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NEGOTIATION:

EDITING:

From the publisher’s or publica-
tion’s website, a CONTRIBUTOR 
logs in or creates an account for 
submissions.

Documents may be uploaded or 
copied into a text fi eld. The sys-
tem time stamps each submission 
and generates a document ID.

During EVALUATION, a READER re-
trieves submissions from the submission 
bucket and evaluates whether a submis-
sion should be accepted, declined, or re-
viewed further. 

EVALUATION tasks include score a sub-
mission, add comment, collate reviews, 
separate quick rejections, advance to 
NEGOTIATION, and send notifi cation to 
CONTRIBUTOR or other user. 
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EVALUATION

RED
BUCKET

YELLOW
BUCKET NEGOTIATION During NEGOTIATION, READERS, EDITORS, 

and/or MANAGERS consider documents for ac-
ceptance. 

NEGOTIATION tasks include editorial meetings, 
internal scoring, and negotiation with the CON-
TRIBUTOR regarding changes or additional 
content required for acceptance.
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CONSIDERS 
CHANGES

EDITOR 
COLLATES/
APPROVES
CHANGES

COPY EDIT READY FOR 
LAYOUT? The EDITING stage may follow a variety of se-

quences with multiple repetitions and approvals. 
Users may defi ne their editing process by dragging 
components into the appropriate order and number 
of iterations though an administration interface. 

EDITING tasks include substantive edit, make/ap-
prove changes, collate/approve changes, line edit,  
copy edit. Editing decisions may require notifi ca-
tions.

Im
ag

es
 m

ay
 b

e 
fa

st
-

tr
ac

ke
d 

to
 O

U
TP

U
T. A

B

LAYOUT 
BUCKET

INITIAL 
LAYOUT

PROOF 
READ

COLLATE 
PROOFS

DESIGNER 
INPUTS 

CHANGES

READY TO 
PUBLISH?

OUTPUT:
The OUTPUT stage includes layout, proofreading, and 
publishing. During OUTPUT, a DESIGNER lays out 
and copy fi ts the submisison. Proofs get distributed to 
as many proofreaders as required. The EDITOR collates 
all corrections, which are input by the DESIGNER, and 
another round of proofs is distributed. The proofreading 
cycle continues until the EDITOR determines that the 
submission is ready to be published. Items ready to be 
published are sent to a printer, published to the web, 
and/or archived.

OUTPUT tasks include layout and multiple rounds of 
proofreading.
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User nameDashboardEvaluation Home Screen
All Projects

Search: __________________

Doc ID Author Title Project  
ID

All  
due

Dep’t Stage Task Assigned to Task 
due

Avail. Advance?
Yes | No

10003 last, first name Title Goes Here Issue 3 date Fiction Evaluation Review 2 George R date in  q q

10004 last, first name Title Goes Here Fiction Evaluation Review 1 date in  q q

10005 last, first name Title Goes Here Fiction Evaluation Review 1 Alice Ed. date out  q q

10013 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 2 Alice Ed. date in  q q

10014 last, first name Title Goes Here Fiction Evaluation Review 1 date in  q q

01010 last, first name Title Goes Here Fiction Evaluation Review 1 Martha R. date out  q q

10016 last, first name Title Goes Here Issue 4 date Poetry Evaluation Review 2 Alice Ed. date in  q q

10017 last, first name Title Goes Here Poetry Evaluation Review 1 date in  q q

10018 last, first name Title Goes Here Poetry Evaluation Review 1 George R. date out  q q





revision
history

Project ID: Issue 4

DoC iD: 01010
Title:                             Author:

Accompanying 
data

Department: Fiction

Doc ID: 01010
Document title:
Author:
Document type: TEXT
 Word Count: 300
Department:  Fiction
Project ID:  Issue 4

Comments/
Instructions

User nameDashboard

Assigned to: Martha Reader
Due: Date

Review 1:  Martha Reader
Score: q Yes q Maybe  q No

No further reviews: q

Stage Task

Evaluation  > Review 1
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10003 last, first name Title Goes Here Issue 3 date Fiction Evaluation Review 2 George R date in  q q

10004 last, first name Title Goes Here Fiction Evaluation Review 1 date in  q q

10005 last, first name Title Goes Here Fiction Evaluation Review 1 Alice Ed. date out  q q

10013 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 2 Alice Ed. date in  q q

10014 last, first name Title Goes Here Fiction Evaluation Review 1 date in  q q

01010 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 2 George R. date out  q q

10016 last, first name Title Goes Here Issue 4 date Poetry Evaluation Review 2 Alice Ed. date in  q q

10017 last, first name Title Goes Here Poetry Evaluation Review 1 date in  q q

10018 last, first name Title Goes Here Poetry Evaluation Review 1 George R. date out  q q
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01010 last, first name Title Goes Here Issue 4 date Fiction Evaluation Decision Alice Ed. date out  n q

10016 last, first name Title Goes Here Issue 4 date Poetry Evaluation Review 2 Alice Ed. date in  q q

10017 last, first name Title Goes Here Poetry Evaluation Review 1 date in  q q

10018 last, first name Title Goes Here Poetry Evaluation Review 1 George R. date out  q q
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

Form letter rejection

To: contributor@email.com
Subject: Your submission to Publication

Dear Contributor Name,

Thank you for your recent submission to Publication. Unfortunately, 
we are unable to accept your submission at this time. |

Best regards,
The Editors

 Send No email 
required

Enter reason
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submissions.

