Open Journal Systems: A Complete
Guide to Online Publishing

John Willinsky

Kevin Stranack

Alec Smecher
James MacGregor



PKP | PUBLIC KNOWLEDGE PROJECT

Open Journal Systems: A Complete Guide to Online Publishing
by John Willinsky, Kevin Stranack, Alec Smecher, and James MacGregor

1st Edition

Published June 9 2010
Copyright © 2010 Simon Fraser University Library

SOME RIGHTS RESERVED

This document was written under the auspices of the Public Knowledge Project at SFU Library and is licensed under the Creative Commons
Attribution-Share Alike 2.5 Canada License. To view acopy of thislicense, visit http://creativecommons.org/licenses/by-sa/2.5/cal or send a letter
to Creative Commons, 559 Nathan Abbott Way, Stanford, California 94305, USA.



http://creativecommons.org/licenses/by-sa/2.5/ca/

PKP | PUBLIC KNOWLEDGE PROJECT

Table of Contents

P B AR ..ot ettt Vi
[. CONCEPLS ANA OVEIVIEW ...ttt ettt e et e et e et e e et et et e e et e e et e et ta e een e e et e eeanaeeannns 1
Lo OVEIVIBIW oottt ettt ettt ettt et e eena s 2
O S = {1 = PP 2
SYSLEM OVEIVIEIW ..ttt et et e et e e et e ettt et et e e et e e et s e et e e e ana e e et e aeanaaeens 2
SYSLEM REQUITEIMENLS ... iititet ettt et e et e et e et e et e e et e et e e e e e et e e e et e e et e e ebn e eaneennns 4

(€7 111010l o [ 1 o TSP PPN 4
CommuNity CONIIBULIONS ...ttt e e e e e e e e e e e anaaes 4
TESE-DIIVE OUJS ..ottt ettt 4

2. Basics: Navigation and ROIES .........ieuuiiiei et e e e e e 6
NEE YKo (] o I O N S T PP 6
Common INLErface EIEMENTS .......iiiiiiieeei et e e s 7
Journal-Specific Interface EIOMENES ...........iiiiiiii e 9

USEN ROIES ...ttt ettt e et h ettt 12
ADOUL USEN ROIES ...t 12

Available ROIES Within OJS ..........iiiiiii e 13
Registering With @ JOUNal ..........coouii e 15

Viewing and Changing Your Profile ............ oo 16

RESEtiNG YOUP PaSSWOIT ... .ceeiiti et e e et e e et e e e e eaeaes 16

[1. OJS PagES iN DELAII .....cieiiiiieeeii ettt 18
3. S AAMINISIIAION ... eietti ettt ettt ettt e et e e et e e et et e e et e e e e et e e e e era s 19
OVEIVIBIV .ottt ettt ettt ettt e et e e e et e e e et e b e et e e bt e e e e e e e n e e e naa s 19

S LY g o T 0= o | TP PTRPPTRN 19

S LS 1 oo PP 19

HOSIEA JOUINEIS ...ttt e s 22

Sitewide Language SELLINGS ......c.ueeun ettt e e et e et e e et e e et e e e e ean e aeen 25
AULNENLICALTION SOUICES .....eevtieiieii et et e e e e e 26
AdMINiStrative FUNCHIONS .......coiiiieiii e e e ea e 27

4. J0UrNal MANAGEIMENT ... .ttt et e et e et e e et e et ta e e et e e et e e et e e et e aebn e eanaeaanns 29
OVEIVIBIV .ottt ettt ettt ettt e et et ettt e e et e e b e et e e e et e b e e e e n e e enaa s 29
Journal ManagemeNt PaOES .......ccuu it ea s 29

The FIVE-SEED SELUDP PrOCESS ... iie ittt e et e e e et e e e eaaaees 30
ANNOUNCEIMENTS ...ttt et et e r e e e e r e ean s 56

THE FIES BIOWSET .. eeitieiieiti ettt ettt ettt ettt e et e e et e e e e et e e e e naa s 60

JOUMNBI SECHIONS ... ettt ettt et e e et e et e e e et e e e e 60

REVIBIW FOIMIS ...ttt et ettt et e e e e ab e e ennes 63

(82100 1720 L= S PP PP PPRPPRN 71

MBSENEAA ... e 73

Prepared EMAil ... e 75

REAAING TOOIS ..t ettt et e et e e e e e eanns 77

SEALiSHICS AN REPOIS ....eeeeeee ettt e et et e e e e et e e e e eenns 88

PAYIMENTS ...t et ea e 90
SUDSCIIPLIONS ...ttt ettt e et et e ettt et e et e e e e e et e e et e eanas 94

SYSLEM PIUGINS ..t ettt e e et e e e et e et e e e e aa s 106
IMPOI/EXPOIT FUNCLIONS ...ttt e e e et e ean e eees 132
COUNTER SELISHCS ..evvteeeetiieeeetie ettt ettt e ettt e e et e e et neeenne e eennas 137

EXIEINAl FERAS ...ttt e 137

THESIS ADSITACES ...ttt 138

USEr IMBNAGEIMENT ...ttt ettt et et et et et et e et e e e e e e e e et e et e et e et e et e eneeenns 138




PKP | PUBLIC KNOWLEDGE PROJECT

L= T o TR = 139

ENrolling EXISING USEIS ...vuuiiiii ettt e e e e e e e e e e et e e e e e aanaeees 139

Show Users With NO ROIE ......uiiiiiii e 140

L0 o T = P 140

Y= oL B L < PP P PP RPRPPRPR 141

LI U111 o S UPSPPRTSPPN 143
L@ N = PSPPSRI 143

The AUthor USer HOME PagE .. ...uiiiiiiei ettt e e e e e et e e e e e e e eans 143
ACHIVE SUBMISSIONS ...uiiiieii et 143

REFBACKS ... .vt ettt 145

ATCRIVE L. e et aaaa 145
SUBMITEING 8N ATTICIE e e e e e e e e e e e aa 146
Submission Step One: Starting the SUBMISSION .........ocvviiiiiii e 146
Submission Step Two: Uploading the SUDMISSION ..........oovvviiiiiiiiii e 148
Submission Step Three: Entering the Submission's Metadata ............cccovevveieviiiiiiiinecinee, 149
Submission Step Four: Uploading Supplementary FileS.........coveviiviiiiiiiieei e, 152
Submission Step Five: Confirming the SUDMISSION ..........ccvviiiiii e 153

Authors and Submission Review and Editing ProCeSS .........c.ovvvviiiiiiiiiiieee e 154

L o T 0] £~ PP 163
L@ N = PSPPSRI 163

0 (g =T 1= 163

S o]0 1TSS T PRSPPI 164

Searching SUDMISSIONS ......uciiicii e e e e e e e e e e et e e e e eanees 172

L SSUBS ...ttt ettt e e na s 173

A = v o g T o [ (o = PRSPPI 180
L@ N YT PSPPSRI 180
SECHON EdItOr PagES ...vvv ittt 180
SUDMISSION SUMIMIBIY ... eeeieeeieeei e et et e e e e e e e e e et e e et e e et e e et e e etn s e eanaeetn e eannaeannaees 181
SUBMISSIONS [N REVIEIW ...t 181
SUBMISSIONS [N EQITING .evviiiii e e e e e e e e e e e an s 188
SUBMISSION AFCRIVES ... e e 204

B REVIBIEIS ..o 206
L@ N YT PSPPSRI 206

L e L= YV [0 0 T = o 206

S 00011 T PRSPPI 206

REVIBIV .o aae 207

LS I @04 Y=o [ (0] £ 211
L@ N YT PSPPSRI 211

100 0)V= o[ (0 gl == o - 211
Copyeditor HOME PagE .. .ceuiiiei ettt et e e e e e e e e e e e e e eens 211

O = 1Yo T | o [ (o= 215
L@ N YT PSPPSRI 215

(= Yo | o ) (o g o == 215
Layout Editor HOME PagE ........iiiiieiii ettt e e e e e e e e e 215

Y01 | 215

(010 == 1 oo S 218

O 0] ==o [ £ PP 221
L@ YT = PSPPSRI 221

010 0==0 L= Gl = o == P 221
Proofreader USer HOME .. ...ouiiiii et 221

(010 == 1 oo S 221




PKP | PUBLIC KNOWLEDGE PROJECT

A == o L= S PP 223
OVEIVIBIW .ttt ettt ettt e ettt e ettt e e et ettt e e e e bt e e e eetb e e e e ettneeeebtaeeeetaaeeeens 223
LSz 0 = G o == 223

WAool o e | = | 223
S 015 o o1 o 223
Signing uUp fOr NOLIFICAION .......iii e e e 224
L == o 1 0o 10 N 224
LIS VS = g 1o 411 0T 1 = 1 o 226

G g = = 1 o o PP 227

Minimum and Preferred REQUITEMENES .........iiii i 227
Minimum System REQUITEMENES .....ceueiii e e e e e e e e e 227
Recommended Server ConfigUIation .............iiviiiiiiieii e e e e e 227

Components of an INStAlEEION ...........iiiici e e e 227

THE INSAIl PIOCESS ... ettt e et e e b 227
Download and unpack the OJS installation from the PKP website............cccooevviviiniiiinnnnns 228
Prepare Your Environment for the Install ............cooiiiii i 229
Configure Your Database INfOrmation ............oeeuuieiiieiiii e e e e 230
Complete the Install fromthe Web ........cooovniii i, 230

14. Backing UP anNd RESIOMNG . ..vuueieeeiei et e s e e e e e e e e e e e e e et e e et e e et s e e e ean e e et e e eanaeeanaes 236

Making Backups Of YOUr SYSEM .....iiiiii e e e e e e e et eeanaeee 236
Backing up the OJS System FIlES ....c..uiiiiiii e e 236
Backing Up the Database .........ovvvniiiiiiii et 236
Backing up the files DIFrECIOIY ....c..uiiii i e e e e e 236

Restoring Your System From BaCKUpP .....c..uvvunioiiiiiei e e e e e e e 237
L =S (0] T T == 237
ReSLOrNG the Dalabase ......ccvueiiiieii e e e 237

15. Upgrading and MIQrating ......eeeeoeeueeei e eese e e e e s e e e e e e et s e e e e e r e e et e e e e e et e eeaneeanaeeeen 239

16. Support; Development; Troubleshooting; Reporting Problems ..........ccocooveiiiiii e 240
Finding Solutions: PKP SUPPOIt FOrUM .......iveiiiiiees e e e e e e e e e e e e e aanaees 240
Getting Source Code: ACCESS VIA Gt ....civuiiiiiiiiii et e e e e e e eaen 240
Reporting Bugs: USiNg BUGZIlIa ........c.uuiiiiiiie e e e e e 241
Future Plans and Current Procedures: The PKP Development WiKi ..........ccocovviiiiiiiiiiiiiiiieiines 241

17. Other AdmInNiStration COMPONENES ......vuuiiiieeieiereiee e e e e e e e e e e e e e e et e e e e e et e e eeanns 242
General Configuration OPtiONS .......ccuuueiiiiii e e e e e e e e e e e et e e eanaaees 242

SCHEAUIEA TASKS ..eevtieeeiite et e et e et e e e e et e e e eetaaeeees 242
= T IS 1 LN 243
L7 o O N 1] oo P 244
(D= 010 (o 1 00 I @ 1031 PP 244
Finding and INStalling PlUGINS ........oiiieiii e e e e e e e e e eeen 245




PKP | PUBLIC KNOWLEDGE PROJECT

Preface

The Public Knowledge Project is a research and development initiative directed toward improving the scholarly and
public quality of academic research through the development of innovative online publishing and knowledge-sharing
environments.

Begun in 1998, PKP has developed Open Journal Systems, Open Conference Systems, and Open Monograph Press
-- free software for the management, publishing, and indexing of journals and conferences, as well as Open Archives
Harvester and Lemon8-XML -- tofacilitate theindexing of research and scholarship. Thisopen source softwareisbeing
used around the world to increase access to knowledge and improve its scholarly management, while considerably
reducing publishing costs. See the PKP website for demos, downloads, and information about these systems.

Located at the University of British Columbia, Simon Fraser University, Stanford University, and Arizona State
University, the PKP a so sustains an active research program on the impact of increased access to knowledge, with the
resulting publications, dating back to 1998, available on the website.

For moreinformation, please see the Public Knowledge Project website. For contact information, please seethe contact

page.

SIMON FRASER UNIVERSITY

STANFORD " ARIZONA STATE
UNIVERSITY UNIVERSITY

Vi


http://pkp.sfu.ca/ojs
http://pkp.sfu.ca/ocs
http://pkp.sfu.ca/omp
http://pkp.sfu.ca/harvester
http://pkp.sfu.ca/harvester
http://pkp.sfu.ca/lemon8
http://pkp.sfu.ca/
http://www.ubc.ca
http://www.sfu.ca/
http://ed.stanford.edu/suse/
http://www.asu.edu/
http://www.asu.edu/
http://pkp.sfu.ca
http://pkp.sfu.ca/contact
http://pkp.sfu.ca/contact
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Part I. Concepts and Overview
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Chapter 1. Overview

Open Journal Systems (OJS) is an open source solution to managing and publishing scholarly journals online. It is
a highly flexible editor-operated journal management and publishing system that can be downloaded for free and
installed on alocal web server. It hasbeen designed to reduce thetime and energy devoted to the clerical and managerial
tasks associated with editing a journal, while improving the record-keeping and efficiency of editorial processes. It
seeksto improve the scholarly and public quality of journal publishing through a number of innovations, from making
journal policies more transparent to improving indexing.

OJS Features

0OJS includes the following features:

1. OJSisinstalled locally and locally controlled.

2. Editors configure requirements, sections, review process, etc.

3. Online submission, double-blind review, and management of all content.

4. Subscription module with delayed open access and non-open access options.
5. Comprehensive indexing of content.

6. Reading Tools for content, based on field and editors' choice.

7. Email notification and commenting ability for readers.

8. Complete context-sensitive online Help support.

9. Payments module for accepting journal fees, donations, etc..

System Overview

By default, Open Journal Systemsisinstalled with avery simple, functional user interface. Thisincludes atop header,
atop navigation bar, a series of navigation blocks to the right, and a main content block in the middle of the page.

The following image is a screenshot of an OJS Demonstration Journal Table of Contents:
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Figure 1.1. Open Jour nal Systems Table of Contents

Demonstration Journal

Home = Vel 1, Mo 1 (2005)

Open Journal Systems Demonstration user
Jﬂu I‘na] .:-:.-r- leggad in
wdrran

Vol 1, No 1 (2005)

LANGUAGE

Table of Contents English =
Multimedia JOURMAL
Teaching for a Werld of Increasing Access to Knowledge VIDED CONTENT

John Witingky Saarch
An intreducticn to the Open Journal Svetems

Kevin Stranack &l -

(2 Developments
- Samssh
PRP Davelapment Team
Bravaa

Articles o By [fius

The next image shows the HTML version of an article from the table of contents, including the Reading Tools in the
right column. PDF documents can also be made available.

Figure 1.2. Open Journal Syssems HTML Article View

Open Journal Systems Demonstration Journal, Vol 1, No 1 (2005)

Fort Size: [o] [&] (&

Scholarly Associations and the Economic
Viability
of Open Access Publishing

Johin Willingky, Unhversity of British Columbia

Abstract

The infermation landscapes within which scholars work is undergoing
a gesrmee shift. The computer monitor that nges out of the phatocopy
stacks, piles of journals, cipgings and corespondence, now offers a
new, rich vein of information that seems destined to eventuwally
overwhelm the traditional trappings of desktops, filing cabinets, and
baokshelves, After little more than a decade of Internat publishang,

OJ50]
Vol 1, Ne 1 (2005)

Scholarly Associat...
willinsky

RELATED [TEMS
Aukhgr's work

The OJS interface can be extensively customized by uploading new stylesheets at the site, journal, and article level,
and by various other journal-specific customizations. For the advanced user, the underlying template system can also
be modified. As open source software, you are free to customize OJS as you wish.
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System Requirements

A server environment meeting the following requirements is recommended:

» PHP support (4.2.x or later)

MySQL (3.23 or later) or PostgreSQL (7.1 or later)
» Apache (1.3.2x or later) or Apache 2 (2.0.4x or later) or Microsoft 11S 6 (PHP 5.x required)
» Linux, BSD, Solaris, Mac OS X, Windows operating systems

Other versions or platforms may work but are not supported and may not have been tested. We welcome feedback
from users who have successfully run OJS on platforms not listed above.

More detailed information on installing and administering OJS is available in the section on system administration.

Getting Help

If you need help with OJS, there are several resources at your disposal.

The Open Journal Systems platform has a help document that is contextually embedded within itself, with the relevant
pages displayed depending on the page you are currently viewing. Y ou can find this context-senstive help by clicking
the Journal Help link (typically located on the right navigation bar). You can also view the help document at http://
pkp.sfu.ca/ojs/demo/present/index.php/index/hel p/.

Y ou will also find relevant documentation on our OJS Documentation page, and tutorials on our Tutorials page.

Our support forum is an active place to find help with common and uncommon problems. We highly recommend you
search the forum for past answers to questions, and post your own question if you can't find an answer.

Finally, our development wiki is increasingly becoming a storehouse of developer-centric information, including
specialized documentation on extending OJS theme- and plugin-wise; information on translating OJS; and roadmaps
and general software milestone information.

Community Contributions

The OJS team encourages contributions from the developer community. If you are interested in getting involved in
making OJS even better, we welcome your participation.

Excellent examples of community contributions include the vast array of languages that OJS is available in; and our
growing collection of third-party plugins available. We a so wel come software testing and bug reporting contributions.

