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Agenda
• Review of current functionality

o Commentaries
o Letters to the Editor
o Proposals

• Overview of new functionality
o Author List File 
o Predefined invited article titles
o Pre-assign Proposal and invited submissions to 

Schedule Group 
o Predefined Invited Manuscript Numbers
o ‘Assign’ Authors (without invitation)
o Book workflow (13.0 and beyond)



Overview
Proposals
o Publication invites experts to submit a 

manuscript on a particular topic. This is 
the “Proposal” and is not peer-reviewed 
or published.

o An entire issue may be devoted to 
invited manuscripts (e.g. festschrift)

o The invited papers received are linked to 
the Proposal in EM and may be 
published together.

Commentaries
o Controversial article has been published 

(or may still be in process). This is the 
“parent” submission.

o Editor invites Authors to submit 
commentaries on that article. 

o The invited papers received are “child” 
submissions and are linked with the 
parent in EM.

Letters to the Editor
o Unsolicited Letters to the Editor are received by the publication.
o These are grouped together via Linked Submissions.
o The original Author can then be invited to respond to the letters and all of the 

Authors may be given access to all of the submissions in the linked group



Soliciting Commentaries



Solicit Commentary
Commentaries are invited submissions based on an existing submission that 
has already been assigned to an Editor.



Create Target Publication Schedule



Search for Authors



Select Authors to Invite



Adjust Due Dates and Add Notes



Merge Fields for Author Invitations
• %TITLE_OF_PARENT_SUBMISSION%- Inserts the Title of the Proposal, or the Submission Requiring 

Commentary.
• %TARGET_PUB_DATE%- Inserts the projected Publication date.
• %INVITED_SUBMISSION_RESPOND_DATE%- Inserts the date by which the Author is expected to 

respond to the invitation.
• %INVITED_SUBMISSION_DUE_DATE%- Inserts the date by which the Author is expected to submit an 

invited submission.
• %INVITATION_NOTES_TO_AUTHOR%- Inserts text entered by the Editor in the ‘Invitation Notes to 

Author’ field at the time of the invitation.
• %INVITED_AUTHOR_NAME%- Inserts the name of the sender when an Author declines to submit. To 

pull in the name of the Invited Author when an invitation is being sent, use %REALNAME%.
• %ACCEPT_INVITATION% - Inserts a hyperlink in a letter that automatically triggers the ‘Author Agrees to 

Invitation’ function in the system. The Author will be fully logged into the system and delivered to the 
‘Accept Invitation’ page.

• %DECLINE_INVITATION%- Inserts a hyperlink in a letter that automatically triggers the ‘Author Declines 
Invitation’ function in the system. The Author will be fully logged into the system and delivered to the 
‘Decline Author Invitation’ page.

• %SUBMIT_INVITED_MANUSCRIPT%- Inserts a hyperlink in a letter that automatically triggers the 
‘Author Agrees to Invitation’ function in the system (if the Author has not previously accepted), fully logs the 
Author into the system, and delivers the Author directly to the Manuscript Submission interface.



Summary Page – Authors Invited



Proposal Menu



Submissions with Pending 
Commentaries Folder



Commentaries – Author Experience



New Author Invitations Folder



Author Agrees and Submits
The submission now appears in the invited author’s “Accepted Invitations” 
folder.



Submitted Commentaries – Editor View



Commentaries – Complete



Letters to the Editor



Letters to the Editor Workflow
• Multiple reactionary letters are received (unsolicited

Letters to the Editor about a published article)
• Editor can link these reactionary Letters to the Editor 

together and make them available to the Author of the 
published article.

• The original Author of the published article can then 
be invited to respond to the Letters.



Create Linked Submissions Group



Add Submission to Group



Submission Added to Group



Invite Original Author to Respond



Select Submissions to Include



Original Author – New Invitation



Proposals



Initiate Proposal



Initiate Proposal



Invite Authors 



Proposal Menu



Invited Workflow Reports



Proposal Pipeline Report



Proposal Pipeline Report



Invited Author Reports



Questions on Current 
Functionality?



Agenda

• Overview of new functionality
o Author List File (v 13.0)
o Predefined invited article titles (v 13.0)
o Pre-assign Proposal and invited submissions to 

Schedule Group (v 13.0)
o Predefined Invited Manuscript Numbers (v 13.1)
o ‘Assign’ Authors (without invitation) (v 13.1)
o Book workflow (13.0 and beyond)



What is an Author List 
File? [ALF]



What is an Author List 
File? [ALF]

• A file containing Authors to be invited
• Avoids proxy registering each Author separately
• Tab- or comma-delimited file
• Contains Author names and email addresses [Required], 

ORCIDs, Note, Invite flag, Invited Article Title [Optional]
• Editor uploads file using new “Upload Author List” option on 

Author Selection Summary page
• EM Validates file, points out duplicates, missing data
• Displays Authors from the file in the ‘Author Candidates’ 

Grid
o Authors can be pre-selected for invitation

• No Configuration needed 
• For EM and EM/PM sites



Author Selection Summary 
Upload Author List File

“Info” icon gives you full 
instructions on how to 

format the file



Browse or drag&drop the file



EM gives you a preview of the data 
in the file



Set Invitation Column to “True” to 
preselect Author for invitation



EM finds matching registered users
(email address, ORCID, names)



EM finds matching registered users
(email address, ORCID, names)



Or proxy-registers Author 
at invitation



Author can be invited for multiple 
submissions (useful for book chapters)



Predefined Full Invited Article Title 
displayed in Author Candidates Grid

(if present in ALF)