Documents may be uploaded or 
copied into a text fi eld. The sys-
tem time stamps each submission 
and generates a document ID.

During EVALUATION, a READER re-
trieves submissions from the submission 
bucket and evaluates whether a submis-
sion should be accepted, declined, or re-
viewed further. 

EVALUATION tasks include score a sub-
mission, add comment, collate reviews, 
separate quick rejections, advance to 
NEGOTIATION, and send notifi cation to 
CONTRIBUTOR or other user. 
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of iterations though an administration interface. 

EDITING tasks include substantive edit, make/ap-
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copy edit. Editing decisions may require notifi ca-
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The OUTPUT stage includes layout, proofreading, and 
publishing. During OUTPUT, a DESIGNER lays out 
and copy fi ts the submisison. Proofs get distributed to 
as many proofreaders as required. The EDITOR collates 
all corrections, which are input by the DESIGNER, and 
another round of proofs is distributed. The proofreading 
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10004 last, first name Title Goes Here Issue 4 date Fiction Negotiation Discuss date in  q q

10005 last, first name Title Goes Here Issue 4 date Fiction Negotiation Discuss Bob Ed. date out  q q

10013 last, first name Title Goes Here Issue 4 date Fiction Negotiation Discuss Alice Ed. date in  q q

01010 last, first name Title Goes Here Issue 4 date Fiction Negotiation Discuss Alice Ed. date out  q q

10017 last, first name Title Goes Here Issue 4 date Poetry Negotiation Discuss Bob Ed. date in  q q

10018 last, first name Title Goes Here Issue 4 date Poetry Negotiation Discuss Alice Ed. date out  q q
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DoC iD: 01010
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data

Department: Fiction

Doc ID: 01010
Document title:
Author:
Document type: TEXT
 Word Count: 300
Department:  Fiction
Project ID:  Issue 4

Comments/
Instructions

User nameDashboard

Assigned to: Alice Editor
Due: Date

Discussion complete: q

Stage Task

Negotiation  > Discussion


Alice: Author should delete 
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26.
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10003 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. Bob Ed. date in  q q

10004 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. date in  q q

10005 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. date out  q q

10013 last, first name Title Goes Here Issue 4 date Fiction Editing Copy Bob Ed. date in  q q

01010 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. Alice Ed. date out  q q

10017 last, first name Title Goes Here Issue 4 date Poetry Editing Copy Alice Ed. date in  q q

10018 last, first name Title Goes Here Issue 4 date Poetry Editing Substant. Alice Ed. date out  q q
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LAYOUT? The EDITING stage may follow a variety of se-

quences with multiple repetitions and approvals. 
Users may defi ne their editing process by dragging 
components into the appropriate order and number 
of iterations though an administration interface. 

EDITING tasks include substantive edit, make/ap-
prove changes, collate/approve changes, line edit,  
copy edit. Editing decisions may require notifi ca-
tions.
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OUTPUT:
The OUTPUT stage includes layout, proofreading, and 
publishing. During OUTPUT, a DESIGNER lays out 
and copy fi ts the submisison. Proofs get distributed to 
as many proofreaders as required. The EDITOR collates 
all corrections, which are input by the DESIGNER, and 
another round of proofs is distributed. The proofreading 
cycle continues until the EDITOR determines that the 
submission is ready to be published. Items ready to be 
published are sent to a printer, published to the web, 
and/or archived.

OUTPUT tasks include layout and multiple rounds of 
proofreading.
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END
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USER-DEFINED CONFIGURATION: EDITING

SUBSTANTIVE 
EDIT

CONTRIBU-
TOR MAKES/
CONSIDERS 
CHANGES

EDITOR 
COLLATES/
APPROVES
CHANGES

COPY EDIT

LINE EDIT

READY FOR 
LAYOUT?

AUTHOR 
APPROVAL

EDITOR
 APPROVAL

READY FOR 
COPY EDIT?

READY FOR 
LINE EDIT?



