Action Links and Folders
• Task Manager Configuration Options



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
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Initiating Production
• Usually happens after 

acceptance…
• …but can actually take place 

at any time
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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



Assigning Schedule Group



Assigning First Task
• You can choose to:

• Proceed without assigning a task
• Manually assign a task

• A task can also be configured to automatically assign when 
production is initiated



Who assigns tasks?
• Properly permissioned Editors and Publishers
• Tasks can also be triggered by completion of other tasks
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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 
(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
• 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:

• Production Manager:

• Editorial Coordinator:



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  
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Sample Editorial Tasks
• Transferring a file to an online preprint server
• Assigning submission to staff to check copyright 

questions/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 3rd party 

service provider



Assigning an Editorial Task



Assigning an Editorial Task
• Available when:
• User has “Assign Editorial

Tasks” RoleManager 
permission

• Submission’s Article Type 
has a Task Manager 
Workflow

• Submission is not yet in 
production

• Submission has not yet 
received a final disposition



Assigning an Editorial Task
• Tasks are selected from the “Task Manager Workflow” 

assigned to the Article Type



Assigning an Editorial Task



Assigning an Editorial Task
• Select submission files to include in assignment
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Main Menu
• New “View All Submissions in 

Task Manager” folder
• Some existing folders reused 

for Task Manager:
• Submission Tasks Assigned 

to Me
• Submission Tasks I Have 

Assigned



Submission Tasks I Have Assigned

• Users can cancel or reassign 
tasks they previously assigned.



Submission Tasks Assigned to Me

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



View All Submissions in Task Manager

• Contains all 
submissions 
undergoing 
Editorial task work



Ending Task Manager
• Can be done manually using 

“End Task Manager” link
• Available when no TM tasks are 

pending
• Removes submission from “View 

All Submissions in Task 
Manager” folder

• Can occur automatically when:
• a task is completed
• production is initiated
• final disposition is set



History
• New “Task Manager Status” 

column indicates when editorial 
task work was performed.

• Only displays for submissions on 
which Task Manager has been 
initiated.



History

• Labels indicate which tasks 
were assigned as part of Task 
Manager

• Letters sent at task 
assignment and completion 
are recorded in 
Correspondence History



Details

• Labels on the Details page indicate which tasks were 
assigned in Task Manager
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RoleManager: 1

• A new 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



RoleManager: 2

• Existing PM permissions 
allow users to see status, 
assignment, and 
correspondence histories



Define Details Page Layouts

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

• Configured in 
PolicyManager…

• …assigned to a role in 
RoleManager
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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



Creating Production Statuses

• Go to PolicyManager > ProduXion Manager > Configure 
Production Statuses

• Click Add to create a new status 



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



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



Configuring a Task Manager Workflow



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



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, I 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



Configuring the Task: Automatic Assignment

• 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



Configuring the Task: Auto-Select Files 

This list is populated from the 
submission items that you have created 
in PolicyManager > Submission 
Policies > Edit Submission Items 



Configuring the Task: Follow-on Tasks



Configuring the Task: FTP Options

What gets sent back in

What gets sent out



Configuring the Task: Companion Files



Configuring the Task: Due Date

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



Configuring the Task: Letters



Configuring the Task Workflow: 1

e.g. My new Task Manager workflow



Configuring the Task Workflow: 2

• 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



Repeats
• ‘Allow Repeats’ gives you the ability to repeat tasks in the 

workflow. Completing the same trigger task will re-assign 
the task again  



Milestone Tasks
• A milestone task, denoted by a 

diamond in your task library, is 
a task that opens, then shuts 
itself again immediately

• 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



Select Task Manager Workflow

• Any task workflow can be set 
as the “Task Manager 
Workflow” within the Article 
Type configuration

• Set to “None” to suppress 
editorial task assignment on 
an Article Type



Automatically End Task Manager

• A task 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



Automatically End Task Manager
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when Production is initiated or 
Final Disposition is set

• Task Manager will only end if no 
tasks are open



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 UI

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



Using “Task Manager” Labels

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

• “Production Details” become 
“Task Manager Details”



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 assigned
• 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



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



Help with Merge Fields



Help with Merge Fields



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
• A new 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
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