Test-Drive OJS

A demonstration journal utilizing OJS 2.2.2 has been set up online at http://pkp.sfu.ca/ojs/demo/present/.

In addition, potential users of OJS may take OJS out for a test-drive — as a Journal Manager, Editor, or a Reviewer —
at a second demonstration journal site that has been set up for this purpose at http://pkp.sfu.ca/ojs/demo/testdrive/.

Log in using admin as the username and testdrive as the password, and select one of the available rolesin the editorial
process, and explore how it operates.



http://pkp.sfu.ca/ojs/demo/present/index.php/index/help/
http://pkp.sfu.ca/ojs/demo/present/index.php/index/help/
http://pkp.sfu.ca/ojs_documentation
http://pkp.sfu.ca/tutorials
http://pkp.sfu.ca/support/forum
http://pkp.sfu.ca/wiki
http://pkp.sfu.ca/ojs-languages
http://pkp.sfu.ca/support/forum/viewforum.php?f=28
http://pkp.sfu.ca/ojs/demo/present/
http://pkp.sfu.ca/ojs/demo/testdrive/
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Also feel free to submit atest manuscript to see what authors experience, or assign submissions to reviewers, and log
in as an assigned reviewer.

Please note that any changes made to the Test-Drive Journa will be cleared every Monday (8:00 GMT).
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Chapter 2. Basics: Navigation and
Roles

Navigating OJS

Open Journal Systems has been designed as a multi-journal system which can host any number of journals on asingle
installation. Visitors have access to overall site-level pages, and can navigate to any journals individual pages from
the site's home page.

Figure 2.1. Example Multi-Journal Site Page

HOME ABOUT LOG IN REGISTER SEARCH

Home *» Hemeroteca Cientifica Cakalana

LHemerotecs Cientifica Catalana &z una inciativa de Mnstitut dEstudic Catalans amb la intencid de facilitar s prodeccié i difusis de

revdstes clentifiques.

Catalan Historical Review
Wiew Journal | Current Issue | Register

Contributions to Science
Wiew Journal | Current lssue | Register

International Microbiology
Wiew Journal | Current lssue | Register

Revista Catalana de Sociclogia
Wiew Journal | Current lssue | Register

The system can also be set up to redirect visitors to a single journal[21], which is helpful if the site is only hosting
onejournal.

You will see alist of al the journals on the system from the site-level main page, and can visit ajournal by clicking
on the View Journal link.
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Figure 2.2. Example Journal Page

Catalan
Historical
Review

Saarch

he expuliion of e Moriscor from the Catslan Countries: ideclogy and history

To navigate back to the Site level, you can click the Other Journals link on the right navigation bar (in the Journal
Content section, under Browse).

Common Interface Elements

Y ou will find a number of common interface elements at the Site and Journal levels of any default OJS system.
The Top Navigation Bar

The topmost navigation bar includes Home, About, Login, Register and Search links. If you are logged in, the Login
and Register links are replaced with a User Home link.

Figure 2.3. Top Navigation Bar, Site-level and Not L ogged In

HOME ABOUT LOG IN REGISTER SEARCH

Figure 2.4. Top Navigation Bar, Site-level and Logged In

HOME ABOUT U5ER HOME SEARCH

» The Home link takes you to the site homepage if you are navigating at the site-level; if you are looking at
ajournal, it will take you to the journal's homepage.

* If you are browsing at the site level, the About link takes you to the site's About page, which may include a
description of the siteasawhole, and also includeslinksto the About pagesfor every journal onthe system. If
you are browsing at thejournal level, clicking the About link will take you to that journal’s About page only.

« If youclick theLoginlink youwill betakento alogin page, whereyou will be asked to provide your username
and password. Y ou will also be prompted to register with the site if you are not auser. If you have forgotten
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your password, you can click Forgot Y our Password?to begin theretrieval process. If youlogin from the site
level, you will be taken to your site-wide User Home page, which provides information on which journals
you are registered with, and in which role. If you log in from the journal level, you will be taken to your
journal-specific User Home page, which lists only role information regarding that journal.

« If you click the Register link while browsing at the site level, you will be asked to choose a journal to
register with. If you click the Register link while browsing at the journal level, you will be presented with
aregistration form, or a message stating that registrations are not being accepted at this time if registration
has been disabled.

 Clicking the Search link will bring you to a comprehensive search page. If you are currently browsing at
the site level, you will be able to choose whether to search across al journals on the site, or only againt a
particular journal. If you are browsing at the journal level, your search will only be perfomed against that
journal's contents.

« If you have already logged in, you will see a User Home link rather than the Login and Register links.
Clicking thiswill take you to your site- or journal-specific User Home page.

The Breadcrumb
Directly under the topmost navigation bar you will find a series of breadcrumb links, one for the the site- or journal-

level homepage, and one for each subpage that you have navigated to, culminating on one for the page you are on,
which ishighlighted in bold. Each link will bring you back to that specific subpage.

Figure 2.5. The Breadcrumb

Home = User = Editor = Submissions = £3 = Editing

In this example, the Editor is viewing the Editing page for Submission #3. Y ou can return to any of these pages by
clicking the relevant breadcumb link.

The Sidebar

Theright sidebar actually consists of a set of "blocks", described below.

Note

By default, these sidebar blocks are placed on the right. However, a Journal Manager can move any of these
blocksto theleft to create anew sidebar, and can also prevent any block from displaying entirely. The Journal
Manager can also reorder the vertical position of these blocks. For more information on arranging blocks, see
the section on Journal Setup Step 5.6. Journal Managers can also create their own blocks, enter any content
they wish, and add them to the sidebar. For more information, see the section on _System Plugins.
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Figure 2.6. The Sidebar

OPEN JOURNAL
SYSTEMS

Journal Help

USER

You are logged in
CT-.
admin
* My Journals
* My Profile
* log Qut

LANGUAGE

IEninEh El

JOURMNAL
CONTENT

Search

All

Search I

FONT SIZE

The "Developed By" block at the very top of the navigation bar provides a link to the Public Knowledge
Project website.

The "Journal Help" block provides alink to the system's context-sensitive help. No matter where you arein
the system, you can click thislink to access help specific to the matter at hand.

The "User" block provides useful user-specific information and options. If you have not logged in, you can
enter your username and password information to log in. If you have logged in, it displays your username,
and provides links to journals you have registered with; to your profile; and to log out.

The "Language" block only appears if there is more than one language installed on the system or for the
particular journal you are browsing. Y ou can toggl e between these languages by choosing from the dropdown
menu.

The "Journal Content” block allows you to search journal content. You can search al fields, or you can
pick a particular field (for example, authors) to search againgt. If you are browsing at the site level, you can
search against all journals; if you are browsing a specific journal, you will only be able to search against
that particular journal.

The "Font Size" block allows you to increase or decrease the entire website's font size.

Journal-Specific Interface Elements

There are anumber of interface elements that are only seen when you are browsing at the journal level.



http://pkp.sfu.ca/
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Journal-Specific Top Navigation Bar Elements

When browsing at the journal level, the topmost navigation bar includes two extralinks by default:
Figure 2.7. A Journal Navigation Bar

HOME ABOUT USER HOME SEARCH CURRENT AR CHIVES

e The Current link takes you to the table of contents of the most-recently published issue. If the journal has no
current material published, the page you see when clicking the link will say so.

» The Archiveslink takes you to alisting of all published issues, including the most-recently published issue.
You will be ableto visit each issues' table of contents by clicking the issuetitle.

Note

Sometimes you may see even more links in the topmost navigation bar. For example, you may see an
Announcements link, which will take you to a page containing journal-specific announcements. The Jounal
Manager may also have created custom links to appear here, taking you to specific pages within the system,
or even to other websites (see Journal Setup for more information). Neither the Announcements link nor the

custom links are on by default.

Journal-Specific Sidebar Elements

Y ou will notice some new sidebar blocks when browsing at the journal level:

10
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Figure 2.8. A Journal's Sidebar

OPEN JOURNAL
SYSTEMS

Journal Help

USER

You are logged in
FS...
admin

* My Journals
* My Profile

* log Qut

LANGUAGE

I English El

NOTIFICATIONS

» View

* Manzge

SUBSCRIPTICON
My Subscriptions

JOURMNAL
CONTENT

Search

All

Search I

Browse

# By Issue

By Author
By Title

-
L]
» Other Journals

FONT SIZE

INFORMATICN

* For Readers
* For Authors
* For Librarians

» The"Notifications" block allows you to manage and view your journal-specific notifications.

» The"Subscription” block will only appear for subscription journals, and display information about the user's
account.

e The "Browse" block allows you to browse lists of journal content. You can browse by Issue, Author and
Title. Additionally, if you click the Other Journals link, you will be brought to the site-level journal list.

11
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e The"Information" block displays the For Readers, For Authors, and For Librarians links. The content for
these pages is added in the Journal Setup. If the content is deleted, these links will automatically disappear.

User Roles

About User Roles

0JS uses a comprehensive roles system to divide work between users, assign workflows, and limit access to different
parts of the system. Since one installation of OJS can host multiple journals, users can be enrolled in different roles

for more than one journal.

When a user logs into the system, they will be taken to their User Home page. From here, they will see a list of
the roles they belong to for each journal in the system (along with user-specific links to edit their profile, change
their password, etc.). In the example below, the user has been enrolled a Site Administrator; as a Journal Manager,
Subscription Manager and Editor for the Canadian Journal of Scholarly Publishing; and as a Journal Manager, Editor
and Author for Demo Journal. A user might be an Editor in one journal (with all of the accompanying permissions),

but only an Author on another (and limited to only performing Author tasks for that journal).

Figure 2.9. Site-Wide User Home

User Home

My Journals

Canadian Journal of Scholarly Publishing

Demo Journal

My Account

Users can subsequently return to this listing by clicking either the My Journals link in the User block in the sidebar,
or the User Home link in the topmost navbar; either link will return them to their site-wide User Home.

Journals can be configured to allow usersto self-enroll as Readers, Authors, and/or Reviewers, or self-registration can
be disabled completely. Accessto journal content, or even to the journal itself, can be limited to registered users, and
subscription support can aso be enabled. See Journal Management Step 4.1 for more information on access control.

USER

You sre logged in
Bd...

admin

LANGUAGE

Englizh -

JOURNAL
CONTENT

Saarch
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Available Roles within OJS

Site Administrator

The Site Administrator isresponsible for the overall OJS installation, ensuring the server settings are accurate, adding
language files, and creating any new journals on the installation. The Site Administrator account is created as part of
the installation process. Unlike al other OJS roles, there can only be one Site Administrator.

See the Site Administrator role section for more details.

Journal Manager

The Journal Manager is responsible for setting up the journal web site, configuring the system options, and managing
the user accounts. This does not involve any advanced technical skills, but entails filling out web-based forms
and uploading files. The Journal Manager also enrolls the Editors, Section Editors, Copyeditors, Layout Editors,
Proofreaders, Authors, and Reviewers. Alternately, if the names and email addresses of potential users already exist
in another database (e.g., a spreadsheet), they can be imported into the system. The Journal Manager also has access
to the journal's other management features, and can create new Sections for the journal, set up Review Forms, edit the
default Emails, manage the Reading Tooals, view Statistics and Reports, and more.

Note

Although the Journal Manager isaper-journal role, journal managers should generally be considered system-
wide trusted users, as they have the ability to assume the identities of other users who may be enrolled in
other journals.

See the Journal Manager role section for more details.

Reader

The Reader role is the simplest role in OJS, and has the fewest capabilities. Readers include both subscribers for
journals for which access is subscription-based, and readers who choose to register for open access journals (whether
immediately open access or open after a period of time). Registered Readers receive a notification email with the
publication of each issue, which includes the Table of Contents for that particular issue.

See the Reader role section for more details.

Author

Authors are able to submit manuscripts to the journal directly through the journal’'s website. The Author is asked to
upload a submission file and to provide metadata or indexing information. (The metadataimproves the search capacity
for research online and for the journal.) The Author can upload Supplementary Files, in the form of data sets, research
instruments, or source texts that will enrich the item, as well as contribute to more open and robust forms of research
and scholarship. The Author is able to track the submission through the review and editorial process — as well as
participatein the copyediting and proofreading of submissions accepted for publication — by logging into thejournal's
website.

See the Author role section for more details.

Editor

The Editor overseesthe entire review, editing and publishing process. The Editor, working with the Journal Manager,
typically establishesthe policies and proceduresfor thejournal. Inthe editorial process, the Editor assigns submissions

13
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to the Section Editors to see through Submission Review and Submission Editing. The Editor keeps an eye on
the submission's progress and assists with any difficulties. Once review is completed, the Editor typically sees the
submission through the Editing process (including copyediting, layout editing, and proofreading) although in some
journals this remains the responsihility of the Section Editor in charge of the submission's review process. The Editor
also creates the journal issues, schedules submissions for publication, arranges the Table of Contents, and publishes
the issue as part of the Publishing Process. The Editor can restore archived submissions to the active In Review or
In Editing lists.

See the Editor role section for more details.

Section Editor

The Section Editor manages the review and editing of submissions to which they have been assigned. In some
cases, a Section Editor who is assigned to see submissions through the Review Process will also be responsible for
seeing the submissions that are accepted through the Editing process (that is, through copyediting, layout editing, and
proofreading). Often, however, Section Editors only work with the review process, and an Editor, acting in the role
of Section Editor, sees the submissions through the Editing process. The journal will have a policy on how the tasks
are divided.

See the Section Editor role section for more details.

Reviewer

The Reviewer is selected by the Section Editor to review a submission. Reviewers are asked to submit reviews to the
journal'sweb site (although somejournals opt for an email review policy) and are able to upload attachmentsfor the use
of the Editor and Author. Reviewers may berated by Section Editors, again depending on the policiesfor thisjournal.

See the Reviewer role section for more details.

Subscription Manager

The Subscription Manager manages the journal's Subscriptions and Subscription Types, and can also configure where
and how payments are handled within the system.

The Subscription Manager does not have pages of their own in this guide; since they only see a small subset of the
Journal Manager's pages, namely the Subscriptions and Payment pages, you can see them for more details.

Copyeditor

The Copyeditor edits submissions to improve grammar and clarity, works with authors to ensure everything is in
place, ensures strict adherence to the journal's bibliographic and textual style, and produces a clean, edited copy for
the Layout Editor to turn into the galleys that will be in the published format of the journal. Some journals have an
Editor or Section Editor play thisrole.

See the Copyeditor role section for more details.

Layout Editor

The Layout Editor transforms the copyedited versions of the submission into galleysin HTML, PDF, PS, etc. -- files
which the journal has elected to use for electronic publication. This system does not provide software for converting
word processing documentsto galley formats, so the Layout Editor should have accessto and be able to use third-party
software packages for creating galleys present the articles on the screen with awell-formatted and readable layout, in
the manner of scholarly journals, and with an eye to this new publishing medium (by consulting the layout used by

14
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other publishers of online journals, such as Highwire Press, for example, in the life sciences or Project Muse in the
humanities). In some cases, the Editor or Section Editor will also serve as Layout Editor.

See the Layout Editor role section for more details.

Proofreader

The Proofreader carefully reads over the galleys in the various formats in which the journal publishes (as does the
author). The Proofreader (and the Author) record any typographic and formatting errors for the Layout Editor to fix.
In the case of some journals, the Editor or Section Editor will also serve as Proofreader.

See the Proofreader role section for more details.

Registering with a Journal

Unregistered visitors to a journal can normally register as a Reader, Author, and/or Reviewer. Journal Managers are
able to remove the ability for visitors to self-register (in which case a notice will appear stating that registration is
currently closed; see Journal Setup Step 4.1), but can always register users from the Journal Management Home page
at any time, and for any role.

Toregister with ajournal, click the Register link on the topmost navigation bar, select the journal you want to register
with if asked, and fill out the ensuing form. Y ou will not be able to self-register for an Editorial Role (Editor; Section
Editor; Copyeditor; Layout Editor; Proofreader; Subscription Manager; or Journal Manager); if you need to be enrolled
at that level, ask a current Journal Manager or Site Administrator.

All fields with an asterisk beside them (Username; Password; Repeat Password; First Name; Last Name; Email) are
mandatory. If the journal is multlingual, you will need to select your preferred language.

Figure 2.10. Filling out the Registration Form

SUBSCHIFILIUN

Register Legin ta varify
ankaciptian
E
Filll iri thas form 0 registar with this journal, SEER
Userna l'ﬁ'li
nrd of you are already regetersd with this or ancther journal on thes site
Password i
Remambar ma
Profile Logh |
Farm [Engisn =)
Language To enter the informaticn below in additional languages, first select NOTIFICATIONS
tha language, A
Username*® !mqmc-.: * ik
The username must contain only lowercase letters, numbers, and
hyphansfundersooras,
Fasswaord*® I ........ LANGUASE
The password must be at least & characters. Engliah =
Repeat !uuuu
passward™ JOURNAL
Salutaton i CONTENT
First name"® [—Keum Search
Middle name i
Al -
£t -
Last name [Gtranack Gasrch
Initials [k.-. Jaan Alice Smith = JAS
_ Brovse
Gender iM [=] . Byl
affiliation faz i

Y our username and your email address must be unique; furthermore, while you can change your email address at a

Fublic Knowbedge Projact

later date, you will be unable to change your username.

=
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You may be able to register as a Reader, an Author and/or a Reviewer, depending on how the journal has been
configured. All you have to do is check the box next to each role available to you. If you register as a Reviewer, you
can also supply your reviewing interests.

