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o Peer Review Workflow is based on the assumption that one Editor 
assigns the submission on to another Editor

o Individual Editors create a ‘Decision Chain’ through a series of discrete 
assignments

o As Editors submit recommendations, the submission returns up the 
chain that was built through Editor Assignments

Editor Chains



Sample Peer Review Workflow
Author Submits 

Manuscript Editor in Chief 
Editorial Office 

Tech Check

Section Editor

Associate Editor

Author is Notified

Reviewer 1 Reviewer 2



o New and revised submissions must be assigned to an Editor for peer 
review

o Each assigned Editor may choose to handle the submission or assign it 
to another Editor, depending on permissions

o The resulting chain of responsibility dictates the order in which Editors 
make decisions on the submission

Editor Chains



o Terms used to describe an Editor’s relationship with a submission
o Attached Editor – Editor who first assigns the manuscript to an Editor
o Handling Editor – Editor with current responsibility
o First Editor – Editor who was first assigned to the submission
o Assigned Editor – any Editor who is assigned to the submission and is in the list of 

Editors on the Details page
o Lower-Level Editor – any Editor assigned after the Editor in question
o Upper-Level Editor – any Editor assigned before the Editor in question
o Corresponding Editor – the first Editor, unless setting follows the Editor Chain
o Handling Editor may (depending on RoleManager permissions):

• Assign another Editor

• Invite Reviewers

• Submit Decision and Comments

Editor Chains



Editor Chains
o Editors get assigned to submissions through:

• Assignment - Editors can be assigned to papers, without being given the opportunity to decline the 
assignment

• Invitation - Editors are invited to take on an assignment.  The Editor must agree or decline to take the 
assignment.

o Whether an Editor is invited or assigned is configurable per Editor Role
o When an Editor accepts an invitation or is assigned, the new 

assignment is displayed in the Editor’s ‘New Assignments’ folder
o Editors can receive letters configured for the following events:

• Editor Assigned (Not Invited)

• Editor Invited for Assignment

• Editor Agree to Assignment

• Editor Declines Invitation of New Submission

• Editor Declines Invitation from an Editor
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Classic Method



Classic Method

The Editorial Office searches for an Editor . . .



Classic Method

. . . selects an Editor and sends a customized or default letter



Classic Method

The assigned Editor can assign the manuscript to another 
Editor or handle it herself



RoleManager - Editor

Permissions for the Classic Method



RoleManager - Editor

Permissions for the Classic Method
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Assign Editor Chain
o Most publications use the same sequence of Editor Assignments to 

create an Editor Chain 

o Some publications rely on the Editorial Office to create the Chain 

o Using the Classic Method, the EO must proxy in for each Editor to build 
the complete Editor Chain

o The ‘Assign Editor Chain’ feature allows publications to create the 
complete Editor Chain in one action

o Multiple Editor Chain Templates can be created and configured by 
Article Type

Editor-
in-Chief

Section 
Editor

Associate 
Editor

Journal 
Office



Assign Editor Chain

The EO clicks the Assign Editor link . . . 



Assign Editor Chain

The template configured for the Article Type is displayed



Assign Editor Chain

3. Select and customize letter

1. Choose a Role

2. Choose a user with 
selected Role



Assign Editor Chain

How an Editor is located is defined by the Editor Role



Assign Editor Chain



Assign Editor Chain

• [Create Chain and Send Letters] to create Chain
• [Assign Individual Editor] to revert to Classic Method



Assign Editor Chain

The Editor Chain is created and displayed on Details



Assign Editors for Revision

Options when assigning Editors for a Revision



PolicyManager Main Menu



Add Editor Assignment Chain Template

Click ‘+ Add Another Assignment Chain Template’ 
to add an ‘Assignment Chain Template’ 



Add Editor Assignment Chain Template

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



Edit Editor Assignment Chain Template



Select ‘Assignment Chain Template’ per AT

Select a default template for the Article Type



Set Editor Assignment Options

Configure ‘Editor Assignment Chain’ for Revisions



Set Editor Assignment Options

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.
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Modify Editor Chain
o Editors may be removed or replaced for any step of the Editor Chain 

o An Editor who has saved or submitted a decision can be replaced by 
another Editor with the same Role

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

o Default or customized letters may be sent

o Replacement Editors inherit the history of the Editor they have 
replaced

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



Modify Editor Chain

oOptions depend on:

oThe logged-in user’s RoleManager permission
oThe logged-in user’s relationship to the 

submission and position in the Chain
oWhether the Editor to be modified has saved 

or submitted a decision



Modify Editor Chain
oOptions also depend on:

oWhether there are any unprocessed reviews 
oWhether another Editor in the Chain has 

submitted a decision
oWhether another Editor in the Chain can still 

submit a decision



Modify Editor Chain
o Unprocessed Review – an invitation, open review or 

a review that has been completed since the ‘Last 
Good Decision’ was submitted

o Last Good Decision - a decision where the Editor 
was not [Skipped] or [Terminated].  This is a decision 
where an Editor has clicked on the ‘Submit Editors 
Decision and Comments’ link



EM keeps track of the rules so you don’t have to!



