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 Creating an Editor Assignment Chain 
today

 New method to create the entire Editor 
Chain in one action (EM v. 12.1)

 Modifying an Editor Assignment Chain 
today

 New method to replace or remove an 
assigned editor for any step of the Editor 
Chain (EM v. 12.2)

Agenda



Creating an Editor Chain
For New or Revised Submissions
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Creating an Editor Chain Today
 Peer Review workflow is based on the assumption 

that one Editor assigns the submission on to 
another Editor

 Each Editor in turn may assign the submission on 
to another Editor

 In this way, the individual Editors create a 
‘Decision Chain’ (Editor Assignment Chain) 
through a series of discrete assignments

 Once Editors start to submit recommendations the 
submission returns up the chain that was built 
incrementally



Creating an Editor Chain Today
An Editorial Office user 
clicks the Assign Editor
link



Creating an Editor Chain Today

The Editorial Office searches for an Editor. . . 



Creating an Editor Chain Today

The Editorial Office selects an Editor and sends either the 
default letter or a customized letter . . . 



Creating an Editor Chain Today

The Editorial Office clicks the Customize link to edit the 
selected letter . . . 



Creating an Editor Chain Today

. . . And the first Editor is assigned!



Creating an Editor Chain Today

The Editorial Office locates the submission . . .



Creating an Editor Chain Today

The Editorial Office can go to the Details page to proxy in as 
the first assigned Editor . . .



Creating an Editor Chain Today



Creating an Editor Chain Today

While proxied in as the first assigned Editor, the Editorial 
Office searches for and selects an Editor. . . 



Creating an Editor Chain Today

The Editorial Office invites the next Editor – and then starts 
all over again to build the complete Editor Assignment 
Chain.



What’s the Problem?
 Most publications use the same sequence of Editor 

Assignments to create an Editor Chain each time they 
process a submission

 Some publications rely on the Editorial Office to create 
the Chain to reduce the Editors’ workload

 This means that the EO must proxy in for each Editor in 
turn in order to build the complete Editor Chain

 What a tedious process!
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What if?

 The Editor Assignment Chain could be created in one action 
on a single page?

 Publications could create various templates that could then 
be associated with different Article Types and then use that 
template to assign specific Editors?

 A template could be created to preselect an Editor Role and 
default assignment letter for each step of the Chain?

 Revisions could be assigned using a template?

A new ‘Assign Editor Chain’ Feature is available in V. 12.1!



New ‘Assign Editor Chain’ Feature

 New ‘Assign Editor Chain’ functionality is coming in EM v. 
12.1

 System Administrators can create ‘Assignment Chain 
Templates’ in PolicyManager

 Templates can then be associated with individual Article 
Types

 When the EO clicks the Assign Editor link a new page is 
displayed showing the suggested Editor Roles and 
Assignment Letters

 The EO can select specific Editors, add or remove steps and 
customize Assignment Letters



New ‘Assign Editor Chain’ Feature

The Editorial Office clicks the Assign Editor Action Link, as 
in current functionality.



New ‘Assign Editor Chain’ Feature

 The new Assign Editor Chain page is displayed based on the template 
associated with the submission’s Article Type

 Each step is associated with a suggested Editor Role
 The Role determines how the Editors to be assigned are identified:

• A combo box allows users to select from Editors in a dropdown 
list

• The Editor Search link brings the user to a search interface
 The template’s default Assignment Letter is displayed



New ‘Assign Editor Chain’ Feature

The mechanism used to identify the appropriate Editor for 
the assignment is defined by the Editor Role.



New ‘Assign Editor Chain’ Feature

The Role for the step in the Chain is preselected but can be 
changed on the Assign Editor Chain: Search page.



New ‘Assign Editor Chain’ Feature

When the Editor to be assigned is selected, the user clicks the 
‘Assign Selected Editor’ button.



New ‘Assign Editor Chain’ Feature

The selected Editor is now displayed for the step in the 
Editor Assignment Chain, and the assigning Editor can click 
Customize to personalize the letter.