Figure 2.11. Selecting Roles

(E.9-,
departrment
and rank)

A B 0@ B I U S e
Confirmation [ Sand ma & confirmation amad incuding my username and
password
Warking 7| English

languages
e Espadiol (Espadia)

Regester as ¥| Reader: Notified by amail cn publicatson of an issue of the
journal.
#| Author: Able to submit tems to the journal
¥ Reviewer: Willing to conduct peer review of submissions to the
journal. [dentify reviewing interests (substantive arsas and
rasearch methads), |ibranes, schalarly publi
Cancel |

= Danctes required fald

Privacy Statement
The names and email addresses entered in this journal site will be used exclusively

for the stated purposes of this journal and will not ba made avalable for any cther
DUrpose or to any other party.

In some cases, the journal you are trying to register with may not be allowing registrations; if that is so, you will see
anoteto that effect.

If you want to register in another role within the same journal (for example, if you are already a Reader, but also want
to become an Author) you can log in; go to Edit My Profile (under My Account on your User Home page); and check
off the checkboxes next to any available roles, near the bottom of the page.

If you want to unenroll yourself from ajournal completely, all you haveto doisvisit your profile and uncheck all role
checkboxes. If you are enrolled at an editorial level, you will have to ask the Journal Manager to unenroll you.

Note

Please be aware that you can't completely delete your account from the system yourself. If you would like to
delete your account you should contact the Journal Manager or take alook at the section on merging accounts.

Viewing and Changing your Profile

Toview and edit your profile, log in and click the Edit My Profilelink from your User Home page. Alternatively, once
logged in you can always click the My Profile link from the User Navigation block on the sidebar, if available. From
here, you can update your email address, change your personal information, or change your password.

Resetting your Password

Resetting your password is a simple process if you remember it and just want to change it to something else: log in,
and from your User Home page click the Change Password link. You will have to enter your current password, and
then your new password twice.
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Resetting your password if you have forgotten it is still asimple process, but it takes afew more steps:
1. Click the Log In link on the topmost navigation bar.
2. Click the Forgot Y our Password? link.

3. Enter your email address in the box provided, and click the Reset Password link. This will send a confirmation
email to your email address (if you do not see an email in your Inbox, check your spam folder).

4. The email will include alink to reset your password: click it, and you should return to the journal web site.

5. On returning to the journal web site, you should be notified that an email containing a new password has been sent
to your email address. Check for that second email, and use your new credentials to log into the site.

6. After successfully logging in, you will be asked to immediately change your password. Enter the emailed password
first (Current Password), and then a new, secret password twice (New Password, Repeat New Password).

Figure 2.12. Change Password

Demo Journal

ABCHUT LOG IN REGISTER SEARCH CURRENT

e > Change Password

WSER
Change Password P
......................................................................................................................... Password
You must choose a new password before you can log i to this site. Ramambar ma
Lisg Iny
Pleass amer your username and your Gurment and néw passwords below to changs -
the password for ywour acoount.
LANGUAGE
Usarnama®™
stranack [Englah =]
Current passwaed® [Fosavase
Hew pastward™ FETT T HOTIFICATIONS
The password must be at laast 6 characters S S
Repeat new password® L
Cancal
E SUBSCRIPTION
* Danctes required flald Login ta wenify

Bubponiptan

JOURMHAL
CONTENT
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Chapter 3. Site Administrator

Overview

As part of installing OJS, you will have created a Site Administator user account. When you log into OJS with that
account, you will have access to Site Administration Settings from your User Home. Y ou will be able to create new
hosted journal instances; manage language support across your system; and perform other administrative functions.

To access Site Administration pages, log in as a Site Administrator and from your User Home Page, click the Site
Administrator link.

Figure 3.1. Site Admin Home

Home = User Home

User Home

» Site Administrator

My Journals

Journal of Open Journal Systems
# Journal Manager

My Account
» Edit My Profile
» Change My Password
» Log Out

Site Management

The following sections will explain each option available from the Site Administration menu in detail.

Site Settings

To change your site's title, any text on the home page, or your principal contact information, among other things, you
will want to review your Site Settings.

From the Site Administration menu, under the Site Management heading, choose Site Settings:
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Figure 3.2. Selecting Site Settings from the Site Administration Menu

Home = User = Site Administration

Site Administration

site Management

= Site Settings
» Hosted Journals

» Languages
» Authentication Sources

Administrative Functions

» System Information

+ Expire User Sessions
# Clear Data Caches

# Clear Template Cache

» Merge Users
» COUNTER Statistics

Thiswill alow you to add information regarding your overall OJSinstallation, not individual journals. This includes
the name of your site, an introductory statement about your site, aredirect option (leave this blank if you do not need
to redirect users), a description of your site, contact information, aminimum password length for registered users, and
indexing registration. Y ou will have the opportunity to provide details about your individual journal(s) at alater stage.
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Figure 3.3. Site Settings

Home = User = Site Administration = Site Settings

Site Settings
Form | English [
Language

To enter the information below in additional languages, first select
the language.

Site title® @ Title text |Open Journal Systems

Title | Browse_ Upload |
image

Introduction

ﬁﬁﬁ@:@lﬂfﬁzz;zl -@)mmﬂlﬂ

Journal | Do not redirect v
redirect

A detailed breakdown of all options are as follows:

Form Language: This will not appear if your site is unilingual. If you have multiple languages, however,
you will need to fill in each form in the first language, save your changes, return to the form, change this
dropdown to the second language, complete the form in the second language, and save again.

Site Title: This option is mandatory, and comes with "Open Journal Systems' as the default text. You can
upload a header image if you would prefer. This will appear on the overall site.

Introduction: Any text entered into the Introduction field will appear on your site's home page, above your
hosted journal list.

Journal Redirect: You can choose to have any attempts at accessing your website redirect to a particular
hosted journal. Thisis useful if you only have one journal, and would prefer attempted access to your site
pages be redirected. Thiswill not redirect access to the Site Administration pages (although these pages will
till need Site Administrator credentials to be accessed).

About the Site Description: Any text entered here will be displayed on the Site-level About page, just above
links pointing to any hosted journal About pages.

Name of Principal Contact: This is a mandatory field, and by default is populated with "Open Journal
Systems”.

Email of Principal Contact: Thisisamandatory field, and by default is popul ated with the Site Administrator's
email address as specified during the install process.

Minimum Password Length: This is a mandatory field, and by default is set at 6 characters. This sets the
length site-wide.
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« Site Style Sheet: If you would like to implement a style sheet for site-level pages, you can upload one here.
Hosted journals will not use this style sheet unless you upload it specifically for them.

» Register Site for Indexing (Metadata Harvesting): Information is provided that will allow you to register
your site with the PKP's demo harvester, though you are encouraged to register with any/all relevant OAI-
compliant harvesters you can find. if you register with an OAl-compliant harvester using the site URLs
included on this page, every journal on your site will be harvested.

Hosted Journals

From the Hosted Journals page you can create, edit and delete hosted journal sites. Y ou can also migrate old journals
from OJS 1 ingtallations and manually sort the order by which the journals are displayed on the main site page.

From the Site Administration menu, under the Site Management heading, choose Hosted Journals:
Figure 3.4. Selecting Hosted Jour nals from the Site Administration Menu

Home = User = Site Administration

Site Administration

Site Management

» Site Settings

» Hosted Journals

» Languages

» Authentication Sources

Administrative Functions

» System Information

» Expire User Sessions
» Clear Data Caches

» Clear Template Cache

» Merge Users
» COUNTER Statistics

Y our Hosted Journals page will look like so (if you haven't created any journals yet, it will be empty):
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Figure 3.5. Hosted Jour nals Page

Home = User = Site Administration = Journals

Journals

JOURMAL TITLE PATH ORDER ACTION
CANADIAMN JOURNAL OF cjsp 11 EQIT | DELETE
SCHOLARLY PUELISHING

DEMO JOURNAL demo T EDIT | DELETE

1-2of 2 Items

CREATE JOURNAL

Creating a New Journal

To create anew journal, simply click the Create Journal link and fill out the following Journal Settings form.

Figure 3.6. Filling in Basic Jour nal Settings

Home > User > Site Administration > Journal Settings Journal Help

Journal Settings user

You are logged in
...
v rribn

: . . My Journ
You will avtomatically be enrclled as the manager of this journal, After creating a : My
new Journal, énter it as a manager to continue with its setup and usér enraliment.

= Lo O

Form |Er-g|i=h -
Language To enter the information below in additional languages, first select LANGUAGE

the language. English -
Journal title®  [3purnal of Open Journal Systems o
Journal

Faarch
Al -

*# DA @ B FoUisis| & wm [T W) FONT SIZE

Path* feis LIR@E

This should b-c a sangle shn:-rt_ ward or acronym that identifies the
journal. The journal's URL will be http://journals2.stranack.ca
findex,php/path

| Enable this journal ta appear publicly an the site
Cancel
Form Options are as follows:

» Form Language: If you are working in a multilingual journal, you will need to complete this form in al
languages.
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 Journa Title: Thisfield ismandatory. What you enter here will appear asthe new journal’stitlein it's header.
Y ou can change the journal title at a later date, and Journal Managers will be able to change it, and upload
header images, from their journal management pages as well.

» Journal Description: Anything entered in this field will appear on the new journal's home page. You can
change thisinformaiton at alater date, and Journal Managers will be able to change the information as well
from their journal management pages.

» Path: Thisfield ismandatory. The path you enter here will become part of the new journal's URL, listed after
i ndex. php. For example, if your journal title was Journal of Canadian Studies, you may want your path
to be 'jcs, or perhaps 'canstudies. If you enter 'js, that journal's URL will be htt p: // exanpl e. con!
i ndex. php/j cs. You can come back to this page and change the path value at a later date; be aware,
however, that you may break search engine and other links by doing so.

« Enable This Journa to Appear Publicly on the Site: Checking this box will display the journal title as a
hyperlink on the site's home page. If you uncheck the box the journal will not be listed -- but the URL will
till be accessible by non-privileged users.

Your new journal will be created once you have filled in all appropriate information and clicked the Save button.
Additionally, you will have been enrolled as a Journal Manager for this new journal. At this point you will be the

only registered user for that journal, and you should either register an appropriate Journal Manager for initial setup,
or undertake initial setup yourself.

Editing, Deleting and Ordering Hosted Journals

Once you have created ajournal you will find your hosted journal list will ook like so:

Figure 3.7. Populated Hosted Jour nals Page

Home = User = Site Administration = Journals

Journals
JOURNAL TITLE PATH ORDER ACTION
JOURNAL OF OPEN ijS i ECIT | DELETE

JOURMNAL SY¥STEMS

CANADIAN JOURNAL OF cisp
SCHOLARLY PUBLISHING

EDIT | DELETE

DEMO JOURMNAL demo I EDIT | DELETE

1- 3 of 3 Items

CREATE JOURMNAL

You will notice that the journa title is hyperlinked. Clicking it will take you to the journal's Journal Management
pages, where you can complete basic journa setup, or enroll another Journal Manager to do so.

To theright of the hyperlinked journal title you will also see Edit and Delete links. Clicking Edit will bring you back
to the same page you saw when you created the journal, if you need to edit the journal's title, description, and other
preferences. Clicking Delete will delete the journal and al of its contents permanently.
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Sitewide Language Settings

OJS is designed to be a multilingual system, allowing journals supporting a wide variety of languages to be hosted
under a single site. The Site Administrator can specify the default language of the site and install additional locales
as they become available to make other languages available for use by journals. Journal Managers can then manage
their own language settings.

Additional language packages will typically be available for download from the Open Journal Systems |anguage page
as user-contributed translations are received. These packages can be installed into an existing OJS system to make
them available to journals.

To access your site's language settings, click the Languages link where you can subsequently manage any languages
already installed, or download languagesto install them.

Figure 3.8. Site Administrator Language Options
Home > User > Site Administration = Languages
Languages

Language Settings

Primary locale I Englizh m
This will be the default language for the site and any hosted
journals.

Supported 7] English

lecales )

(/] Espafiol (Espafia)

Select all locales to support on the site. The selected locales will be
available for use by all journals hosted on the site, and also
appear in a language select menu to appear on each site page
(which can be overridden on journal-specific pages). If multiple
locales are not selected, the language toggle menu will not appear
and extended language settings will not be available to journals.

TN _Conce |

Manage Locales

Installed Locales

+ English {en_US) RELOAD LOCALE

+ Espariol (Ezpafia) RELOAD LOCALE | UNINSTALL LOCALE
(es_ES)

Install New Locales

Select any additional locales to install support for in this system. Locales must be
installed before they can be used by hosted journals. See the 0J5 decumentation
for informatien on adding support for new languages.

[T catalan (ca_ES)
I} Czech (cs_CZ)
"} Danish (da_DK)

The Languages page is divided into three sections: Language Settings, Manage Locales, and Download Locales.
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The Download Locales section allows you to download new local es straight from the OJS website to your OJS install
as they become available. To download locales, your server must be able to execute the GNU tar utility, and must
be able to modify the locale registry file (r egi stry/ fil enanme. xm ). Locales can always be downloaded and
installed manually -- see the online documentation for more information.

The Manage L ocales section allows you to install new locales, reload existing locales in case you have updated locale
files, and uninstall locales if they are no longer necessary. To install a new locale, check the box next to the locale
name and click the Install Locale button. If you have modified a previoudly installed locale and would like to reload
it, click the Reload link. To remove the locale from the list of installed locales, click the Uninstall Locale link.

The Language Settings section allowsyou to enablelocalesto be used acrossthe site asawhol e, and al so with journals.
Locales that have been installed will appear in this section, with checkboxes next to their name. To enable locales to
be available on-site, check the box next to their name and click the Save button. Users will then be able to choose
the locale from the drop-down on the right sidebar on all general site pages; Journal Managers will also now have
the option of for their journal (these locales will not be enabled at the journal level by default). to users on the site,
check the box next to

Y ou can also choose the site's primary locale -- this is the locale that users will first see the site in when first visiting
the web site, and will be the default language for any hosted journal .

Authentication Sources

By default, OJS authenticates users against its internal database. It is possible, however, to use other methods
of authentication, such as LDAP. Additional authentication sources are implemented as OJS plugins; refer to the
documentation shipped with each plugin for details.

To access authentication settings, click the Authentication Sources link from the Site Administration page; you will
be presented with the following options.

Figure 3.9. Site Administrator Authentication Sources

Home = User = Site Administration = Authentication Sources

Authentication Sources

DEFAULT TITLE PLUGIN ACTION

No authentication sources have been defined.

o OIS User Database Save

Specifying a default authentication source other than 015 has the following effects:

+ If a user attempts to register a new account with this site with a username that
exists on the authentication source (but not in the OJS database), the
registration attermpt is only allowed if the supplied password is valid for that user
account.

Create authentication source

Flugin: * Create

By default only the OJS User Database islisted. To add a new source, choose one from the drop-down menu and click
the Create button. Y ou will then be asked to configure the source.
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Administrative Functions

System Information

To access detailed system information, click the System Information link from the Site Administration page. Y ou will
be presented with the following information.

Figure 3.10. System Information

Home > User = Site Administration > System Information

System Information

OJS Version

Current version
2.3.0.0 (October 14, 2009 - 03:32 PM)

Check for updates

Version history

VERSIOMN MAJOR MINOR REVISION BUILD DATE
INSTALLED

12.3.0.0 2 3 0 0 2009-10-14

0JS Configuration

EDIT

OIS configuration settings from config.inc.php.

general

installed on

base_url http://journals2.stranack.ca
registry_dir registry
session_cookie_name QISSID

sezsion_lifetime 30

The first section includes OJS version information: it shows you the version you currently have installed, and your
version history including any upgrades. Y ou can also click the Check for updates link to seeif you are using the most
recent version of OJS.

The OJS Configuration section that follows displays all of the configuration options and their values as they are in
config.inc. php. You can click the Edit link to edit your confi g. i nc. php file directly from the web. You
will be warned that you should not make any changes unless you know exactly what you are doing, which of course
isareasonable courseto follow. Y ou can find moreinformation about conf i g. i nc. php configuration parameters
inthefileitself.
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The final section on this page displays server information: your operating system, PHP version, server and database
information. You can also view extended PHP information by clicking the Extended PHP information link (this
displays the output of phpinfo()). All of thisinformation can be useful when trying to troubleshoot a problem.

Sessions and Caches

The Site Administrator has a final few administrative tools available: the Expire User Settings, Clear Data Caches,
and Clear Template Cache options, as well as the Merge Users feature (described below).

Clicking the Expire User Settings clears all active user sessions in the system, requiring any user that is currently
logged in to sign in to the system again.

Clicking the Clear Data Cacheslink clearsall cached data, including locale information, help cache, and search cache.
This function may be useful to force data to be reloaded after customizations have been made.

Clicking the Clear Template Cache link clears all cached versions of HTML templates. This function may be useful
to force templates to be reloaded after customizations have been made.

Merging Users

This page alows you to merge two user accounts into one, handy if a user has accidentally created two accounts.
The first selected account will be subsumed into the second account. The Site Administrator can merge users across
the whole site; Journal Managers can also merge users, but only those enrolled with their journal. Comprehensive
information on merging users can be found in the Journal Manager's Merge Users section.

COUNTER Statistics

Once COUNTER Statistics is enabled in System Plugins by Journa Manager, COUNTER Statistics link will
show under Administrative Functions on Site Administration page; also COUNTER Statistics link will show under
Managment Pages on Journal Management page.
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Chapter 4. Journal Management

Overview

The Journal Manager manages the overall publishing system. This does not involve any advanced technical skills, but
entailsfilling out web-based forms and uploading files. The Journal Manager does the setup for thejournal, and enrols
the Editors, Section Editors, Copyeditors, Layout Editors, Proofreaders, and Reviewers.