Adding predefined titles
at Author Invitation

Predefined title from ALF shown as 
“Full Title” (if uploaded). Other title 
entry boxes depend on invited Article 
Type configuration



Adding predefined titles
at Author Invitation

Titles can be “Locked” to prevent 
Author from Editing, or available for 

Author edit



• Version 13.0
• Can be added to Author List File or typed in
• Displays pre-populated in “Enter Title” step for invited 

Author
o Can be “locked” so that Author cannot change it, or 

available for Author edit
o New merge fields available for Author Invitation letters

o %INVITED_SUBMISSION_TITLE%
o %INVITED_SUBMISSION_SHORT_TITLE%

o Configurations: Edit Article Type [parent submission], 
RoleManager

Summary of Predefined Invited 
Article Titles



• Proposals (and their children) can be automatically 
assigned to a Schedule Group 

• New “Assign to Schedule Group” configuration option 
on “Edit Article Type” page, for Article Types in the 
‘Proposal’ family.

• For EM/PM sites

Pre-assign Proposal and invited 
submissions to Schedule Group



• When Proposal Initiated, drop-down of Schedule 
Groups available
o Selection of Schedule Group can be Optional or 

Required
o Editors with “Manage Schedule Groups” permission 

can also ‘Add Schedule Group’ directly from the 
Initiate Proposal workflow

• Proposal automatically listed as a ‘header’ in Schedule 
Group Table of Contents grid

Pre-assign Proposal and invited 
submissions to Schedule Group



• When invited submissions received, automatically 
listed in new “Pre-selected Submissions Grid” on the 
Edit Schedule Group Details/Schedule Group Details 
pages.

• When production initiated on each submission, it 
automatically “jumps up” into the Schedule Group 
TOC under its associated Proposal header.

Pre-assign Proposal and invited 
submissions to Schedule Group



Pre-assign Proposal and invited 
submissions to Schedule Group

Proposal 
Header



Pre-assign Proposal and invited 
submissions to Schedule Group

Pre-selected 
Submissions Grid



• New ‘Assignment’ option for solicited Authors
• Similar to “Assign Reviewer”
• Displays ‘Asn.’ checkbox on Author Candidates Grid
• Can be preselected in Author List File 
• Assignment goes directly into “My Accepted Invitations” folder 

for Author

Assign Authors
(version 13.1)



• Configurations: RoleManager permission for Editor
o New RoleManager permission for Editor
o New ActionManager Letter Events

Ø Author Assigned (Not Invited) for Proposals
Ø Author Assigned (Not Invited) for Commentary

o New ActionManager Document Status event
Ø Author Assigned (Not Invited) for Proposal

Assign Authors
(version 13.1)



• Each Proposal can have its own set of predefined Invited 
Manuscript Numbers for its child submissions
o Example:

o SPECIALISSUE1-D-00001
o SPECIALISSUE1-D-00002

o Consists of “Prefix”, “Starting Number”, and “Minimum 
Number of Digits in Starting Number”
o Prefix= SPECIALISSUE1-D-
o Starting Number = 1
o Minimum Number of Digits in Starting Number = 5

Predefine Invited Submission 
Manuscript Numbers

(version 13.1)



• Configured for each Proposal Article Type 
• Values for “Prefix”, “Starting Number”, and “Minimum Number 

of Digits in Starting Number” entered on ‘Initiate Proposal’ page.
• Independent of Manuscript Numbering for submissions not

associated with that Proposal

Predefine Invited Submission 
Manuscript Numbers

(version 13.1)



Questions on New 
Functionality?



General Books Workflow
• Existing functionality supports much of the desired books 

workflow
o Preselected Article Types for Invited Workflow
o Proposals and related “child” submissions
o The ability to construct a Table of Contents using a Schedule 

Group

• New features are added to support books processing



New Features Supporting Books 
Processing

• Schedule Group Enhancements (13.0) and ‘Enable Book 
Processing’ option

• Books Language Pack  (13.0)
• Proposal Assignment to Schedule Group (13.0)
• Upload Author List File (13.0)
• Predefined Invited Article Titles (13.0)
• Assign Author (13.1)
• Invited Submission Manuscript Numbering enhancements 

(13.1)
• BITS Production Task Transmittals (14.0) 



General Books Workflow



General Books Workflow –
13.0/13.1/14.0

1. Enable Book Processing in PolicyManager
2. Set site to use ‘Books Language Pack’ if desired 
3. Create a Book (Schedule Group in the ‘Book’ Family) 

o New book metadata available for entry when book created 
(e.g. ISBN, Authors/Volume Editors)

4. Configure Proposals as “book-related”, then create Units 
(Proposals), and assign to Book Schedule Group 
o Automatically listed in Schedule Group TOC as a header
o Predefine Invited Submission Manuscript Numbers (13.1) 

and enter Prefix, Starting Number and Minimum Number of 
Digits in Starting Number for invited submissions



General Books Workflow –
13.0/13.1/14.0

5. Invite Authors for Chapters /Assign Authors for Chapters (13.1)
o Author Candidates can be imported from the uploaded 

Author List File  
o Invited Chapters listed in “Pre-selected Submissions Grid” 

for Schedule Group upon receipt
o Invited Chapters promoted to Schedule Group TOC under 

their Unit when production initiated
o Invited Chapters can have predefined manuscript numbers

6. Send a Production Task Transmittal with “BITS” XML (14.0)



EM/PM for Books 

• Friday at 1:30!



Questions ?



Thank You!