New ‘Assign Editor Chain’ Feature



New ‘Assign Editor Chain’ Feature

Additional ‘Editor Steps’ can be added to the Chain by 
selecting a Role and clicking the ‘Add to Chain’ button.



New ‘Assign Editor Chain’ Feature

If the proposed Editor or Role is invalid, an error icon     is 
displayed and the ‘Create Chain and Send Letters’ button is 
disabled.



New ‘Assign Editor Chain’ Feature

Informational text is displayed when the user hovers over 
the error icon.  In this example, the Role selected for Editor 3 
does not have RoleManager permission to assign other 
Editors, and must be the last Editor in the Chain.



New ‘Assign Editor Chain’ Feature

If the logged-in user prefers, he or she can click the ‘Assign 
Individual Editor’ button to assign only the first Editor, 
instead of assigning the entire Chain.



New ‘Assign Editor Chain’ Feature

After clicking the ‘Assign Individual Editor’ button, the user 
is prompted to select the first assigned Editor.



New ‘Assign Editor Chain’ Feature

After clicking the ‘Assign Individual Editor’ button, the 
‘Assign Editor’ page displays Editors with permission to 
receive assignments – not just Editors with a particular Role.



New ‘Assign Editor Chain’ Feature

When the user chooses to assign just the first Editor, the 
selected Editor is assigned as in current functionality.



New ‘Assign Editor Chain’ Feature

The ‘Assign Editor Chain’ page does not allow an individual 
Editor to be assigned to more than one step in the Chain.



‘Assign Editor Chain’ Feature

If only one registered user has the selected Editor Role, his or 
her name is displayed as plain text in the ‘Editor’ column.



‘Assign Editor Chain’ Feature

Editors who have been ‘blinded’ to the submission are not 
displayed in the ‘Editor’ combo box and do not appear in 
search results.



‘Assign Editor Chain’ Configuration
 PolicyManager

 Define Editor Assignment Chain Templates page

o Create Templates

 Edit Article Type page

o Select Editor Assignment Chain Template per Article 
Type

 Set Editor Assignment Options page (Revisions)

o Revisions go to ‘Revised Submissions’ or ‘Revised 
Submissions Requiring Assignment’ folder

 RoleManager – Editor Role

o Select or Search for Editor to assign



‘Assign Editor Chain’ Configuration



‘Assign Editor Chain’ Configuration

No ‘Assignment Chain Templates’ are defined upon upgrade.



‘Assign Editor Chain’ Configuration



‘Assign Editor Chain’ Configuration

Click the glasses icon      to view an existing ‘Assignment 
Chain Temple’ .



‘Assign Editor Chain’ Configuration

Click the pencil icon to edit an ‘Assignment Chain Temple’.



‘Assign Editor Chain’ Configuration

The Editor Chain template must be valid in order for it to be 
saved.  In this example, the Associate Editor does not have 
permission to assign other Editors and must be the last 
Editor in the Chain.



‘Assign Editor Chain’ Configuration

The logged-in user can click the ‘Cancel’ icon     to return to 
the ‘Define Editor Assignment Chain Templates’ page.



‘Assign Editor Chain’ Configuration

To create a new template, enter a ‘Description’ for the 
template and select a Role to add to the Chain.  



‘Assign Editor Chain’ Configuration

Continue adding Roles until the Chain template is complete.  
The Editor order does not matter yet – you will be able to 
sort the Editors after adding them to the template.



‘Assign Editor Chain’ Configuration

Grab the blue gripper bar to sort 
the Editor Roles in the template.



‘Assign Editor Chain’ Configuration

The newly defined sort order is displayed.



‘Assign Editor Chain’ Configuration

The System Administrator can select a 
default ‘Editor Assignment Chain’ 
template for each Article Type.



‘Assign Editor Chain’ Configuration

HINT:  To assign the Editor Chain for revised 
submissions using a template, select the 
‘Revisions go to Revised Submissions or Revised 
Submissions Requiring Assignment folder’ radio 
button.