The Journal Manager also has access to the journal's other management systems, and can create new Sections for the
journal, edit the default set of Emails the system uses, manage the Reading Tools that are available with this journal,
and see to the Journal Statistics the system can generate.

The following will explain every page found under Journal Management in detail.
Figure4.1. Journal Management Page

HOME ABOUT USER HOME SEARCH cu NT ARCHIVES

-]
Y]
m

Hame = User = Journal Management

Journal Management

Management Pages

* Journ.
# Review Forms

#» Languages

# Masthead

# Prepared Emails
» Reading Tools

» Setup

» Stats & Reports
State & Reports

Users
#» Users E ed in this Journal
# Enroll i thiz Site in this Journal
# Sho role

» Creat

Journal Management Pages

The Journal Manager's M anagement Pages allow you to configure the journal'sweb site, policies, and workflow. We'l
start with the Five-Step Setup Process, found by selecting Setup.
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The Five-Step Setup Process

The Journal Manager sets up the journal, after the system has been installed on aweb server, by working through five
steps, filling in web-based forms and configuring the management of the journal. The setup does not have to be done
all at once: the forms can be filled in and saved; then you can return to Setup to complete the task or make changes
at any time.

Setup isavailable to the Journal Manager on the Journal Management page, and containsits own set of Help texts built
into each of the forms. Setting up the journal's web site will require decisions and text for the following items, among
others, which can be prepared in advance in consultation with the Editors or added at alater point.

Figure4.2. Journal Setup
Home = User > Journal Management > Journal Setup

Journal Setup

Five Steps to a Journal Web Site

1. Details
Name of journal, ISSN, contacts, sponsors, and search engines.

2. Policies

Focus, peer review, sections, privacy, security, and additional about items.

3. Submissions
Author guidelines, copyright, and indexing (including registration).

4, Management

avialld s CIllCIaL
Access and security, scheduling, announcements, copyediting, layout, and
proofreading.

s. The Look

Homepage header, content, journal header, footer, navigation bar, and style
sheet.

Complete as many of the sections in the five steps as possible, but remember that you can always go back and fill in
additional details as they become available. Default options are often pre-selected for common functions.

You can get started quickly by filling in the most important information first (journal name, principal contact, etc.)
and returning to the details later.

Step One: Details

General Information

Thisform provides general details about your journal, including the name, abbreviation, address, print or online | SSNs,
and DOI. The Journal Title, Journal Initials, and Journal Abbreviation fields are mandatory. OJS provides links to the
ISSN web site and CrossRef, if you wish to learn more about |SSNs and DOl s.
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Figure4.3. Setup Step 1.1: General Information

1. DETAILS 2. POLICIES 3. SUBMISSIONS 4. MANAGEMENT 5. THE LOOK

1.1 General Information

Journal title™  [3gurnal of Open Journal Systems

Journal initials*  [301s

Journal I
Abbreviation™

Print ISSN |352&-9345
Online ISSN |gs?4-5523

The ISSN (International Standard Serial Number) is an eight-digit
number which identifies periodical publications as such, including
electronic serials. It is managed by a world wide network of National
Centres coordinated by an International Centre based in Paris, backed
by Unesco and the French Government. A number can be obtained
from the [55M web site. This can be done at any point in operating the
jowrnal,

DOI Prefix [10.1234

The DOI (Digital Object Identifier) Prefix is assigned by CrossRef and
is in the format 102000 (e.g. 10.1234).

DOI Suffix @ Use the pattern entered below to generate DOI suffixes. Use %)
~ for journal initials, %v for the volume number, %i for the issue
number, %a for the 015 article ID, and %%sp for the page
number.

For example, vol3vissSeippS%p could create a DOI such as
10.1234/vol3is52pp230

i@ Use default pattern (36].v3¥evidei. %a).

© Use the "Custorn Identifier” for published items as the DOI suffix
(must be enabled in Step 4).

A DOI suffix can take any form, but must be unique for each published
item.

Mailing Address )
1224 Main Street
Burnaby, BC Canada
VA 18R

Principal Contact

You must list the primary journal contact here. Any outgoing emails will typically be sent care of this person. Name
and email fields are mandatory.
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Figure 4.4. Setup Step 1.2: Principal Contact

1.2 Principal Contact

This position, which can be treated as a principal editorship, managing editorship, or
administrative staff position, will be listed on the homepage of the journal under Contact,
along with the Technical Support Contact.

Name™® [Mary williams

Title [Managing Editor
Affiliation

Ermail* |mwillia ms@jojs.org

Phone 604.525.5489
Fax

LI 1234 Main Strest

Burnaby, BC Canada
VIA 156

Technical Support Contact

Y ou must supply a name and email for your technical support contact. This contact information will be presented for

contact purposes in key areas throughout the system, and will be available from About the Journal.

Figure4.5. Setup Step 1.3: Technical Support Contact

1.3 Technical Support Contact

This person will be listed on the journal's Contact page for the use of editors, authaors,
and reviewers, and should have experience working through the system from the
perspective of all of its roles. As this journal system requires very little technical
support, this should be seen as a part-time assignment. There may be occcasions, for
example, when authors and reviewers have difficulties with the instructions or file
formats, or there's a need to ensure that the journal is reqularly backed up on the

server.

Name* |30hn Marr
Ermail* |marr@jojs.org
Fhone |604.525.5488

Email Identification

0Js makes extensive use of internal email forms. This signature will appear on the bottom of all emails sent by the
system. Y ou can also enter abounce address (if theal | ow_envel ope_sender configuration option isenabledin

confi g. i nc. php) where any undeliverable email messages will be sent.
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Figure 4.6. Setup Step 1.4: Email Identification

1.4 Email Identification

The prepared emails that are sent by the system on behalf of the journal will have the
following signature added to the end. The body of the prepared emails are available for

editing under Journal Management.

Signature

Journal of Open Journal Systems
|http::’a'jujsqurgf

Any undeliverable emails will result in an error message to this address.

Bounce |

Address Note: To activate this option, the site administrator must enable the
allow_envelope_sender option in the QS configuration file.
Additional server configuration may be required to support this
functionality (which may not be possible on all servers), as indicated in
the 0JS documentation.

Publisher

The following three forms (1.5, 1.6, 1.7) will add information to the About the Journal section of your journal web
site, under Journal Sponsorship.

Y ou can specify publisher information in the first form.

Figure4.7. Setup Step 1.5: Publisher

1.5 Publisher

The name of the arganization publishing the journal will appear in About the Journal.

lite The Journal of Open Journal Systems is published by
A an@E@m B I UEE| R
This text will appear below the "Publizher” heading and above the publizsher name/url
under "Journal Sponsorship” on the "About™ page.
Institution |Simaon Fraser University
URL [ttp:/ Fueww. sfu.ca

Sponsoring Organizations

You can add information about any sponsoring organizations your journal might have in Step 1.6. Additional
organizations can be added by clicking the "Add Sponsoring Organization" button
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Figure 4.8. Setup Step 1.6: Sponsoring Organizations

1.6 Sponsoring Organizations

The name of the organizations (e.g., scholarly associations, university departments, cooperatives, ete.)
sponsoring the journal will appear in About the Journal and may be accompanied by a note of

acknowledgement.

Mote

Institution
URL
Institution
URL

The Journal of Open Journal Systemns is generously sponsored by
the following organizations:

a DB @mEm| B 7 U SIS &) e = W

This text will appear below the "Sponsors” heading and above the list of sponsor names
and urls under "Journal Sponsorship” on the “About™ page.

ISlmun Fraser University Delete
[http:stwww.shu.ca
|university of Eritish Columbia Delate

|Irrtp:!fwww.ubc.v;a

Sources of Support

Y ou can add any sources of support in Step 1.7. Additiona sources can be added by clicking the "Add Contributor"

button

Figure 4.9. Setup Step 1.7: Sour ces of Support

1.7 Sources of Support

Additional agencies or organizations that provide financial or in-kind support for the journal will appear in Abaut
the Journal and may be accompanied by a nobe of acknowladgement.

MNote

Contributor

URL

Mdcmm|

We would like to thank the following organizations for their
suppaort:

o DB @G| B r U isis ) e [ W)

This text will appear below the "Sources of Support™ heading and above the list of names
and urls for supporting organizations under “Journal Sponsorship” on the "About” page.

|Stanford University

|hum:f.n'www.sbunfnrd.adu

Search Engine Indexing

Thisoptional sectionwill allow you to add hidden HTML metatagsto your journal's web pages. Accurate information
here can increase your visibility in search engines such as Google.
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Figure 4.10. Setup Step 1.8: Search Engine Indexing

1.8 Search Engine Indexing

To assist the users of search engines in discovering this journal, provide a bref descrption of the journal and
relevant keywords (separated by semicolons).

Description |The Journal af Open Journal Systems is a der
Keywords [opun source software; scholardy publishing; ¢
Custom tags

Custom HTML header tags to be inserted in the header of evary page (e.g., META tags).

Journal History

This section will display information about the history of your journal on the About page.
Figure4.11. Setup Step 1.9: Journal History

1.0 Journal History

This text will appear in the "About™ section of the journal website and can be used to describe changes in titles,
editorial board, and ether itams of relevancs to the journal's publication histery.

Journal Hestor
-+ The Journal of Cpen Journal Systems was started in 2009 out of
& mnaad b docurmant the opan soures OJ5 saftemre Syatem
craated by the Public Knowledge Project.

A AEmG| B ruisi o (3

Step Two: Policies

Setup Step Two allows you to configure many different policy aspects of your journal: the journal's scope; review
policy; author guidelines; and so on.

Focus and Scope of Journal

This form will add information to the About the Journal section of your journal web site, under its own Focus and
Scope section.
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Figure4.12. Setup Step 2.1: Focus and Scope

2.1 Focus and Scope of Journal
Enter a statement below, which will appear in About the Journal, that speaks to suthors, readers, and librarians
about the range of articles and ather items which the journal will publish.

The objective of the Journal of Open Journal Systems is to
demonstrate the use of this open source publication management
system.

A DB EHM B F U isis| & v 3 W

HTHML can be used in textarea (for font size, color, ekc.), with “returns” treated as <br>; HTML editor works with
Firefox browsers.,

Peer Review

The Peer Review section is split into different components:

* Review Policy: Thispublic policy will be visible on the About the Journal section. Whatever is entered here
should clearly explain the kind of review process your journal undertakes.

Figure 4.13. Setup Step 2.2: Peer Review

2.2 Peer Review

Outline the journal's peer review policy and processes for readers and authors, including the number of
reviewers typically used in reviewing a submizsion, the criteria by which reviewers are asked to judge
submiszions, typical time taken to conduct the reviews, and the principles for recruiting reviewers. This will
appear in About the Journal.

Review Policy

Each submitted manuscript is evalusted on the fallowing basis:

® the originality of its contribution to the field of scholarly
publishing:

#® the soundness of its theory and methodology given the
bapec:

® the coherence of its analysis;

® |tz ability to communicabe to readers (grammar and style].

Nermal turn-around timae for avaluation of manugcripts is four to six
months froam the date of receipt.

i e 3 %

X @B EE| B I US|

» Review Guidelines: These instructions will be available to reviewers at the time of review. They should be
clear, detailed step-by-step instructions for your reviewers.
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Figure 4.14. Setup Step 2.2: Review Guidelines

Review Guidelines

The Review Guidelines will previde reviewars with eriteria for judging a submission's suitability for publication in
the journal, and can include any special instructions for preparing an effective and helpful review. In conducting
the rewview, réviewers are presented with with two open text boxes, the first *far author and editor,” and the
secand “for editor.” Alternatively, the Journal Manager can create & peer review form under BEVIEW FORMS. In
all cases, editors will have the option of induding the reviews in corresponding with the author.

In reviewing an article for the Journal of Opan Journal Systems. -
wa are interested in your overall opinion of the artide and any
comments you might wish to pass on to the avthor to assist him

or her in making the artids publishable. The editor would

appreciate at least one paragraph indicating why this paper

makes a confribution to our knowledpe of communication. If it L
does nok. your frank and candid oginion of why not would be
welcome.

Ia your réview wi réguest that you congider;

a) the potential interest of this topic to our readers:) would you
read this oiece?

KaAmG B r Og:si= & v 3 W)

* Review Process: This section allows you to choose the best method of peer- review for your journal. By
default, the standard review processis selected, but you may prefer to bypass this internal OJS process, and
rely on email attachments.

Figure 4.15. Setup Step 2.2: Review Process

Review Process
015 suppaorts two models for managing the review process. The Standard Review Process is recommended
because it steps reviewers through the process, ensures a complete review history for each submission, and

takes advantage of autamatic reminder notification, and standard recommendations for submissions {.ﬂucu:ep’.;
Accept with revisions; Submit for review; Submit elsewhere; Decline; See comments).

Select one of the following:

@ Standard Review Process
Editors will email selected Reviewers the tithe and abstract of the submission, as well as an invitation to
log into the journal web site to complete the review. Reviewers enter the journal web site to agree to do
the rewview, o downlead submiissions, submit thesr comments, and select a recammendation.

Email-Attachment Review Process

Editers send Reviewers the request to review with the submission attached to the email, Reviewers email
editors their assent (or regrets), as well as the review and recommendation. Editors entér Reviawers’
azsent (or regrets), as well as the review and recommendation on the submission’s Review page, to
record the review process.

» Review Options: OJS alows for the configuration of a number of review options, including how long
reviewers have to completetheir review; when to send remindersto reviewers; whether to use arating system
for reviewers (visible only to the editors); and one-click access for reviewers.

One-click access allows editors to send reviewers an email message with a URL that goes directly to the
review page for the article in question, without the need to create an account or login. This option is meant
to reduce any technical barriers to reviewer participation, however it is somewhat insecure as anyone who
might be able to guess the URL could navigate to the review page.

The Blind Review option will add links to the Ensuring a Blind Review document to both Author and
Reviewer pages. This document describes the importance of removing any identifying information in the
submission file or review file, and describes how to do so in various ways.
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Figure 4.16. Setup Step 2.2: Review Options

Review Options

Review Time
The typical pericd of time allowed for reviews: |4 weeks
Note: Can be modified during the editorial process,

Reviewsr Reminders
Automated email reminders (available in 0)5's default Emails) can be sent to reviewers at two paints (while the
aditer can always email the reviewsr directly as wall):

If reviewer has not responded to a review reguest within |5 |~ | days.

If reviewer has not submitted & recommendation within | 0 days after review's due date.
Mate: Te activate these aptions, the site admimstratar must enable the scheduled_tasks ophon in the QX5
configuration file. Additional server configuration may be required to support this functionality (which may not
be possible on all servers), as indicated in the Q)5 documentation.

Reviewer Ratings
Editors will rate reviewars on a five-point quality scale after each review,

Reviewer Access

Enable one-click reviewar access,
Hote: The email invitation to reviewers will contain a specal URL that takes invited reviewers directly to the
Raview page for the submission (with sccess to any othar pages requiring them bo lag in). For sacurity reasans
with this optien, aditors are not able to modify email addresses or add CCs or BCCs prior to sending invitations

to reviewers.
Reviewers will have access to the submission file only after agresing bo review it.
Blind Review
Provide links to ENSURING & SLIND REVIEW an pages where authors and reviewers upload files.

Privacy Statement
The privacy statement will appear on the About the Journal section of your web site. Because you will be asking

people to register with your journal and collecting their personal information, it isimportant to let them know of your
policiesin this regard.

Figure4.17. Setup Step 2.3: Privacy Statement

2.3 Privacy Statement

The names and email addresses entared in this journal site will be
used exclusively for the stated purposes of this journal and will not
be made available for any other purpose or to any other party.

ﬂ%lﬂ@@|ﬂfgff |@IHTmLE|ﬂ

U

Editor Decision

Check this box to add all co-authors to the include list when an Editor sends a Notify Author email.
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Figure 4.18. Setup Step 2.4: Editor Decision

2.4 Editor Decision

¥ When using the Notify Suthor email, include the email addresses of all co-authors for muttiple-author
submissions, and not just the submitting user.

Add Item to Appear in "About the Journal”

If you wish to add more information to the "About the Journal" section, this section allows you to enter content.
Multiple entries are permitted, using the Add About Item button.

Figure 4.19. Setup Step 2.5: Add Item

2.5 Add Item to Appear in "About the Journal”
Title [Advertising Policy
Content

The Journal of Open Journal Systems accepts online advertising.

X 2B @G| e 7 US| @ we @ %
Add About tem

Journal Archiving

LOCKSS is an open source solution to archiving online journals. To ensure the preservation of your journal, follow
the steps outlined in this section. OJS will even generate the email message to send to participating libraries.
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Figure 4.20. Setup Step 2.6: Journal Archiving

2.6 Journal Archiving

Open Journal Systems supports the LOCKSS (Lats of Copies Keep Stuff Safe) system to ensure & secure and
parmanent archive for the journal, LOCKSS is open source software developed at Stanford University Library
that enables libraries to preserve selected web journals by regularly polling registered journal websites for
newly published content and archiving it. Each archive 15 continually validated aganst other library caches, and
if content is found to be corrupted or last, the other caches or the journal is used to restorse it

Setting up LOCKSS support for Open Journal Systems does not need to take place until after publishing is fully
underway, at which paint follow these two steps:

Identify 6-10 lipraries that will register and cache the journal. For example, turn te institutions where editors or
Board mqmb_l:rs work andfor institutions already participating m"LDI:ICSS. See& participabing hbrarnes. Usa the
prepared invitations for (i) [ibraries particpating in LOCKSS or (i) libraries not yet participating i LOCKSS.

