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What we’ll cover… 

• People-based correspondence history (16.0) 

• Configuring a custom Drop-box name for email import (16.0) 

• Editors can update co-author verification statuses (16.0) 

• Existing functionality that makes communication within the 
system easier and more effective 

• Final thoughts 

• Questions 

 



Why Effective Communication 
Matters in Editorial Manager 



Why Effective Communication Matters in EM 

• Communication via email/letters is a cornerstone of how EM is structured 

• Maintaining deadlines across peer-review and production 

• Assignments, invitations, reminders, etc. 

• Communication methods come in many forms  

 

 



People-Based Correspondence 
History (v16.0) 



People-Based Correspondence History 

• In previous versions of EM, correspondence history was submission-centric 



• Letters not tied to submissions 

were only accessible through 

reporting 

People-Based Correspondence History 

• Proxy registration letters, batch E-

mails, Automated Summary 

Reminders, and ‘Send Login Details’ 

e-mails.  
 



People-Based Correspondence History 

• People-based Correspondence 

History is user-centric 

• Manifest of all correspondence 

user has sent and received 

• All letters now have easy access 

for users 



People-Based Correspondence History- Customization 

• Can sort by date of 
correspondence 

 

• Powergrid-style customization 

 



People-Based Correspondence History- Customization 

 

• Same ‘fix/show’ 
functionality as a Submission 
Search  

 



People-Based Correspondence History: Viewing 
Your Own  

• “Update My Information” banner link 

•  No permissions required 

 



People-Based Correspondence History: Viewing Others’ 

New column in Search People 

results 

• Two different ways 

• Via ‘Search People’ 



People-based Correspondence History: Viewing Others’ 

• Also via the user’s People 

Record 



People-Based Correspondence History: Permissions 

In Rolemanager… 

• -Search People 

• -View Personal Correspondence History 

• -View Submission Production Correspondence 

History 

• -View Schedule Group Production Task 

Assignment History 

 

 



Restrictions on Personal Correspondence History 

• Blinded editors 

• Cannot be viewed while in proxy mode 

• Production task/Schedule group production 

task correspondence history won’t appear 

without corresponding permissions.  

 

 

 



Configuring Custom Drop-box 
Address for E-mail Import (16.0) 



Configuring Drop Box Name for Email Import 

• Available in PolicyManager> Configure Email Import 

• Current EM functionality allows users to generate a ‘Drop Box’ email address 

• External correspondence (reply to system email) can be forwarded here 

• Automatically imports the email into a submission’s correspondence history 

 

 



Configuring Drop Box Name for Email Import 

 

 

 

• Generated address was complex 

• Especially complicated for editors working/forwarding to multiple journals 



Configuring Drop Box Name for Email Import 

• New in Editorial Manager v16.0, users now have the option to configure their 

Drop Box address for email import.  

 

 

 



Configuring Drop Box Name for Email Import 

• Address can be personalized 

• Ideal for editors who work with multiple EM sites  

 

 

 



Configuring Drop Box Name for Email Import:  
Including Subject Lines 

• Subject lines of imported emails now display in History 

• Previously displayed as ‘Imported Email’ 

 

 



Configuring Drop Box Name for Email Import:  
Manually Adding External Correspondence 

 

• Editors with permission can edit the imported email 

• Option to display in Correspondence History (if authors have permission) 
 

 



Editors Can Update Co-Author 
Verification Statuses (16.0) 



Editors Can Update Co-Author Verification Statuses 

• Enabled in Policymanager> Edit Article Types 

• Co-author Verification allows other authors to confirm contribution to a submission. 

• Late/missing responses do not inhibit peer-review process. 

 

 

 



Editors Can Update Co-Author Verification Statuses 

• Co-authors are sent verification letter. 

• Two links provided to confirm or deny affiliation.  
 

 
 



Editors Can Update Co-Author Verification Statuses 

• After verifying, can fill out the 

Author Questionnaire (if 

configured) 

• Can confirm now or save 

answers for later 

 

 

 



Editors Can Update Co-Author Verification Statuses 

• Sometimes incorrect links are clicked or emails get lost in the shuffle.  

• This can lead to incorrect data populating the submission’s Details page 

 

 

 



Editors Can Update Co-Author Verification Statuses 

• New in v16.0, editors can manually change the verification status of a co-author. 