‘Assign Editor Chain’ Configuration



‘Assign Editor Chain’ Configuration

The RoleManager – Editor ‘Always Use 
Search-based selection for Editor Chain 
Assignment’ permission determines the 
method used to identify the Editor when 
assigning the Chain.



Modifying an Editor Chain
Replace or Remove an Editor



Current Unassign Editor Functionality
 Editors with permission can click the Unassign Editor 

Action Link to ‘Unassign’ or ‘Switch’ the assignment for 
the lowest level Editor in the Chain

 The lowest level Editor must not have saved or 
submitted an Editorial decision

 If the Editor is removed from the Chain, Reviewers are 
associated with the next highest Editor in the Chain

 If the assignment is switched to another Editor, reviews 
are associated with the new Editor

 Editors with ‘Unassign Other Editors’ and ‘Assign 
Editor’ permission can remove or replace the Editor at 
the bottom of the Chain

 Editors with ‘Unassign Myself’ and ‘Assign Editor’ 
permission – who are at the bottom of the Chain – can 
remove or replace their own assignment



Current Unassign Editor Functionality

If the current Editor Assignment Chain is:

Editor C can be removed from the Chain 

or Editor C’s assignment can be switched to another 
Editor.



Current Unassign Editor Functionality
If there is only one Editor in the Chain, and Reviewers have not been invited,
the assignment can be rolled back.

If there is only one Editor in the Chain, and Reviewers have been invited the 
assignment can only be switched to another Editor.



Current Unassign Editor Functionality
If Reviewers have been invited or assigned:

Editor C’s assignment can be switched to another Editor: 

Or the assignment can be rolled back:

But no other Editors can be added to the Chain once the 
assignment has rolled back if Reviewers have been 
invited or assigned!



What if?

 The Editor Assignment Chain could be modified in one 
action on a single page?

 An Editor with permission could replace or remove an 
Editor for any step in the Editor Assignment Chain – not 
just the lowest level Editor?

 Editors could be replaced after they have submitted a 
decision?

 An Editor with permission could replace or remove 
multiple Editors in one action, on a single page?

 An Editor with permission could replace one Editor with 
another Editor who has a different Editor Role?



In EM v. 12.2, Editors can replace or remove an Editor 
from any step in the Editor Assignment Chain:

Modified Editor Assignment Chain:

New ‘Modify Editor Chain’ Feature



Editors will be able to remove or replace more than one 
Editor in the Chain in one action on one page!

Modified Editor Assignment Chain:

New ‘Modify Editor Chain’ Feature



New ‘Modify Editor Chain’ Feature
 An Editor who has saved or submitted a decision can 

be replaced by another Editor with the same Role

 Under certain conditions, an Editor may be replaced by 
another Editor with a different Role

 Replacement Editors inherit the history of the Editor 
they have replaced

 Under certain conditions, an Editor may be removed 
from the Chain altogether

 Default or customized letters may be sent

 Modifications to the Editor Chain are visible on the 
Custom Details page, the History page and in Reports



New ‘Modify Editor Chain’ Feature

The Unassign Editor link is displayed for Editors with access 
to the submission and permission to modify the Chain, up to 
the point that the Final Disposition is set for the submission.  
Clicking the link brings the user to the new Modify Editor 
Chain page. 



New ‘Modify Editor Chain’ Feature

In this example, the logged-in Editor is either not in the 
Chain AND has permission to remove / replace other Editors 
OR is the first Editor in the Chain and has permission to 
remove or replace her assignment or that of subordinate 
Editors. 



New ‘Modify Editor Chain’ Feature

In this example, Michael Editor is the logged-in Editor, has 
not saved or submitted a decision and has permission to 
remove or replace his own Editor assignment. 



New ‘Modify Editor Chain’ Feature

The ‘New Editor’ column displays non-blinded Editors with 
the Role selected in the ‘Role’ column – either in a dropdown 
list or in the search results. 