User nameDashboard



Search: __________________Output Home Screen
Issue 4

Doc ID Author Title Project  
ID

All  
due

Dep’t Stage Task Assigned to Task 
due

Avail. Advance?
1st 2nd pub

10003 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date in  q q q 

10004 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date in  q q q 

10005 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date in  q q q 

10013 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date in  q q q 

01010 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date out  q q q 

10017 last, first name Title Goes Here Issue 4 date Poetry Output Layout Dee Signer date in  q q q 

10018 last, first name Title Goes Here Issue 4 date Poetry Output Layout Dee Signer date in  q q q 



User nameDashboardSearch: __________________Output Home Screen
Issue 4

Doc ID Author Title Project  
ID

All  
due

Dep’t Stage Task Assigned to Task 
due

Avail. Advance?
1st 2nd pub

10003 last, first name Title Goes Here Issue 4 date Fiction Output 1st Proof Dee Signer date in  n q q 

10004 last, first name Title Goes Here Issue 4 date Fiction Output 1st Proof Dee Signer date in  n q q 

10005 last, first name Title Goes Here Issue 4 date Fiction Output 1st Proof Dee Signer date in  n q q 

10013 last, first name Title Goes Here Issue 4 date Fiction Output 1st Proof Dee Signer date in  n q q 

01010 last, first name Title Goes Here Issue 4 date Fiction Output 1st Proof Dee Signer date out  n q q 

10017 last, first name Title Goes Here Issue 4 date Poetry Output 1st Proof Dee Signer date in  n q q 

10018 last, first name Title Goes Here Issue 4 date Poetry Output 1st Proof Dee Signer date in  n q q 



STAFF LoGin

Login name*

Password*



User nameDashboard

Notifications

You have a new assignment: Substant. Edit on Doc 10008
Review complete for Doc 01010: Results: Review 1, no; Review 2, yes

Search: __________________All Stages
All Projects

Doc ID Author Title Project  
ID

All  
due

Dep’t Stage Task Assigned to Task 
due

Avail. Doc  
Status

10003 last, first name Title Goes Here Issue 5 date Fiction Evaluation Review 2 Alice Ed. date in

10004 last, first name Title Goes Here Issue 6 date Fiction Evaluation Review 3 Alice Ed. date in

10005 last, first name Title Goes Here Issue 6 date Fiction Evaluation Review 1 Alice Ed. date out

10006 last, first name Title Goes Here Issue 5 date Fiction Negotiation Discuss Alice Ed. date in

10008 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. Alice Ed. date out

10009 last, first name Title Goes Here Issue 5 date Poetry Editing Copy Alice Ed. date in 

10028 last, first name Title Goes Here Issue 4 date Poetry Editing Substant. Alice Ed. date out

Alice’s



User nameDashboardSearch: __________________All Stages
Issue 4

Doc ID Author Title Project  
ID

All  
due

Dep’t Stage Task Assigned to Task 
due

Avail. Doc  
Status

10002 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 2 George R. date in

10034 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 2 Martha R. date in

10025 last, first name Title Goes Here Issue 4 date Fiction Evaluation Review 1 date out

10026 last, first name Title Goes Here Issue 4 date Fiction Negotiation Discuss Alice Ed. date in

10028 last, first name Title Goes Here Issue 4 date Fiction Editing Substant. Bob Ed. date out

10019 last, first name Title Goes Here Issue 4 date Poetry Editing Copy date in 

10018 last, first name Title Goes Here Issue 4 date Poetry Editing Copy Alice Ed. date out

10200 last, first name Title Goes Here Issue 4 date Poetry Output Layout Dee Signer date out

10035 last, first name Title Goes Here Issue 4 date Poetry Output Layout Dee Signer date out

10004 last, first name Title Goes Here Issue 4 date Fiction Output Layout Dee Signer date out



User nameADmin (back end)

SySTEm/SETuP
Activate/deactivate users
Browse/search users
Set user permission levels
Manage tasks  
 (configure task sequences)
Set triggers for notifications
Assign tasks
Set submission requirements
Set allowable file types
Set rating system
Set submission expiry dates
Toggle data fields

ProjECTS/DoCumEnTS
Generate report
Create new project
Manage projects
Delete a project
Delete a document
Empty red bucket



Main Menu > Manage Tasks
Select the items and click on the “add” or “remove” button.

Main Menu > Manage Tasks
Select the items and click on the “add” or “remove” button.

<< remove 

All Tasks

add >>

Evaluation Sequence

Evaluation Negotiation Editing Output

SavePreset 1



Main Menu > Manage Tasks
Select the items and click on the “add” or “remove” button.

Evaluation Negotiation Editing Output

All Tasks Negotiation Sequence

SavePreset 2

edit preset

<< remove 

add >>



Main Menu > Manage Tasks
Select the items and click on the “add” or “remove” button.

Evaluation Negotiation Editing Output

   Copy edit 1

All Tasks Editing Sequence

SavePreset 3

edit preset

<< remove 

add >>



Main Menu > Manage Tasks
Select the items and click on the “add” or “remove” button.

Evaluation Negotiation Editing Output

All Tasks Output Sequence

SavePreset 1

<< remove 

add >>



Main Menu > Set Triggers for Notifi cations

Evaluation Negotiation Editing Output

1. Substantive edit
2. Contributor makes/consider              
    changes
3. Copy edit 1
4. Copy edit 2
5. Decision: ready for layout

send to

User 1

send to

 Preset 3

check all | uncheck all



Main Menu > Assign Tasks

Evaluation Negotiation Editing Output

1. Substantive edit
2. Contributor makes/consider              
    changes
3. Copy edit 1
4. Copy edit 2
5. Decision: ready for layout

assign to

assign to

assign to

 Preset 3

check all | uncheck all
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Modelling Editorial Workflow



THANK YOU