Modify Editor Chain

Click ‘Unassign Editor’ to modify the Chain



Modify Editor Chain

Modifications depend on the submission’s state, the logged-in 
user’s permissions, and whether the Chain can be completed



Modify Editor Chain

Sally Editor can replace or remove 
her own assignment and remove or 
replace any subordinate Editor 
regardless of whether she is in the 
Chain



Modify Editor Chain

Michael Editor can replace or remove 
his own assignment and remove or 
replace a subordinate Editor



Modify Editor Chain

Harry Editor can only replace his 
own assignment because he has 
submitted a decision - he cannot 
remove or replace another Editor in 
the Chain



Modify Editor Chain

Since Harry Editor has submitted a decision a replacement 
Editor must have the same Role



Modify Editor Chain

Select a replacement Editor and click [Submit]



Modify Editor Chain

The Editor can send Default or Custom Letters 



Modify Editor Chain



Modify Editor Chain
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Automatic Editor Assignment
(Direct-to-Editor)

o For Publications that do not have a central 
editorial office

oOptimized for groups of Editors who work 
independently

oAllows Editors to control and 
monitor most aspects of the 
peer review process on their 
own



Automatic Editor Assignment
o Direct-to-Editor – submissions are automatically 

pushed to Editors

o Submission are not ‘assigned’ to an Editor – they 
land in the ‘Direct-to-Editor’ folder

o Editors either assign themselves or redirect to 
another Editor

o Editors manage correspondence and the peer 
review process

o Editors share the Reviewer database



Automatic Editor Assignment
o Three methods for Direct-to-Editor:

o Author selects Editor during the ‘Submit Manuscript’ process 

o Author selects a Section/Category – associated with an Editor 
– during the ‘Submit Manuscript’ process 

o Editors are assigned on a rotating basis

o Revisions can be sent directly to the first 
assigned Editor of the previous version 
o Does not require Direct-to-Editor



Automatic Editor Assignment



Automatic Editor Assignment

The submitted paper moves to the Editor’s 
‘Direct-to-Editor New Submissions’ folder



Automatic Editor Assignment

The Editor can click:
• ‘Assign to Myself’ or 
• ‘Redirect to Other Editor’



Automatic Editor Assignment

The submission is now in the Editor’s 
‘New Assignments’ folder



Automatic Editor Assignment

By Author Request 
or Section/Category

Assign to Editors



Automatic Editor Assignment

By rotation

Assign to Editors



Automatic Editor Assignment

for Authors to request

Select the Editors
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Suggest Editor
o Designed for publications with:

o High volume

o Large Editor pool

o Broad range of subject disciplines

o System suggests Editor candidates to handle submissions

o An Editor queue is generated based on a set of criteria

o The list can be sorted and modified

o The first invitations are sent immediately

o Enabled by an Aries Account Coordinator



Suggest Editor
o Remaining Editors in the queue are 

automatically invited until :

oAn Editor accepts the invitation OR

oAll invitations have been sent 



Suggest Editor
o The field of Editor candidates can be 

narrowed based on Classification matches

o Personal Classification Rankings are used to 
sort by Relevance Ranking
o Low = 1 point

o Medium = 2 points

o High = 3 points



Suggest Editor
oClassification matches are used if the Personal 

Classification Rankings are not used
o The previously assigned Editor is first on the list 

for revisions
o Editors requested by the Author are placed at 

the top of the list

o Publications can list all Editors or display by 
Classification matches



Suggest Editor



Suggest Editor

The EO can submit the queue with custom or default letters or . . .



Suggest Editor

. . . can select a specific Editor and click ‘Assign Editor Now’ or . . . 



Suggest Editor

. . . can search for a specific Editor and click ‘Assign Editor Now’



Suggest Editor

Click ‘Editors Invited – None Yet Assigned’ to view submissions



Suggest Editor

Invitation data is displayed in the folder –
click ‘Assign Editor’ to view the queue



Suggest Editor

The Editor Selection Summary page displays ‘Invited Editors’ and 
the remaining ‘Candidates’

(Partial page displayed)



Suggest Editor

System Administrators can 
configure:

• Suggest Editor Instructions

• Suggest Editor Preferences

• Editor Reasons for Decline



Suggest Editor
• Criteria used to 

display candidates

• Number to display

• Number selected by 
default

• Batch Parameters



Suggest Editor

‘Assign Editor Using Suggested Editor Queue’ allows access to 
the Editor Selection Summary page



Suggest Editor

‘Close Queue and Assign Editor Directly’ allows Editors to close 
out the queue and assign an Editor directly



Suggest Editor
Enable Personal Classification 
Rankings by Editor Role
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Blinding Editors on Submissions
o Publications can hide submissions from an 

Editor 

o The Editorial Office selects Editors to be blinded 
from a submission

oCan be done at Editor Assignment or at any 
time from the Details page

o Blinded Editors are not allowed access to any 
information about that submission



Blinding Editors on Submissions
o Blinding an Editor:
o Suppresses the submission from all of the Editor’s 

folders
o Suppresses the submission on the People 

Information page
o Suppresses the submission from Reminder Reports
o Suppresses the submission in 

‘Search All Submissions’ results



Blinding Editors on Submissions

Can Blind Editors 
while Assigning an  
Editor . . .

. . . or from the 
Details page at 
anytime



Blinding Editors on Submissions



Blinding Editors on Submissions

Editor must have ‘Blind Editor’ permission to hide 
submissions from Editors
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Questions?



Thank you!