New ‘Modify Editor Chain’ Feature

When the Role selected in the ‘Role’ column is changed, only 
non-blinded Editors with the selected Role are displayed in 
the ‘New Editor’ dropdown list or search results. 



New ‘Modify Editor Chain’ Feature

When searching for an Editor, the Role name is preselected 
on the search page. 



New ‘Modify Editor Chain’ Feature

The Editor selected on the search results 
page is now displayed on the “Modify 
Editor Chain” page.  When a valid change 
is proposed, the “Confirm Selections . . .” 
buttons are enabled.



New ‘Modify Editor Chain’ Feature

In this example, the logged-in user has permission to 
unassign other Editors, but does not have permission to 
replace Editors in the Chain.  Since all Editors have 
submitted decisions they cannot be removed. 

Editors who have submitted a decision cannot be removed –
they can only be replaced by another Editor who has the 
same Role. 



New ‘Modify Editor Chain’ Feature

In this example, Sally Editor is the only user with a 
“Managing Editor” Role.  Text is displayed that reads, 
“No available users have this Role”.



New ‘Modify Editor Chain’ Feature

Once Editors have made a decision, their assignment can be 
switched to another Editor with the same Editor Role, but 
they cannot be removed from the Editor Assignment Chain.



New ‘Modify Editor Chain’ Feature

If Reviewers have been invited or assigned, the only Editor 
in the Chain can be replaced but not removed.  Someone has 
to handle the incoming reviews!



New ‘Modify Editor Chain’ Feature

When the proposed changes are valid, the ‘Confirm 
Selections and Send Default Letters’ and ‘Confirm Selections 
and Send Custom Letters’ buttons are enabled.



New ‘Modify Editor Chain’ Feature

Letters can be customized for those recipients whose Role is 
configured to receive notifications for these events in 
ActionManager.



New ‘Modify Editor Chain’ Feature

The Confirmation page identifies all changes to the Editor 
Assignment Chain and lists email recipients.



New ‘Modify Editor Chain’ Feature

Here is the Details page before the Chain is modified . . .



New ‘Modify Editor Chain’ Feature

And here is the Details page after the Chain has been 
modified.



‘Modify Editor Chain’ Configurations
RoleManager – Editor

A Few Options:
• ‘Unassign Other Editors’ + ‘Assign Editor’
• ‘Unassign Myself’ + ‘Unassign Subordinate Editors’ + 

‘Replace Editor’
• ‘Unassign Myself’ + ‘Unassign Subordinate Editors’ 
• ‘Unassign Myself’ + ‘Replace Editor’



‘Modify Editor Chain’ Configurations

 ‘Always Use Search-based selection for Editor Chain Assignment / 
Replacement 
(i.e. if not Applied Automatically by System)’

 Editorial Office User

 ‘Assign Editor’

 ‘Unassign Other Editors’

 Editor in the Chain

 ‘Unassign Myself’

o ‘Unassign Subordinate Editors’

o ‘Replace Editor’

RoleManager – Editor



‘Modify Editor Chain’ Configurations

Publications can customize the instructional text that is 
displayed on the ‘Modify Editor Chain’ page.



‘Modify Editor Chain’ Configurations

Publications can enter customized text . . .



‘Modify Editor Chain’ Configurations

. . . And can view or revert to the default instructions. 



• The Editor Assignment Chain can 
be modified in one action on a 
single page

• Editors with permission can 
remove or replace an Editor for 
any step in the Chain (subject to 
conditions)

• Editors can be replaced after 
submitting a decision, until the 
Final Disposition is set

• Editors can be replaced by 
another Editor with a different 
Role (subject to conditions)

• The Editor Assignment Chain can 
be created in one action on a 
single page

• Publications can create various 
templates that are then applied to 
Article Types

• Editor Roles can be pre-selected 
for each step in the Chain

• Default letters can be associated 
for each Editor 

• Additional Editors can be added 
when assigning the Chain

• Can be used to assign revisions
• Can only be used when assigning 

the first Editor in the Chain

Summary 
Modify Editor Chain (v. 12.2)Assign Editor Chain (v. 12.1)




