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Agenda

�Which invited workflow should I use?
�Commentaries
�Proposals
� Linked submissions

� Letters to the Editor
�Configuring your Invited Article Types
� Live demonstration of LTE workflow



A quick explanation of each 
Invited Workflow



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



Commentaries
After clicking the Solicit Commentary link, you will be asked to 
provide some basic information about the submission, and you 
will also be offered the opportunity to pre-select the article type 
for the author.



Commentaries
You will then be brought to the author search screen.  
This screen is very similar to the reviewer search screen, 
with one exception:  The way alternates are selected.



Commentaries



Commentaries
Once you have selected the authors to be invited, you 
can then customize the invitation letter, and enter 
response and submission due dates (if not already 
supplied).



Commentaries
The invitation will now appear in the invited author’s 
“My New Invitations” folder.



Commentaries
After the author(s) submit their commentaries (these are 
considered child submissions) the original (parent) 
submission will now display the “View Related 
Submissions” link.



Commentaries
Some notes on Soliciting Commentary:

• If you pre-select an article type for the author you will not be able to change it by 
editing the submission.

• There are multiple ActionManager events associated with commentaries:
• Solicit Commentary on Submission
• Invited Submission Due Date Changed
• Un-invite Authors
• Promote Alternate Authors
• Author Agrees to Invitation
• Author Declines Invitation
• New Child Submission Sent to Publication

• Commentaries can be linked after the fact as Letters to the Editor

• “Move to Completed” folder simply moves it out of the “My Submissions with 
Pending Commentaries” folder on the Proposal Menu tab.  You cannot complete a 
commentary until all invited authors are accounted for (either submitted or declined 
to submit).

• There are two iCal events specifically associated with Commentaries:
• Author Agrees to Submit Invited Paper
• Invited Paper Due Date Changed



Proposals
• Proposals are designed to collect solicited papers on a 

particular topic, or for a special issue.  
• Proposals are similar to Commentaries in the way they are 

processed through the system, however, they are not 
based on an existing submitted manuscript, and there are 
generally several authors invited on a proposal.
• With Proposals, you have the option to build a PDF which 

will be visible to the invited authors.  These PDFs can be 
submission examples, Table of Contents, or previous 
editions of the published work.
• You can now assign authors.
• Authors can upload their list of co-authors in one easy 

step.



Proposals
When on the Proposal tab, click on “Initiate Proposal”.



Proposals
You will then be 
asked to enter your 
Proposal Article 
Type, and you can 
at this time pre-
select the Article 
Type for your 
invited authors.

You can then 
proceed to build a 
PDF, or simply 
create the Proposal 
with no PDF and 
assign an editor as 
necessary



Proposals
The Invitation process is the exact same as for 
commentaries.



Proposals
In addition to inviting authors, you can also assign authors.



Proposals

• Authors can upload their list of co-authors!



Proposals



Proposals



Proposals



Letters to the Editor
• Letters to the Editor are part of the Linked 

Submissions functionality.
• When the publication receives unsolicited 

commentary relative to a published 
article, they can then group these 
submissions and invite the author of the 
original submission to respond to the 
commentaries.
• The author of the original submission will 

be given access to all the commentaries 
received.



Letters to the Editor
To create a Linked group, click on the “Linked Submissions” link on any one of 
the submissions that will be part of the group.



Letters to the Editor
Click on the “Create a New Group” button.



Letters to the Editor
Create a name for the group, and select the “Letter to 
the Editor” option.



Letters to the Editor
Now that the group has been created, click on the “Add 
to Group” button.



Letters to the Editor
You are now brought to a page that displays the group that 
was created, and the members of the group to this point.

Click on “Add Submission” to add other submissions to the 
group.



Letters to the Editor
You can search for submissions to add in a number of ways.

Select the submissions to be added to the group.



Letters to the Editor
Now click on “Solicit Commentary” on any member of 
the linked group.  You will search for the author of the 
original manuscript.  After you select the invitation 
letter and click “submit” you will be brought to a screen 
that shows all the submissions in the group.  It is here 
that you will give the author of the original submission 
access to the Letters to the Editor that have been 
received by the publication.



Letters to the Editor
Here is what the invited author sees in her “New 
Invitations” folder:



Letters to the Editor
By clicking on the “Linked Submissions” link, the author is 
able to see all the submissions that have come in in 
response to her original article.



Letters to the Editor
The submission process then proceeds as it would for a 
proposal or a commentary.



Letters to the Editor
Some notes on Letters to the Editor:
• If you frequently use this feature, you should have an 

invitation letter designed specifically for this purpose.
• You DO NOT need to include the original submissions 

– the submission that the Letters to the Editor are in 
response to – in the linked group.
• The PWID (Publish With ID) is used for the purpose of 

identifying submissions that should be published 
together.  A submission can belong to more than one 
linked group, but can only have one PWID.
• In order to use this feature, the editor must have the 

“Create/Edit Linked Submissions” permission in 
RoleManager.