• ‘Change’ link now available on Author status page in Details 

 

 



Editors Can Update Co-Author Verification Statuses 

• Available options not chosen by the co-author can be selected 

• Editors cannot answer co-author questionnaires on their behalf (if configured) 



Editors Can Update Co-Author Verification Statuses 

• New Rolemanager sub-permission for editors 

 

 



Existing EM Functionality 



Existing Functionality: 
Reminder Reports and Where to Find Them 

• Bottom of editor main menu 

• Must have permission to run reports 



Existing Functionality: 
Automated Reviewer Reminder Reports 

• Different criteria for reminders 

• Can sort by role, Article Type, Section/Category 

• Multiple different reminders can be set 
 



Existing Functionality: 
Automated Reviewer Reminder Reports: Permission Note 

• Enabling this permission restricts reminders to the creator of the reminder 

report 

• If you didn’t create the report, it won’t go out for users tied to your 

assigned submissions 



Existing Functionality:  
Other Automated Reminder Reports 

• Automated Author Revision Reminder Report  

• Automated Author Submission Reminder Report 

• Automated Author Invitation Reminder Report  

• Automated Submission Task Reminder Report 

• Automated Schedule Group Task Reminder Report 
 

 

 



Existing Functionality:  
Other Automated Reminder Reports 

• Remember to configure a letter to go along with your 

reminder! 

• In the author/reviewer/editor/production reminder families 

 

 

 



Existing Functionality:  
Automated Summary Reminders (For Editors) 

• PolicyManager> Configure Automated Summary Reminders 

• Can be set up on a role-by-role basis 

 

 

 



Existing Functionality:  
Automated Summary Reminders (For Editors) 

• Merge fields can be used to pull folder summaries into letters 

• Can be tracked via Personal Correspondence History 

• %EDITOR_REMINDER_FOLDER_SUMMARY% 

• %EDITOR_REMINDER_SUBMISSION_LISTS% 

 

 

 



Existing Functionality: Warning Thresholds  
(or Editor Signposts)  

• “At a glance” look at deadline maintenance 

• Folder by folder basis 

• Configurable timelines for each threshold 
 

 

 
 



  Existing Functionality: Warning Thresholds  
    (or Editor Signposts)  

• Policymanager> Configure Warning Thresholds 

• Folder-by-folder configuration 

• Allows for folder prioritization 

• Permissions-based 

 

 



 Existing Functionality: People/Submission Flags 

• PolicyManager> Create Customized People Flags/Submission Flags 

• Choose from dozens of icons 

• Each can be assigned a description 

• High-level visibility 

• Searchable 
 

 



 Existing Functionality: Searching People/Submission Flags 

 

 



Existing Functionality: Tying Submission Flag to Custom 
Question  

• Submission flags can be tied to question responses 

(PolicyManager> Create Custom Questions) 

• Configured response can be tied to flag 
 

 

 

 



Existing Functionality: Tying Submission Flag to Custom 
Question  

• Flag will automatically display in 

action links upon submission 
 

 

 

 



Existing Functionality: Editor Decision Phrases 

• PolicyManager> Configure Editor Decision Phrases 

• Assign to Editor Forms, which are assigned to roles/article types 

• Useful for phrases that are constantly entered into decision letters 

 

 

 

 



Existing Functionality: Editor Decision Phrases 

• Can ‘check’ to include phrase in decision letter 

• Ensure merge field is in decision letter template 

 

 

 

 



Existing Functionality: Editor Decision Phrases 

• The chosen phrase(s) will populate the merge field: 

 

 

 

 



Existing Functionality: Custom Merge Fields 

• PolicyManager> Define Custom Merge Fields 

• Useful for common phrases 

• Similar to Editor Decision Phrases, but more versatile 

 

 

 

 



Existing Functionality: Custom Merge Fields 

• You can insert your custom merge field into a letter template 

 

 

 

 



Existing Functionality: Custom Merge Fields 

 

 

 

 

• Populated letter:  



Existing Functionality: Set “Email From” Address 

 

 

 

 

• Policymanager> Set ‘Email From’ Address 

• Choose where automated system emails ‘come 

from’ 



Existing Functionality: Set “Email From” Address 

 

 

 

 

• Rogue replies can be caught and handled 

• External correspondence can be fwd’d to Dropbox 



Effective Communication In Editorial Manager:  
Final Thoughts 

• Stay in the loop! Check release notes 

• Ask your account coordinator for suggestions 

• Site Audit-(ask your AC) 

• Suggest items for the EM wishlist  
 



Questions?  



Thank you! 
Enjoy the rest of your day at EMUG 2019! 