[T] Enable LOCKSS to store and distribute journal content at participating libraries via a LOCKSS Byblisher
Manifest page. A LOCKSS hcanse will appear in Abaut the Journal under Archiving:

This journal utilizes the LOCKSS system to create a distributed
archiving system amang participating libraries and permits those
libraries to create permanent archives of the journal for purposes of
preservation and restoration. Morg

A DA GEG| B 7 Oisis i e 3 W)

Ses gther versigns of 3 LOCKSS license,

Potential Reviewer Database

You can add a link to an external Reviewer database here. This will provide a quick reference source for Section
Editors or Editors looking for potential new reviewers for the journal.

Figure4.21. Setup Step 2.7: Potential Reviewer Database

2.7 Potential Reviewer Database

Add to the Select Reviewer page a link to a relevant literature database that can be searched for potential
reviewers and is open to editors without subscription.

Title [PubMed
URL |h'l'tpn.'..".."ml\ll'awf.m'.'I:mi.nIm.nii‘l.g-l:u'|.-'.."|'.1<|.|hnmreri.nr
Add New Database Link |

Step Three: Submissions

Author Guidelines

These guidelines will appear on the About the Journal page and be available for potential authors to consult before
submitting.
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Figure 4.22. Setup Step 3.1: Author Guidelines

3.1 Author Guidelines

Set out for authors the biblisgraphic and formatting standards used for items submitted to the journal (e.g.,
Publication Manual of the American Psychological Association, Sth edition, 2001). It is often helpful to provide
examples of the commen citation formats for journals and books o be used in submissions. Also identify the
types of appropriate Supplementary Files (e.g., data-sets, research instruments, etc.) which authors should be
encouraged to uplaad, in addition ta their submission, to enhance readers’ engagement with their work.

Submissions =

Selicitad and contributed manuscripts must be double-spaced

#nd gubmitted onling vis thiz site. Submission of an eriginal
manuseripk s the Jourmal will be taken bs mean that it

represents original work not previcusly published, that it is nok
being considered elsewhere for publication: that the author is

willing to assign copyright to the journal as per a contract that will

be sent to the author just prior to publication and, f acceptad for
publication, it will not be published elsewhaere in the same form,

in any language. witheut the consent of the editor. Authors must
take full respensibility for all figures, ate. Bnd present them as e

ALDBGE B FUIsis & we [ %)

HTML can be used in textarea (for font size, color, &te.), with “returns” treated as <ees; HTML aditor warks with
Firefax browsers.

Allow authors to separately provide a formatted list of references (citations) as part of their submission,

You can aso configure the Submission Preparation Checklist in this section. When submitting an article to your
journal, authorswill be asked to ensure certain conditions are met using this submission preparation checklist. Authors
will not be able to proceeed past the first submission step until they agree to all checklist conditions. Default items
are provided, but you may add new ones or delete any that do not apply to your journal by using the Add Checklist
Item or Delete buttons.
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Figure 4.23. Setup Step 3.1: Submission Preparation Checklist

Submission Preparation Checklist

On making a submission to the journal, authors are first asked to check each item on the Submission
Preparation Checklist as completed, before proceeding. The checklist also appears in the Author Guidelines,
under About the Journal. The list can be edited below, but all items on the list will require a checkmark before
authors can proceed with their submission,

Order

L The submission has not been praviously published, nor i it —[Bd“
before another journal for consideration (or an explanation has
been provided in Comments to the Editor).
A B @mEB| B L UIEiS =)

2 The submission file is in OpenOffice. Microzoft Ward, RTF. or M

WordPerfect document file format.

ADB @@ B L UOiSiS @=3 N

3 Where avallable, UBLs for the references have been provided. %

AR @HEm| B I UOisi= i) e 3 )

4 The text is single-spaced: uses & 12-point font: employs italics, M

Copyright Notice

This copyright notice will appear on the About the Journal page. Y ou aso have the option to require that authors agree
to your copyright notice before completing their submission, and to add a Creative Commons license to the journal
web site.
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Figure 4.24. Setup Step 3.2: Copyright Notice

3.2 Copyright Notice

The Copyright Motice entered below will appear in About the Journal and in each published item’s metadata.
While it is up to the journal to determine the nature of its copynight agresment with authors, the Public
COPYRIGHT NOTICE WORDING that can be cut and pasted |n{5'ﬁs;spacs below for journals that (a) offer open
access, (b) offer delayed open access, or (c) do not offer open access.

Submission of an original manuscoript to the Journal will be taken

to mean that it represents original work not previously

publishad, that it is not baing considared alsewhare for

publication: that the author is willing b2 assign copyright to tha
journal a8 per & contract that will be sent to the author just prier |
to publication and, if sccepted for publication, it will be published

in print and anline and it will not be published elsevwhere in the
samae form, for commerdial purposes, in any language, withowt

the consent of the publisher.

Thae journal takes the stance that the publication of scholarly
ragearch is maant to disseminate knowledge and, in & not-for- >

A DA mE@|B 5 U =S| & e @ ¥
[#] Require authors to agree to Copyright Notice as part of the submission process.

¥ For j_ournal: that offer immediate or delayed open access, include a Creative Commans license with all
published work at the appropriate time,

Competing Interests

This alows for the option of requiring authors and/or reviewers to file a Competing Interests statement.

Figure 4.25. Setup Step 3.3: Competing I nterests

3.3 Competing Interests

Biomedical journals typically reguire authors and reviewers to declare if they have any competing interests with
regard to their research (see PLoS Policy).

[¥] Require submitting Authors to file a Competing Interest (C1) statement with their submission.

[¥] Require Reviewears to file a CI statement with each peer review they submit.

Guidelines for filing a Competing Interest statement

Public trust in the peer review process and the credibility of -

published articles depend In part on how wall conflict of interest
is handled during writing, peer review. and editorial decision
making.

Competing interests exists when an author {or the author's
institution), reviewer, or editor has financial or personal
relationships that inapgropriately influence [bias) his or her
actions (such relationships are also known as dual
commitments, compating interests, or competing loyalties).
Thase relationships vary from those with nagligible potential to

those with great potential to influence judgmant. and not all -
AbAGE®m e 7 US| @3 3

For Authors to Index Their Work

Carefully selecting the most appropriate disciplines, classification system, and keywords will enhance the ability of
others to find your articles. In OJS, Authors index their own submissions, but this information can be checked over
and changed by Editors at any time. This form allows you to select from a number of indexing formats, add relevant
examples to guide the authors, and provide them with a link to a subject classification system (such as the Library
of Congress).
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Figure 4.26. Setup Step 3.4: For Authorsto Index Their Work

3.4 For Authors to Index Their Work

Q)5 adheres to the Qpen Archives Inthative Protocsl for Metadata Harvesting, which is the emerging standard
far providing well-indexed aocess to electronic research resources on a global scale. The avthors wall use &
similar ternplate to provide metadata for their submission. The Journal Manager should select the categories for
indexing and present authors with relevant examplas to assist them in indexing their work, separating terms
with a semi-colon (e.g., terml; term2). The entries should be intreduced as examples by using "E.g.,” or "For
example,”.

) Academic Discipline and Sub-Disciplines
Useful when journal cresses disciplinary boundaries and/or authors submit multidisciplinary tems.
Provide examples of relevant academic disciplines for this journal:
[Publishing; Communications; Library Studies; Education
(E.q., History; Education; Sociology; Psychology; Cultural Studies; Law)

7] Subject Classification

Title |Library of Cangress Classification

AL [ttp:/fwwew.loc.gov/catdin/cpsa/icea/
(E.g., Mathematics Subject Classification; Library of Congress Classification)

w Keywords

Provide examples of keywords or topics as a guide for authors:
|Scholary Communication; Libraries; Publishing; Gpen Source
(E.g., Fhotosynthesis; Black Holes; Four-Color Map Froblem; Bayesian Theory)

Coverage

Refers to gec-spatial location, chronological or histarical coverage, andfor characteristics of ressarch
sample.

Register Journal for Indexing

You can register the contents of your journal with the Public Knowledge Project Metadata Harvester or other OAI-
compliant services (e.g., OAlster), which will alow for comprehensive searching among sites that adhere to the OAI
Protocol for metadata harvesting.

Figure 4.27. Setup Step 3.5: Register Journal for Indexing

3.5 Register Journal for Indexing (Metadata Harvesting)

To hawve the contents of this journal indexed within a globally distributed system of research databases, please
read the steps to bacoming 3 data contribytor and register your journal with the official Qpen Archives registry.
To register, you will need the base URL for your repository: bitpi/fjournals3.stranack. calindex. php/jojs oal,
.ﬂul"tcrwandsr vou can register your journal at the LIUC QAL registry and OAlster,

Mote that if your site administrater has already registered this site with these services, your journal will be
indexed autornatically and you do not need to register your journal.

Notification of Author Submission

Y ou can request a notification email be sent to the journal's primary contact, or another address, whenever an author
has compl eted the submission process.
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Figure 4.28. Setup Step 3.6: Notification of Author Submission

3.6 Notification of Author Submission

On completing the submission process, authors are automatically sent an acknowledgement email (which can be
viewed and edited in Prepared Emails). In addition, a copy of the acknowledgement email can be sent as

follows:
7 Send a copy to the journal’s prmary contack, identified in Setup Step 1.
7] Send & copy to this email address: |managing_¢ditnra;ujs.¢

Step Four: Management

Here you can set the journal's Open Access policy, control how users register on the site and for what, and enable
user action and email logging.

Access and Security Settings
This section provides a number of options for access to your journal's content.

» Accessto Journal Content: Here are you can decide between full open access or the use of subscriptions to
control access to some or al content. If you enable subscription control, you can allow for delayed open
access to content. You may also target individual articles as openly-available within a subscription issue.
If subscription access is chose, the role of Subscription Manager will be created, alowing for the creation/
management of subscriptions, subscription types, and subscription policies.

Figure 4.29. Setup Step 4.1: Accessto Journal Content

Access to Journal Content
@ The journal will provide open Bocess to its conbents,
Open Access Policy

If the journal will previde readers with immediate free access to all published content, enter an Open
Access Palicy which will appear in About the Journal under Palicies.

This journal provides immadiate open access bo its contant on the
principla that making research frealy available to the public
supports & greater global exchange of knowladge.

# LB @G| B 5 UiziE e

The journal will require subscriptions to access some or all of its conbents.

This requires the assignment of a Subseription Manager who has accass to the subseription module, which
includes additional open access, self-archiving, and email notification options.

| Always show galley links and indicate restricted accass,

015 will mot be used to publish the journal’s contents online.

0J5 provides a number of security-related options that can be used to restrict the journal’s contents, and
maintain additional information about submissions for auditing purposes.

» Additional Siteand Article Access Restrictions: Y ou can further restrict site- and article-level accessthrough
the use of user registration, and decide how users are allowed to register themselves. The advantage of
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selecting these options is that anyone wanted to read your content will need to register, providing you with
reliable readership statistics (especially in the absence of subscriptions). The disadvantage, however, is that
some potential readers will smply click away from your site rather than creating yet another user account.

Figure 4.30. Setup Step 4.1: Additional Site and Article Access Restrictions

Additional Site and Article Access Restrictions

[] Vsers must be registered and log in to view the journal site.

] Users must be registered and log in to view open access content.

» User Registration: Select these options to alow visitors to enroll themselves as Authors, Reviewers, or
Readers.

Figure 4.31. Setup Step 4.1: User Registration

User Registration

& Users can register themselves with the journal in one or more of the following roles:
< Readers (will receive notifications and be counted as equivalant to a subscriber)

¥ Authors (can submit materials to the journal)
+| Reviewers (available for reviewing submissions)

Journal Manager registers all users, with Editors or Section Editors able to register Reviewers alone.

* Logging and Auditing: This option enableslogging of submission actions and user emails sent by the system.
Although this will consume more disk space on your server, it does provide for a valuable record of these
activities,

Figure 4.32. Setup Step 4.1: Logging and Auditing
Logging and Auditing
7] Maintain a log of all actions taken with a submission on its History page.
1 Maintain a log of all emails sent in relation to a submission on its History page.

Publication Scheduling

0JS allows you to set the publication schedule that is best for your journal.
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Figure 4.33. Setup Step 4.2: Publication Schedule

Publication Schedule

Journal items can be published collectively, as part of an ssue with % own Table of Contents. Alternatively,
individual items can be published as soon as they are ready, by adding them to the "current” volume's Table of
Contents. Provide readers, in About the Journal, with a statement about the system this journal will use and its
expacted frequency of publication.

This journal is published 4 times per year.

E-Jﬁqiljiiﬂ!uEEi g-un-_;l-'l

Format
The journal will use the following elemeants to identify issues (which can be ovarridden for individual issues),

il Volume

= Mumber
@ ‘ear
Title

Starting Peint and Frequency

Set the initial issue/volume numbers and year for the first publication of the journal, as well as intended
frequency for issua/valumes.

Mumber |1
Volumea |1

Year Izgn
Issues per volume I.q
Volumes par year |1

Mote: Leave itemns blank if not used with this journal, and editors can re-set numbers in the publishing process.

Identification of Journal Content

Digital Object Identifiers are becoming increasingly common for online journals, and OJS supports them. If you wish
to use DOIs, you will not only need to select one of the options here, but also in Setup Step 1.1 (see previous). You
can visit http://doi.org/ to learn more about registering for aDigital Object Identifier for your journal. A page number
option isaso available for journals. Thisis often useful for print journals that are going online.
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Figure 4.34. Setup Step 4.3: Identification of Journal Content

4.3 Identification of Journal Content
Unique Identifier

Articles and issues can be tagged with an identification number or string, employing a registration sysbem such
as the Digital Object Identifier System (DO1).

@] Custom identifiers will be used to identify issuss.
Custom identifiers will be used to identify published itemns.
Custom identifiers will be used to identify galleys (e.g. HTML or FOF files) for published items.

Custom identifiers will be used to identify supplemental article files.

Page Number Option

Page numbers far itams will be caleulated and entered manually in the Table of Contents (2.9., pp.
13-26).

Announcements

This allows you to create an Announcements page for your journal web site, and post messages to your readers.
Once thisis activated, an Announcements link will automatically appear in the navigation bar of the journal, and an
Announcement section will be added to the Journal Manager's Management Pages menu.

Figure 4.35. Setup Step 4.4: Announcements

4.4 Announcements

Annguncements may be published to inform readers of journal news and events. Published announcements will
appear on the Announcements page.

Enable Journal Managers to add journal announcements.
Dlsplavl i of the most recent anncuncements on the journal hemepage.

Additional Information

Enter any additional infermation that should be displayed to readers on the Announcements page.

@A md B £ U

K w3 ':'

Copyeditors

The Copyeditor edits submissions to improve grammar and clarity, works with authors to ensure everything isin
place, ensures strict adherence to the journal's bibliographic and textual style, and produces a clean, edited copy for
the Layout Editor to turn into the galleys that will be in the published format of the journal. If you have individuasto
act as copyeditors, select the first option. If your editors will be acting as copyeditors, select the second option. The
instructions will be made available to copyeditors, authors, and section editors in the Submission Editing stage.
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Figure 4.36. Setup Step 4.5: Copyeditors

4.5 Copveditors
Select one:

A Copyeditor will be assgned to work with each submisson.
@ Copyediting will be undertaken by an Editor or Section Editor assigned to the submission.

Copyedit Instructions

The Copyedit Instructions will be made available to Copyediters, Authors, and Secticn Editers in the Submission
Editing stage. Below is a default set of instructions in HTML, which can be modified or replaced by the Journal
Manager &t any point (in HTML or plain baxt).

The copyediting stage iz intended to improve the flow clarity,
grammar, wording, and formatting of the article. It represents
the last chance for the suthar b make any substantial changes
to the texct, 88 the next stege is restrictad o typos and
farmatting corractions. Tha file to be copyedited iz in Ward or .rtf
format and tharefors can be sasily adited as & word processing
documant. This sat of instructions displayed hers proposes two
approaches to copyediting. The one is based on Microsoft Word's
Track Changes feature and requires that the copyeditor, editor
and author have access to this program. A second system, that
iz softvare independent, has been bomowed, with permizsicn,
fram the Harvard Educational Review. The journal aditer is in &

A DA mE| B 7 OEi=| G v 3 )

HTML can be used in textarea (for font size, color, etc.), with “returns”™ treated as <bz>; HTML aditor works with
Firefox browsers.

Layout Editors

The Layout Editor transforms the copyedited versions of the submission into galleysin HTML, PDF, PS, etc,, files
which the journal has elected to use for electronic publication. If you have individuals to act as layout editors, select
the first option. If your editors will be acting as layout editors, select the second option.

Figure 4.37. Setup Step 4.6: Layout Editors

4.6 Layout Editors

Select one:
“ A Layout Editor will be assigned to prepare the HTML, PDF, etc., files for electronic publication.
@ An Editor or Section Editor assigned to the submission will prepare the HTML, POF, etc., files.

Further options in this section include:

» Layout Instructions: The instructions will be made available to layout editors and section editors on the
Editing page of each submission.
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Figure 4.38. Setup Step 4.6: Layout Instructions

Layout Instructions
Layout Instructions can be prepared for the formatting of publishing items in the journal and be entered below in
HTML or plain text. They will be made available to the Layout Editor and Section Editor on the Editing page of

each submission. (A2 each journal may employ its awn file formats, biblisgraphic standards, style sheets, ate., a
default set of instructions is not provided.)

All files must be converted inte HTML and POF versions.

a DR Emwm B 5 OEE| N

HTML can be used in textarea (for font size, color, ete.), with “returns” treated as <br>; HTML editor works with
Firefox browsers.

» Layout Templates. These templates can be created in any file format (e.g., Microsoft Word) and be used by
the Layout Editor to ensure a consistant design.

Figure 4.39. Setup Step 4.6: Layout Templates

Layout Templates
Templates can be uploaded to appear in Layout for each of the standard formats published in the journal (e.g.,

article, book review, atc.) using any file farmat (e.g., pdf, doc, ate.) with annotations added specfying font, size,
marging, atc, 1 sarve as a guide for Layout Editors and Proofreaders.,

WIS Template Ciedele I
Delete |

Reviews Template

Title

I
Template File T [Eowss.] Uksd

» Reference Linking: This option allows you to provide instructions to your Layout Editors to add reference
linksto articles. Thisis not arequirement, but is avery useful feature to make available to your readers.
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Figure 4.40. Setup Step 4.6: Reference Linking

Reference Linking

To enable readers to locate online versions of the work cited by an author, the following options are awvailable.
1. Add a Reading Tool

The Journal Manager can add “Find References” to the Reading Tools that sccompany published tems,
which enables readers to paste a reference’s tithe and then search pre-selected scholarly databases for
the cited work.

2. Embed Links in the References

The Layout Editor can add a link to refarances that can be found anline by using the following instructions
(which can be edited).

¥ Provide Layout Editors with instructions.,

Layout Instructions for Reference Linking

To Add Reference Linking to the Layout Process

When turning a submission into HTML or PDF, make sure that all
hyperlinks in the submission are active.

A. When the Author Provides a Link with the Reference
1. While the submission is s%ll in its word processing format
(#.g.. Ward), add the phrage VIEW ITEM to the and of
tha refarancs that has & URL.
2. Turn that phrase into a hyparlink by highlighting it. and
using Word's Insert Hvoerlink tool and the URL orecared

x—hﬁiﬂnfu;:;: ﬂ_ui:._‘]]ﬁ_"

Proofreaders

The Proofreader carefully reads over the galleys in the various formats in which the journal publishes (as does the
author). The Proofreader (and the Author) records any typographic and formatting errors for the Layout Editor to fix.
If you have individuals to act as proofreaders, select the first option. If your editors will be acting as proofreaders,
select the second option. The instructions will be made available to proofreaders, authors, layout editors, and section
editors in the Submission Editing stage.
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Figure 4.41. Setup Step 4.7: Proofreaders

4.7 Proofreaders
Select one:

& Proofreader will be assigned to check (along with the authors) the galleys prigr to publication.
@ An Editor or Section Editor assigned to the submission will check the galleys.

Proofing Instructions

The Procfreading Instructions will be made available to Procfreaders, Authors, Layout Editors, and Section
Editors in the Submission Editing stage. Below i5 a default set of instructions in HTML, which can be edited or
replaced by the Journal Manager at any point (in HTML or plain text).

The procfreading stage is intended o catch any arors in the 2

galley's spelling. grammar. and fermatting. More substantial 3
changes cannot be made at this stage, unless discussed with the |=
Section Editor. In Layout, click on VIEW PROOF to see the HTML,
FOF and other avallable file formats used in publishing this item.

For Spelling and Grammar Errors

Copy the problem word or groups of words and paste them into
the Proofreading Corrections box with "CHANGE-TO" instructions
to the editor as follows...

A pAG@mE&G| B 1 Dpici=| ) wes 3 W

HTML can be used in textarea (for font size, color, ete.), with “returns” treated as <bz>; HTML editor works with
Firefox browsers.

Step Five: The Look

Journal Homepage Header

Titles and images can be added to give your journal a unique appearance and identity. Title Text will add the text to
the top of your journal web site's home page (NOT to all the other pages -- see below). Title Image allows you to
upload an image-based header (.gif, .jpg, .png). A common size is 800px X 150px, but it can be aslarge or as small as
you wish. The Logo Image allows you to add an image to the upper |eft corner of your site's home page. Often these
are square image (e.g., 125px X 125px). Whether using Title Images or Logo Images, remember to hit the Upload
button before moving on to the next step.

Figure 4.42. Setup Step 5.1: Journal Homepage Header

5.1 Journal Homepage Header

A graphic version of the journal’s title and loge (as a .gif, .jpg, or .png file) can be uploaded for the hamepage,
which will replace the text version that otherwise appears.

Journal title

@ Title text [3eurnal of Open Journal Systams
Title image [ Browss_ | Upload
Journal Logo
Logo image [ Browse_ | _ Upload

Journal Homepage Content

Use this section to customize the appearance of your journal's homepage, including a description, an image, the table
of contents for the latest issue, and any additional content. Experiment with what looks good, but be careful not to
make it too busy! The appearance of your home page will be the first impression many have of your journal, and if it
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doesn't look professional, it will undermine its credibility. Take alook at what some of the many other OJS journals
have done, and you'll be sure to find several examples that appeal to you.

Figure 4.43. Setup Step 5.2: Jour nal Homepage Content

5.2 Journal Homepage Content

By default, the homepage consists of navigation links. Additional hamepage content can be appended by using
one or all of the following options, which will appear in the order shown. Note that the current issue is always
accessible through the Current link in the navigation bar.

Journal Description

Add & brief 20-25 ward deseription in taxt/HTML which will appaar just below the navigation links.

Wwelcorme to the Journsl of Open Journal Systems

A DB @G| B roo=i= L

Homepage image

Add an image ar graphic file to the middle of the page.
Homepage image I | Browss_ Upioad

Current issue
Add the table of contents for the current issue (if available).

Additional Content
Add the following content, using text/HTML, which will appear below the homepage image, if one is uploaded.

Submissions are now open.

Journal Page Header

This option allows you to place a different title, image, or logo on pages other than the homepage. In many cases, this
may simply be asmaller version of the homepage logo. If you just want the other journal pagesto ook the same asthe
home page, just repeat what you did in Step 5.1. Y ou can also add afavicon here, and it will appear in reader's browser
URL bar. The Alternate Header box allows you to add your own HTML to customize the header exactly as you wish.
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Figure 4.44. Setup Step 5.3: Journal Page Header

5.3 Journal Page Header
A graphic version of the journal's title and logo (.gif, .jpg, or .png file), possibly a smaller version of the one

used on the homepage, can be uploaded to appear as a header on journal pages, which will replace the text
version that otherwise appears.

Journal title

@ Title tesxt [ll:lu rnal of Open Journal Systems
Title image I Browse. Upload
Journal Logo

Lags image I— Browse. | Upload

Journal Favicon

Add a favicon for this journal to display alongside the navigation bar when users are visiting your site.

Logo image I [ Browsa_ Upload

Alternate Header

Alternataly, instead of title and loge, am HTML version of the header can be inserted into the text box below.
Leave textbox blank if not required.

Journal Page Footer

Footers can also be added to each page of your journal. It can beagood placeto add your | SSN or acopyright statement.

Figure 4.45. Setup Step 5.4: Journal Page Footer

5.4 Journal Page Footer

This is the footer of your journal. To change or update the footer, paste the HTML code in the textbox below.
Examples could be ancther navigation bar, a counter, etc. This foober will appear on every page.

IS5M: 1234-56TE

Navigation Bar

By default, the most important navigation linkswill beincluded in your journal. However, if there are additional items
to include, you may do so here (e.g., alink to the publishing institution's home page). Additional links may be added
using the "Add Item" button. Be sure to check the boxes if you are typing in plain text and a full URL. Otherwise,
it will appear as ##SFU##.
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Figure 4.46. Setup Step 5.5: Navigation Bar

5.5 Navigation Bar

Nawvigation bar items can be added to the current set (Home, About, User Home, etc.) that appear at the top of
the page.

Label name [sFu
7| The label value is a literal stning (e.g., "Journal Setup™) rather than a localization
message key (&.9., "manager.setup”)
URL [hatp:/www.sfu.ca
[7] URL iz an absolute URL (&.g., “hitp://www.example.com”) rather than & path ralative
ko the site (e.g., "/manager/satup™)

Journal Layout

Under Journal Layout you can choose ajournal theme or upload a style sheet of your own. Y ou can also move content
blocks from left to right sidebars, move them up or down the sidebar, or eliminate them altogether. A copy of the
general OJSv.2.x style sheet isavailable at: http://pkp.sfu.ca/ojs/download/common.css Y ou can aso find athorough
guide on customing your journal's style and using themes in the online documentation.

Figure 4.47. Setup Step 5.6: Journal Layout

5.6 Journal Lavout

Choose a journal theme and select layout components here. A journal stylesheet may also be uploaded, which
can be used to override style data in the system-wide stylesheets and theme stylesheet (if a theme is chosen).

Journal Theme [ Hone =

Jowrnal style sheest Browsa_ Uplbaad

Left Sidebar Unselactad Right Sidebar
Keyword Cloud E »

. Web Feed Plugin “Developed By" Bl -

Help Block
Subscription Block
User Block
"Metification™ Block

Role-Specific Block
Language Toggle E
Navigation Block
Cronation Block
Font Size Block
Information Block

=N
- I E
L | |
Information
Each of these descriptions will appear on your journal's web site, on the right sidebar at the bottom by default. If you

can change the information here, and if you delete the information, the link will automatically disappear from your
site's sidebar.
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Figure 4.48. Setup Step 5.7: Information

5.7 Information

Brief descriptions of the journal for librarians and prospective authors and readers are available in the
“Information” section of the sidebar.

For Readers

We encourage readers bo sign up for the publishing notification
service for this journal. Use the Register link at the top of the
hamepage for the journal. This registration will result in the reader
racaiving the Table of Contents by amail for @ach neaw issue of the
journal. This list also allows the journal to claim a certain level of
support of readership, Ses the journal's Privacy Statemant which
assures readers that their name and email address will net be used
for other purposes.

A BABmEG B ryuisi= s |
For Aunthors

Interested in submitting to this journal? We recommend that you
raviaw the About the Journal page for the journal's section pelicias,
as well as the Author Guidelines. Authors need to register with the
journal prior to submitting, or if already registered can simply log in
and begin the 5 step process,

For Librarians

Wa encouragae research librarians to list this journal among their
library's slectronic journal holdings. As well, it may be worth noting
that thiz journal's open source publishing system is suitable for
libraries to host for thair faculty members to use with journals they

are involved in editing (see Open Journal Svstems).

Lists

Y ou can control the number of itemsto appear on any given list (e.g., 100 itemswill appear 25 per page over 4 pages),
and the number of page links shown at the bottom of any list (e.g., 1, 2, 3, 4, Next).

Figure 4.49. Setup Step 5.8: Lists

5.8 Lists

Enter the maximum number of items (for example, submissions, users, or aditing assignments) that appear on
each page of a list, and the number of pages links to display on each page.

Itemns per page 25
Fage links 10

Announcements

If you have chosen the announcements option for your journal, a link to manage announcements will appear under
Management Pages.
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Figure 4.50. Management Pages: Announcements

Management Pages

» Announcements
» Files Browser

» Journal Sections
» Languages
Masthead
Prepared Emails
Reading Tools
Setup
Stats & Reports
Payments
Subscriptions

#» Import/Export Data

¥ O¥ ¥ ¥ ¥ ¥ ¥ ¥

First, create a new Announcement Type by selecting " Announcement Types' and then " Create Announcement Type'".

Figure 4.51. Announcements
Home = User = Journal Management = Announcements

Announcements

ANNOUNCEMENTS ANMOUNCEMENT TYPES

EXPIRY TYPE TITLE

Neo announcements have been created.

CREATE NEW ANMOUMNCEMENT

Figure 4.52. Announcement Types
Home = User = Journal Management > Announcements = Announcement Types

Announcement Types

ANNOUNCEMENTS ANNOUNCEMENT TYPES

ANNOUNCEMENT TYPE

Mo announcement types have been created.

CREATE ANNOUNCEMENT TYPE

Fill in the name for a new announcement type and save.
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Figure 4.53. Create Announcement Type

Home > User > Journal Management > Announcements > Announcement Types > Create

Create Announcement Type

Name™ ]Standa rd

PETT)  Save and Create Another | Cancel |

* Denotes required field

You may only have one for now (e.g., Standard), but this does give you the opportunity to create others at any
time. You can aso return here to edit this announcement type. Return to the main Announcement page by selecting
Announcements.

Figure 4.54. Edit Announcement Types

Home > User > Journal Management > Announcements > Announcement Types

Announcement Types

ANHOUHCEMENTS ANNDUNCEMENT TYPES

ANMOUMCEMENT TYPE ACTION
Standard EDIT | DELETE

1-1af1Items

CREATE ANNQUNCEMENT TWEE

Y ou can create and post an announcement using " Create New Announcement” link.

Figure 4.55. Announcement Page

Home = User = Journal Management = Announcements

Announcements

ANNOUNCEMENTS ANMNCOUNCEMENT TYPES

EXPIRY TYPE TITLE

Neo announcements have been created.

CREATE NEW ANNOUNCEMENT

Select announcement type from the dropdown, fill in the announcement title, provide the short and detailed descriptions
for the announcement, and specify the expiry date for the announcement to display.
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Figure 4.56. Create New Announcement

Home = User > Journal Management > Announcements > Create

Create New Announcement

Type IStandard -

Title™ |open for submissions
Short Description™

The J015 is now accepting submizsions,

A aBE@Em| B £ Uisi=| @wa @ N

A brief description to appear along with the announcement title.
Drescription . . o
The 015 is now accepting submissions.

Submissions on all topics related to demonstrating publishing
softvare are welcoma. Please visit our Onling Submiggions page

for more information.

A D@ @mE@| B I U:=s| @3 3

The full text of the announcement.

Expiry Date [ranuary  [=] [25[=] [2010[=]

The announcement will be displayed to readers until this date. Leave Blank if the
announcement should be displayed indefinitely.

BESTN _5ove and Create Ancther | _Cancel |

® Denobes required field

Thisannouncement will now be visible by clicking on the journal Home or Announcements link on the top navigation
bar, and remain there until the expiry date selected.

Figure 4.57. View Announcements on Home Page

Home = Announcements

Announcements

Standard: Open for submissions
The 1015 is now accepting submissions.,

Poctad: 2009-12-24 Mors...
1 -1 of 1 Ibems

To see the full announcement, click on the More link.
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Figure 4.58. Viewing Announcement Page

Home = Announcements > Standard: Open for submissions

Standard: Open for submissions

The J0IS is now accepting submissions.

Submissions on all topics related to demonstrating publishing software are welcome. Please visit our Online
Submissions page for more information.

The Files Browser

The Files Browser is an advanced feature that allows the files and directories associated with a journa to be viewed
and manipulated directly. In addition to directories for article and issue files, you can also see the layout templates
that were uploaded during the Journal Setup.

Note
The Files Browser does not currently allow acccessto the journal's publ i ¢/ directory.

Figure 4.59. Files Browser

Hame > Journal Management > Files Browser

Files Browser

Index of /
FILE MAME TYPE DATE MODIFIED SIZE ACTION
aricles = 2008-04-16 09:58 - DELETE
FM
|S5UEs - 2003-03-31 09:23 — DELETE
PM
vt/ plain 2009-12-23 06:20 9B  DOWNLOAD | DELETE
F#
pext/plain 2009-12-23 06:21 OKE  DOWNLOAD | DELETE
F#
| _ Upload File
_Create Disctory |

Note: The Files Browser is an advanced feature that allows the files and directories associated with a journal to
be wviewed and manipulated directly.

Journal Sections

OJSjournals may contain several sections (e.g., Articles, Reviews, Research, etc.). Y ou will need to create at | east one
section for your journal (all journals start with a default "Articles" section, which can be edited). If you do not wish
for the section title to be visible to your readers, you can choose to omit it from the Table of Contents (this may be
handy for things like introductions and editorials, for example).

To create a new section:
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» Go to Management Pages and select Journal Sections:

Figure 4.60. Management Pages. Journal Sections

Management Pages

» Announcements
# Files Browser

» Journal Sections
» Review Forms

» Languages
Maszthead
Prepared Emails
Reading Tools
Setup

Stats & Reports
Payments
Subscriptions
Systemn Plugins
» Import/Export Data

WoOW W ¥ ¥ oW W W

» Select Create Section:

Figure 4.61. Journal Sections

Home > Journal Management > Journal Sections

Journal Sections

SECTION TITLE ABBREVIATION ACTION

Articlas ART ECIT | DELETE | = L

1 =1 of 1 Items
CREATE SECTION

» Complete the form with the new section's information, and check the appropriate options. In the example
below, the new section is for editorials, so options have been selected that will indicate that peer-review is
not required, an abstract is not required, that only editors can submit to this section (it will not be available
for authors to choose when submitting), the author name will not show on the table of contents, and it will
not appear in the list of Sections on the About page. Remember, you can go back and edit this section at
anytimeif you wish to make changes. It isalso possible to add aunique review form to a section. See Review
Forms for more information about setting these up.
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Figure 4.62. Create New Section

Home > User > Journal Management > Journal Sections > Section

Section
Section titlhe™® IEditn-ri-:H:
Abbreviation® IED (For example, Articles=ART)

Section Polic
¥ This section is anly for editars,

AbL@A@@E| B 7 U == @ w3 %)
Review Farm | Wone / Free Form Review [+
Indexing Submissions made to this section of the journal

¥ will not be peer-reviewed
7| Do not require abstracts
1 will nat be included in the indexing of the journal

Identify itemns published in this section as an) |Editnrial Commentary

(For example, "Peer-reviewed Article”, "Non-refereed Book Review”, "Invited
Commentary”, etc.)

Restrictions 1 1tems can only be submitted by Editors and Section Editors.
Word Count Limit abstract word counts for this sectien (0 for no limit): I—
Table of Contents ] Omit the title of this section from issues’ table of contents,

¥ omit auther names for section items from issues’ table of contents,

About . Omit this section from About the Journal.

* Further down this same form, choose a user as the Section Editor. If you haven't set up your journal's users
yet, go to Create Users to do so. Until a Section Editor is assigned to a section, notification of submissions
will go to the Editor, who will need to manually select a Section Editor. Once a Section Editor has been
added here, however, all submissionsto this section will go directly to her, bypassing the editor completely.
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Figure 4.63. Add Section Editors

Section Editors

Add & Section Editor to this section to have submissions automatically assigned to the Section Editar.
[Otherwise, Section Editors can be assigned manually, after a submission comes in.) If added, a Section Editor
can be automatically assigned to oversee the REVIEW (peer review) and/or the EDITING (copyediting, layout
and proofreading) of submissions to this section. Section Editors are created by dicking Section Editors under

Roles in Journal Management.

Available Section Editors

USERNAME NAME ACTION
Lpones Sally Jones ADD
This Section's Editors
USERNAME HAME REVIEW EDITING ACTION
None
| Save el

Thisis designed to speed up the workflow and save the editor's time, but in some cases, journal Editors may
want to have all submissions come through them. If thisis the case, simply remove the Section Editor from

the section using the Remove link.

Figure 4.64. Remove Section Editors

Section Editors

Add a Section Editor to this section to have submissions automatically assigned to the Section Editor.,
(Otherwise, Section Editors can be assigned manually, after a submission comes in.) If added, a Section Editor
can be automatically aszsigned to overses the REVIEW (peer review) and/for the EDITING (copyediting, layaout
and proofreading) of submissions to this section. Section Editors are created by clicking Section Editors under
Roles in Journal Management.

Available Section Editors

USERNAME NAME REVIEW  EDITING ACTION

sjones Sally Jones 7

Review Forms

By default, Reviewerswill have atext form to add their comments on the submission, with atext field for Authors and
Editors, and a separate field for Editors only. By using the Review Forms, however, you can create web-based forms
that include a variety of pre-set questions to guide your Reviewers and result in more consistent commentary. Setting
up anew Review Form for the first time can be alittle tricky, so follow these steps carefully.

To create anew Review Form, select Review Forms from the Management Pages menu.
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Figure 4.65. Management Pages:. Review Forms

Management Pages

= Announcements
» Files Browser

» Journal Sections
= Review Forms

» Languages

» Masthead

» Prepared Emails
» Reading Tools

= Setup

#» Stats & Reports
» Payments

» Subscriptions

» System Flugins
» Import/Export Data

Click on Create Review Form link

Figure 4.66. Review Forms

Home = User > Journal Management > Review Forms

Review Forms

The peer review forms created here will be presented to reviewers to complete, instead of the default form
which consists of two open text boxes, the first “for author and editor,” and the second “for editor.” Review
forms can be designated for a specfic journal section, and editors will have the option to choose which form to
use in assigning the review. In all cases, aditors will have the aption of including the reviews in correspanding
with the author,

TITLE I[N REWVIEW COMPLETED ACTION

No rewiew forms have been created,
AT FORM

Fill in title and description for a review form, then press the Save button. Remember, you can have many Review
Forms, targeting them to specific sections or even to specific reviewers.
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Figure 4.67. Create Review Forms

Home = User = Journal Management = Review Forms > Create Review Form

Create Review Form

Title® |Articlgs Farm
Description and ] i ) o )
Thatruckions This review form is to be used for all submissions to the Articles
saction.
a aBm| B I U:=i= @ wm @ W

T _Cancel |

* Denotes required field

Back on the previous page, the title of a newly-created review form appears.

Figure 4.68. New Review Form Entry

Home > User » Journal Management » Review Forms

Review Forms

The peer review forms created here will be presented to reviewers to complete, instead of the default form
which consists of two open text boxes, the first “for author and editor,” and the second “for editor.” Review
forms can be designated for a specific journal section, and editors will have the option to choase which farm to
use in assigning the review. In all cases, editors will have the aption of including the reviews in correspanding
with the authar,

TITLE IN REVIEW COMBLETED ACTION

Articles Form ] 0 EDNT | ACTIVATE | PREWVIEW | DELETE | 1 1

CREATE REWVIEW FORM

Click on the Edit link next to the title of review form, and then on the Review Form page select Form Items to start

adding questions (i.e., "items') to this review form.
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Figure 4.69. View Form Items

Home = User » Journal Management = Review Forms > Articles Form = Rewview Form

Review Form

REVIEW FORM FORM ITEMS PREVIEW FORM

Title™ |Articles Form
Description and . . . o ;
Instructione Thls_ review form is to be used for all submissions to the Aricles
saction.
4 DB GE@m B 7 U=z @ w3 W

Cancel |

® Denates required field

From the Form Items page, select Create New Item.

Figure 4.70. Form Items

Home > User > Journal Management > Rewview Forms > Articles Form > Form Items

Form Items

REVIEW FORM FORM ITEMS PREVIEW FORM

ITEM ACTION

Neo form iterms have been created.

CREATE NEW ITEM

On the resulting New Item page, you can configure your first question for thisform.
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Figure4.71. Create New Item

Home > User = Journal Management = Rewview Forms > Articles Form > Create New Item
Create New Item

Item™
Rate the clarity of the writing style.

XA @@ B £ U ic| @) e (5] ™)

[¥] meviewers required to complete item

Item type™ [ Choaose item type lv

Choose itemn type
Single word text box
Single line text box
Extended text box

* Denotes required Drop-down box

In the Item box, type in the question. You can then select whether or not to make the question required. Finaly,
choose an item type from the dropdown menu: single word text box, single line text box, extended text box (thisisa
larger text box alowing for amore detailed response), checkbox (thiswould allow reviewersto check off one or more
choices), radio button (this limits reviewers to selecting a single answer), or drop-down box (thisalso limits reviewers
to selecting asingle answer, but does so using a dropdown menu rather than alist of buttons). If you choose the radio
button or checkbox option you have the option to Add Selection. Selections are possible checkbox or radio button
answers to the question. Remember to Save!
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Figure 4.72. Adding Form Item Selections
Home = User » Journal Management > Review Forms > Articles Form > Create New Item

Create New Item

-
L Rate the clarity of the writing style.
A B EEHE| B 7 U iE| @ w3 %

¥ reviewers reguired to complete item

Item type™ [Radiu buttons (vou can only choose one) E]
Order  Selection
|1 ery Good Dbt I
|2 Good Delete |
|3 Ayverage Delate I
[4 Below Average Delete I
5 Poor Diglete

Add selection
XN Cencel |

All created items can be edited, deleted or reordered. Additional items (i.e., questions) can be added by clicking on
Create New Item. Notice that you can also copy the question to another Review Form if you have more than one.
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Figure4.73. View Form Items

Home > User > Journal Management > Review Forms > Articles Form > Form Items

Form Items

REVIEW FORM FORM ITEMS FREVIEW FORM

ITEM ACTION

Rate the clarity of the writing style. EDIT | DELETE | £ 1

1-1ef1l Items
Copy to: | Articles Form [ Selact Al

CREATE MEW ITEM
Selecting Preview Form alows you to view the review form before activating it.

Figure 4.74. Preview Form

Home = User = Journal Management > Review Forms > Articles Form > Preview Form

Preview Form

e e T T T TR

REVIEW FORM FORM ITEMS PREVIEW FORM

Articles Form

This review form is to be used for all submissions to the Articles section.

Rate the clarity of the writing style.®

) very Good

D Good

® Average

) Below Average
) Poor

* Denctes required field

To return to the main Review Form menu, select Review Forms from the breadcrumbs at the top of your screen.
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Figure 4.75. Return to Review Forms

Home = User = Journal Management > Review Forms > Articles Form > Review Form

Review Form

REVIEW FORM FORM ITEMS PREVIEW FORM

Title® |articles Form

Description and

lnstrugtmns Thiz review form iz to be used for all submizsions to the Articles
saction.
A DA@EGR B 7 U == @ wm 3 W)

B _concel |

* Denotes required field

Back at the main Review Forms page, you can create another form (perhaps for your Book Review section), or edit,
activate, preview, delete, or re-order existing forms. Once areview form is activated, it is ready to be used by editors

when assigning areviewer.

Figure 4.76. Activate Review Form

Note

Home > User > Journal Management > Review Forms

Review Forms

The pear review farms created here will be presanted to reviewsrs to camplate, instead of the default form
which consists of two open bext boxes, the first “for author and editor,” and the second "for editor,” Review
forms can be designated for a specific journal section, and editors will have the option to choose which form to
use in assigning the review. In all cazas, aditors will have the aption of including the reviews in corresponding
with the author.

TITLE IM REVIEW COMPLETED ACTION

Articles Form

Once a Review Form has been activated and used in at least one review, it cannot be deleted, deactivated,
or modified. Thisis to preserve data consistency within OJS. You can always stop using a form, or copy
previous form items to new forms.

From this page you can also quickly see how many forms are currently "In Review" (i.e., part of review that is still in
process) or "Completed” (were used as part of areview that is now finished).

70



PKP | PUBLIC KNOWLEDGE PROJECT

Languages

OJS can be made available to usersin any of several supported languages. Aswell, OJS can operate as a multilingual
system, providing users with an ability to toggle between languages on each page. Here is an example of a Russian
journa using OJS.

Figure4.77. OJSin Greek

Hauano > e-HIaHRE GANYARTETS GEIGNOIHE B BCKYCCTE

EEPUR JCHIRMAL SYSTLMS

e-uanaHud daryasTeTa PUIONIOTHH H HCKVCCTE Do
NeABIOBATE AL
o - i
CHAaHIHHABCKAA (I)HJID.TIDI‘H.FI bt
- Mapoas
BOCMOTETY | TECYILMA B | BEMpCTOALTE o (e oy
CTpYKTYpHAsA M NPHKIaIHAS THHIBHCTHEL
RIBK
T | TEHIAnf GWOYCY | PECHETRALIA
COREFRAHNE
Pyeceras HeTopHdeckas TeKcHEOTOTHS B JTeKcHKorpadna Mo
DQCMOTRETE | TECAME BRNYCE | FEMHCTRALIHA g
(Bza =]
CepepHOPVCCKHE MOBOpL
BOCMOTEETY | TECVILME Bl | BEMMCTDALTHA PAIMEP LWPHSTA
[ [a] (A

Using the language toggle in the sidebar, readers can switch from Russian to English. Y ou can see that all of the OJS
terms (About, Log In, Register, Search, etc.) have been translated (the system takes care of this). The content, however,
must be trandlated by the journal. In the example below, the journal has not translated the titles for two of the journals,
so they continue to appear in Russian.
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Figure4.78. 0JSin English

rome > Editions of faculty of philolegy and arts
ty ph CEPLR JCHRRHAL SYSTEMS

Editions of faculty of philology and arts

Secandinavica

VIEW JouRKAL | CURRENT [SSUE | REGISTER

CTpykTypHas H NPHKIaAHAA THHTBHCTHEA

wsl, | GUERENT [S5VE | BEGLSTER

£ P i . £ . Search

Russian Historical Lexicology and Lexicography —

AEERE JOURNAL | SUBRENT [SSUE | BEGISTER [ T]
[(Sea=]

CeRepHODYCCKHE TOBODE

YIEW oURKAL | CURBENT [33uF | REGISTER

To activate another language for your journal, go to the Management Pages.

Figure 4.79. Management Pages: L anguages

Management Pages

» Announcements
# Files Browser

# Journal Sections
» Review Forms

» Languages

» Masthead

» Prepared Emails
» Reading Tools

» Setup

» Stats & Reports
» Payments

» Subscriptions

# System Flugins
# Import/Export Data

From here you will see all of the languages available for your journal. If you do not see any additional languages to
choose, have your Site Administrator add them for you.
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Figure 4.80. Languages

Home = Usar > Journal Manageament > Languages

Languages

015 can be made available to users in any of several supported languages. As well, 015 can operate as a
multilingual system, providing users with an ability to toggle between languages on each page, and allowing
certain data to be entered in several additional languages.

If a language supported by Q15 is not listed balow, ask your site administrator to install the language from the
site administration interface. For instructions on adding support for new languages, please consult the Q15
decumentatian.

Primary locala® [E“mmh—T
This will be the default language for the journal site.

Supported locales ut Forms
English | 7| SETTINGS
Espafiol (Espafia) S ¥| RELOAD LOCALE-SPECIFIC DEFAULT SETTINGS

Select all locales to suppert on the site via a language select menu to appear on each
page. The menu will anly appear if maore than one locale is selacted,

EXN _Cancel |

You will be able to enable any installed language to be used as part of the overall user interface, or with user-filled
web forms, or both.

Masthead

The Masthead is used to list of people associated with the journal. Y ou can access this from the Journal Manager's
Management Pages. The Masthead information will appear in About the Journal, under People.

Figure 4.81. Management Pages. M asthead

Management Pages

» Announcements
Files Browser
Journal Sections
Review Forms

Prepared Emails
Reading Tools
Setup

Stats & Reports
Payments
Subscriptions
Systern Plugins

» Import/Export Data

¥OW W ¥ W ¥ ¥ ¥ W W W W

The Masthead configuration page provides two methods of displaying the members of your journal's Editorial Team:
either automatically (generated from assigned user roles -- e.g., anyone enrolled as an Editor will appear on the page),
or manually (using the Create Position Title option). This can be useful if you wish to have titles other than those
provided by OJS (e.g., Editor-in-Chief, Managing Editor, etc.). To use this second option, change the radio button and
hit Record (note, that last step is commonly overlooked, so be sure to hit it if you wish to change from one option
to the other).
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Figure 4.82. Masthead

Heme = User = Journal Management > Masthead

Masthead

Under People in About the Journal:
Q15 lists people in Editorial Team under assigned roles (Journal Manager, Copyeditor, etc.)

[@ The Journal Manager creates titles and adds people under each title.

TITLE ACTION

No editorial team positions have been created.

CREATE POSITION TITLE

Next. select "Create aPosition Title", fill out thetitle form, and choose whether thetitle will appear under the Editorial
Team or under People on its own in About the Journal. It could be the position of a single person (e.g., Managing
Editor) or of agroup (e.g., Board Members).

Figure4.83. Create Title

Home > User > Journal Management > Masthead > Create Title

Create Title

Title™
Type

[Managing Editer

% Have title appear under Editorial Team in People section of About the Journal (e.g.
Editar)

Have title appear as its own category under People (e.g. Editorial Board)

Save =0T

* Danotes reguired field

After saving, you will be able to use the Membership link to add a name or names to the position. Note the email
icon next to the Managing Editor title. Once this group has been populated with members, you can use this icon to
quickly email everyonein that group.

Figure 4.84. Member ship

Home »> User » Journal Management > Masthead

Masthead

Under Feople in About the Joumnal:
9 015 lists people in Editorial Team under assigned roles (Journal Manager, Copyeditor, etc.)
The Journal Manager creates titles and adds people under each title.

TITLE ACTION

Managing Editor EDIT | MEMBERSHIP | DELETE | & L

1-1of1temns
CREATE POSITION TITLE
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On the resulting page, you will see a list of existing members of this group. From here you can also add members
by clicking on 'Membership'.

Figure 4.85. Add M ember

Home > User > Journal Management > Masthead > Managing Editor > Membership
Membership

SOITTITLE | MEMBERSHIP

NHME ﬁmm"

E— Thlsgraup has nﬂmeﬂbers- e — =

From the list of user accounts, use the Add Member link to add them to the group. send an email to all members of
agroup by clicking on the email icon next to thetitle name.

Figure 4.86. Adding the Member
Home > User = Journal Management > Masthead > Managing Editor = Add Member

Add Member

BCDEEGHIJKLMNOPORSTUVMMWXYZ Al

HAME ACTION
ADD MEMEER

ADD MEMBER

Once thisis done, you can see the results on the About page, under Editorial Team.

Figure 4.87. Masthead Display

Home = About the Journal = Editorial Team

Editorial Team

Managing Editor

Sally Jones

Prepared Email

OJsfacilitateswork flow communication through the use of prepared email messages. The wording of these messages
has been added to get you started, but they can be easily modified.
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» Go to Management Pages section and select Prepared Emails:

Figure 4.88. Management Pages: Prepared Email

Management Pages

= Announcements
# Files Browser

» Journal Sections
» Review Forms

» Languages
Masthead
Frepared Emails
Reading Tools
Setup

Stats & Reports
Payments
Subscriptions
System Plugins
= Import/Export Data

¥O¥F ¥ ¥ ¥ ¥ ¥ W

» Fromthe Prepared Emails page, sel ect the template you wish to edit by using the Edit link. Y ou will probably
have 3 pages of templates, not just 1.

Figure 4.89. List of Prepared Emails

Home > Journal Management > Prepared Emails

Prepared Emails

EMAIL

TEMPLATES SENDER RECIPIENT SUBJECT ACTION
REVIEW Section  Reviewar Article Review Reguest EDIT | DISABLE | RESET
REQUEST [ Editor

REVIEW Section  Reviewer Article Review Reguest EDIT | RESET
REQUEST Editor

ATTACHED

REVIEW Section  Reviewer Article Review Request EDIT | DISABLE | RESET
REQUEST Editar

ONECLICK =1

» Make your changes to the selected template. Avoid changing any of the embedded program variables
(anything that looks like { $this}) however, asthese will dynamically generate appropriate information. (For
example, {$reviewerName} in the figure below will insert the Reviewer recipient's name into the email.)
Remember to Save your changes.
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Figure 4.90. Edit a Prepared Email

Home = User > Journal Management > Prepared Emails = Edit Email

Edit Email

This email from the Section Editor to & Reviewer requests that the réviewer accept or decline the task of
reviewing & subrmission. It pravides infarmation about the submission such as the title and abstract, a review
due date, and how to access the submission itself. This message is used when the Standard Review Process is
selected in Journal Setup, Step 2. (Otherwise see REVIEW_REQUEST_ATTACHED.)

Email Template (English)

Subject |Article Review Request

Bady {&reviewerNama}: E

I believe that you would serve as an excellent reviewer of the manuscript,
“{$articleTitle},” which has been submitted to {SjournalName}. The
submizsion's abstract is inserted below, and I hope that you will consider
undertaking this important task for us.

Please log into the journal web site by {$weeklaterDate} to indicate =
whether you will undertake the review or not, as well as to access the
submizsgion and to record your review and recommendation. The web site

s {tjournalur}

The review itself is due {§reviewDueDate}.

If you do not have your username and password for the journal's web site,
wou can use this link to reset your password (which will then be emailed to
vou along with your username). {$passwordfesetUrl}

Submission URL: {$submissionReviewUrl}

Thank you for considering this request. -

| Enable this email tamplate

[ Sove ISR

Reading Tools

TheReading Toolsaredesigned to assist experienced and novicereaders by providing arich context of related materials
from awide variety of largely open access sources. These optional tools use an author's keywords to automatically
search a relevant open access database for related materials which are presented to the reader in another window.
Readers have a choice of tools, and within each tool a choice of databases, along with access to information about
the database. Here is an example from Postcolonial Text. You can see a list of resources in the right menu (under
Related Items). The steps below will aso show you how to configure thelist of links above the Related Items (Review
Policy, About the Author, etc.).
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Figure 4.91. Reading Tools Display

Posteoloral Text, Vil 4, Ko 4 (2008) BT Nos (200l
4, No 4 (2008]

i my ARST L0 i ARG TR BlAREH SRR ENT AREHIVER

TAELE OF CONTENTS

Home > Vol 4, Mo 4 [J008) > Comdort

Fern Sace: [a] [a] (B

The Hidden Life of Things: Commaodification, Imperialism, and Environmental
Feminism in Arundhati Roy's The God of Smeall Things
Supan Margusnte Comforf

Abstract

Ervrvrommerstal afad postoolonssl lererssis anjue that the sobi=osl eosranry of onpenakem SHers & OMMELrely's S00u] i erii
with Rsture snd Bhe land from o paradge of "the commans” by tne Thal Ireats heture e & commadity. The heeretcal and
imaginative peragectived reprasented i their ressanch and sctivism have made possbls 8s understasding of the
wrheroonrecians of gerder, cliss, and came expiaanon prd erveronmrenial Sesinecton 10 a0 wnderfyng pomern of cazasle
BotumUltan, ahe that & iengifed ool of kb ared land. In this atide, | develop an snslyiis of Arundhati
W|nwdfmmdw7wnmmwmm Eerminist Sritique in onder o gai grasber insght ints the commadity
loges of emmpere, Indeed, 0 & my Srgument That the norvels Bnuotunel prnoples of Aonkneanty, refetinon, snd lvered cormpkety
penenste & deeply dialectiesl view of hstory, destity, and the efriforment. Central 1o thil sarretive projes & the rovels
terrogatan of the lagee that hea the of patrnarchal ieclogcal dzemabicns under capdalat
rgerialam, That o, the favel may be $s0 10 be & profound med an tha often onfounded wires urdertyrg Tones of
hatary afd soantmics ace oahoeabed within demisant nafratives aed habits of thought, The savel contrams the surfscs Fessegs
of thinga with: the undertying realites of Bisterical exploitaton, and thus demoratrates how ideclogical percepton is organised But
akpy usdermened, [n order 10 hally Spprerate the sovels sovk of demyniaton, my axamenabon of The novel Sevelios what
mght Be describeed B 8 “regative Salems of etvronmentsl Tomssm™ 1 memogabe = b 5o be cofdrud SReTalives 1o -
the dominant mesningl that stnacture sotal inbersction and relatisnships with the efmvirenment.

Full Tesa: por

ISSH 1705-0E00] Part of res HUMANITIES FRENS

If you click on one of the resource links (e.g., Web Search), it will open a popup window with links to a variety of
resources (e.g., Google, etc.) to search. Note the use of the article keywords as the search terms. All of the resources
and resource categories are completely configurable.
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Figure 4.92. Reading Tools. Web Search

Web Search

The Hidden Life of Things: Commodification, Imperialism,
and Environmental Feminism in Arundhati Roy's The God of
Small Things

The search terms have been selected by the author(s). They can be
altered or deleted by the reader, as two or three short, precise terms or
phrases produced the best Boolean (AND) searches. To learn more about
the resources searched, click on ABOUT. These resources have been
selected for their relevance and open (free) access to all or part of their
contents,

Search Terms |Cnmmndiﬁcation, Imper

Search I 1. Google ABOUT

Search I 2. Google Scholar seouT
Search I 3.  Clusty the Clustering Engine AEQUT

S'EE“'““I 4. Vivisimo AB0UT

SUGGEST A SOURCE

Configuring the Reading Tools
By default, the Reading Tools are disabled. To activate and configure them:

» Go to Management Pages section and select Reading Tools.

Figure 4.93. Managment Pages. Reading Tools

Management Pages

= Announcements
» Files Browser

» Journal Sections
» Review Forms

» Languages

» Masthead

» Prepared Emails
» Reading Tools

= Setup

» Stats & Reports

» Payments

» Subscriptions

» Systemn Plugins

» Import/Export Data

79



PKP | pusLIC KNOWLEDGE PROJECT

» Choose Reading Tool Options.

Figure 4.94. Activating Reading Tools

Home = User = Journal Management = Reading Tools

Reading Tools

Status

Reading tools: Disabled
Related items: Disabled

Configuration

» Reading Tool Options
» Related Item Sets

Management
» Validate URL= for Reading Tools

Sharing

#» Configure AddThis

Checking the "Enable Reading Tools ..." checkbox will activate them for your journal.

Figure 4.95. Reading Tool Options
Home = User = Journal Management > Reading Tools » Reading Tool Options

Reading Tool Options

The reading tools appear in a frame baside published items in the sactions of the journal that have been
designated for indexing. The reading tools consist of a set of optional tools related to the published item, listed
below, and a set of tools that provide access to related items, organized by field and discipline.

| Enable Reading Tools for designated sactions of journal.

Y ou can also configure which toolswill be available to your readers. Y ou may wish to experiment with these yourself
to seeif some or al of them will be useful to your audience.
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Figure 4.96. Journal Item Tools

Journal Item Tools

[f] Abstract (presents the item's abstract).

About the author (displays the bio statements entered by the author).

How to cite item (provides bibliographic detail for item).

Indexing metadata (displays item's indexing metadata provided by author and system).
Supplementary files (displays list of files author included with submission).

Print wersion (provides a printer-friendly wersion of an item]).

HEEEEE

Look up terms (enables readers to double-click on any word in an item and send the word to a
dictionary).

Fil MNotify a colleague (leads to an email template with link to itemn).
[ Email the author (leads to an email template with author's email).
Find References
Add comment (enables readers to post comments, with Journal Manager able to delete).
Users must be registered and logged in to post, with ansnymity not permitted.

Users must be registered and logged in to post, with anonymity permitted.
Users do not need to be registered to post, with anonymity permitted.

Under "Related Item Tools', you will find a dropdown menu of subject areas. You can select the subject that best
matches your journal to provide additional reading toolsthat are specific to that discipline. For example, if you choose
Humanities, you will not see search options for the Health Science index PubMed.

Figure 4.97. Related Item Tools

Related Item Tools

Field IHumanities El
See RELATED [TEMS SETS to view, add, correct, or delete related items for each field.

_Cancel |

Returning to the Reading Tools menu, you can now choose Related Item Sets to customize the Reading Tools for
your journal.
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Figure 4.98. Related Item Sets

Home > User » Journal Management > Reading Tools

Reading Tools

Status

Reading tools: Enabled
Related items: Humanities

Configuration

» Reading Tool Options

= Belated Jtem Sets

Management

» Walidate URLs for Reading Tools

Sharing

* Configure AddThis

From here, you will see alist of subject areas, and the configuration options for each of them.
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Figure4.99. List of Related Item Sets

Home > User > Journal Management > Reading Tools > Related Ttem Sets

Related Item Sets

TITLE LOCALE

agriculture R - an_Us - '.-'i'_:"‘.l'J.T.E. | METADATA | c.é'.'rsrrs | Ex?:%‘r | BELETE
Art & Archibecture en_Us VALIDATE | METADATA | CONTEXTS | EXBORT | DELETE
Astrophysics en_US VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Biclogy en_LUS VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Business en_US VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Chemistry en_Us WALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Cognitive Science en_Us VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Computer Science en_Us YALIDATE | METADATA | CONTEXTS | EXSORT | RELETE
Economics an_Us VALIDATE | METADATA | CONTEXTS | EXSOAT | DELETE
Education en_LUS VALIDATE | METADATA | CONTEXTS | EXSORT | DELETE
Environment en_LUS VALIDATE | METADATA | CONTEXTS | EXPQRT | DELETE
eneral Science en_LS VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Genenc en_US VALIDATE | METADATA | CONTEXTS | EXPORT | DELETE
Humanities an_USs DATE | METADATA | CONTEXTS | EXSQAT | DELETE
Life Scencas an_Us YWALIDATE | METADATA | SONTEXTS | EX=0AT | DELETE
Mathematics en_Us YALIDWTE | METADATA | CONTEXTS | EXSOAT | DELETE
Music en_US VALIDATE | METADATA | CONTEXTS | EXBQRT | DELETE
Fhysics en_us VALIDATE | METADATA | CONTEXTS | EXPQRT | DELETE
Social Sciences en_LUS VALIDATE | METADATA | CONTEXTS | EXSORT | DELETE

1-19 of 19 Itemns

CSREATE VERSION
BESTORE VERSIONS TO DEFALILTS

| | Browse. | impod Viersion |

For each subject, you will see a series of options: Validate, Metadata, Contexts, Export, and Delete. While scrolling
down the page of subject items, you will aso see the option to create your own set for adiscipline not listed here.

Validate will check that al of the URLs for the resources associated with that subject are valid. Depending on the
amount of associated resources, this may take a few minutes.

M etadata describes the subject item.

Contexts show the various options that are available for that subject area:
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Figure 4.100. Contexts

Home > User > Journal Management > Reading Tools > Related ltem Sets > Humanihies > Contexts

Contexts

METADATA  CONTEXTS

TITLE ABEREV
Author’s wark Other Works t 1 | METADATA | SEARCHES | DELETE
Look up terms Look up terms t 1] METADATA | SEARCHES | DELETE
Gaw't poliey Gav't policy t 1| METADATS | SEARCHES | DELETE
Book searches Book searches 11 | METADATS | SEARCHES | DELETE
Lit eritics Literary Critics t 1 | METADATA | SEARCHES | DELETE
Book reviews Book reviews t 1| METADATA | SEARCHES | DELETE
Related studies Related studies t 1 | METADATA | SEARCHES | DELETE
Dissertations Dissertations 11 | METADATA | SEARCHES | DELETE
Databases Catabases t 1 | METADATA | SEARCHES | DELETE
Relevant portals Relevant portals t1 ] METADATA | SEARCHES | DELETE
Fay-per-view Fay-per-view t 1] METADATA | SEARCHES | DELETE
Related taxts Related taxts t 1| METADATS | SEARCHES | DELETE
Online forums Online forums 11| METADATA | SEARCHES | DELETE
Teaching files Instructional t 1 | METADATS | SEARCHES | DELETE
Media reports Media reports t 1| METADATA | SEARCHES | DELETE
Web search Web search t 1 | METADATS | SEARCHES | DELETE

1 - 15 of 15 Items

CREATE HTEXT

The Up and Down arrows allow you to reposition the contexts -- or you can click on the title or abbrev and drag the
entry to anew position (thisis easier than using the up and down arrows!). The Metadata link allows you to configure
the context. The Searches link lets you view, edit, add, or delete the various resources associated with the context.

Figure 4.101. Searches

Home > User > Journal Management > Reading Tools > Related Item Sets > Humanities > Contexts > Web
search > Searches

Searches

METADATA SEARCHES

TITLE URL

Google http:/ffwww.google.cam/ t 1| EQIT | DELETE
Google Scholar http:/fscholar.google.com 11| ERIT | DELETE
Clusty the Clustering Engine http:ffelusty. comyabout 11| EDIT | DELETE
WiAnsimes hitp:ffvnnsimo.com 11| EQIT | DELETE

1-40f 4 Items

CREATE SEARCH

Remember the example from Postcolonial Text? Here is how they would revise the options available under Web
Search. You can use the Create Search link to add a new one, or use the Edit link to modify an existing one.
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Figure 4.102. Edit Search

Home > Usar = Journal Managemant = Reading Tools = Ralated Ttem Sets = Humanibies > Contaxts > Weab
search > Searches » Google > Edit Search

Edit Search

Title [coogle

URL |http;f.-'mm.guoglc-cﬂrm'

Search URL |http:f.-'mmr.guoglc.curm’starch?u ={$formKeywords}
Post data |

Description

Search using the popular Google search angine.

ALDBRGE®E B I UEIS @ e 3 3
_Cancel |
Y ou may need to contact the search service directly to find out the appropriate Search URL.
Export creates an XML file of theitems.
Delete removes the item.
Managing the Reading Tools

Returning to the Reading Tools menu, you can now choose Validate URLs for Reading Tools under the Management
heading to test all of the Reading Tool URLSs.
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Figure 4.103. Validating URL sfor Reading Tools

Home = User = Journal Management > Reading Tools

Reading Tools

Status

Reading tools: Enabled
Related items: Humanities

Configuration

» Reading Tool Options
» Related Item Sets

Management
» Walidate URLs for Reading Tools

Sharing

» Configure AddThis

This can take a few minutes, as all of the URLSs are tested. Use the configuration options outlined previously to fix
any broken URLs (and delete any non-function search services).

Sharing

Thisoptionwill allow you to add social networking links (Facebook, Delicious) to your Reading Toolsviathe AddThis
(http://addthis.com/) service. First, select Configure AddThis.
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Figure 4.104. Configure AddThis

Home = User = Journal Management = Reading Tools

Reading Tools

Status

Reading tools: Enabled
Related items: Humanities

Configuration

#» Reading Tool Options
» Related Item Sets

Management
» Validate URLs for Reading Tools

Sharing

+ Configure AddThis

Next, fill in the form with your AddThisinformation (you'll need to visit their site and create an account first).

Figure 4.105. Sharing with AddThis

Home > User > Journal Management > Reading Tools > Sharing

Sharing

To enable your readers to share journal articles, sign up for an account with addthis.com, and copy/paste the
Shanng button code below.

Basic Settings

¥ Sharing Enabled

AddThis.com user stranack

name
Button style share -

L Use drop-down menu

Once thisis saved, the sharing image/link will appear in your sidebar.
Figure 4.106. AddThis Image Display

£l sHARE o %0 ED .
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Statistics and Reports

OJSprovidesanumber of statistical and reporting featuresfor your journal. To accessthem, go to the Journal Manager's
Management Pages.

Figure 4.107. Management Pages. Statistics and Reports

Management Pages

» Announcements
» Files Browser

# Journal Sections
» Review Forms

» Languages

» Masthead

+ Prepared Emails
» Reading Tools

» Setup

» Stats & Reports
» Payments

» Subscriptions

» System Plugins
» Import/Export Data

Thiswill take you to the Stats & Reports page.

Statistics

The Statistics section provides asummary of your journal's usage. Y ou can use the checkboxes to make these statistics
available to readersin About the Journal.
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Figure 4.108. Jour nal Statistics

Journal Statistics

015 caleulates the following statistics for each journal. The “days to review” is calculated from date of
submission (or designation of Review Version) to the initial Editor Decizion, while the "days to publish” iz
measured for accepted submissions from itz ariginal upleading to its publication.

Select the sections for calculating this journal's peer-reviewed statistics.

Editorials

Year =< 2000 >3
[ issues published 0

[ 1eems published 0

[T Toral submissions 0

[ peer reviewed 0

B Accept 0 (0%:)
[T pecline 0 {0%)
[ resubmit 0 (0%:)

[ pays to review o

| Days to publication  ©

[ Registered users 2 (2 new)
[ registered readers 0 (0 naw)

[Tl subscriptions
[T article view Counts (for Authars only)

Note: Percentages for peer reviewed submissions may not add up to 100%, as items resubmitied are either
accepted, declined, or still in process.

Check iterns to ba made available to readers in About the Journal.

Reports

The Reports section lists available spreadsheet reports about different aspects of your journal's activity. The Review
Report summarizesthe review activities (reviewer names, comments, decisions, etc.). The Articles Report summarizes
all of thearticlesin your journal (titles, authors, abstracts, etc.).

Figure 4.109. Report Gener ator

Report Generator

Q15 generates reports that track the details associated with processing submissions to the journal from the
perspective of submissions, editors, reviewers, and sections, over a given period of time. Reports are generated
i SV format which requires a spreadshast application to view.

» Raview Report
» Arficles Peport

Note

While OJS only comes with two reports by default, you may be able to find other report pluginsin the Plugin
Gallery.
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Payments

0OJS includes a Payment module for charging various fees. Fees can be charged for author actions (including fees
for article submission, fast-track peer review, and article publication); article access (subscriptions and pay-per-view
options); and for donations and membership dues.

Payment Options

To enable the Payment Module, click on the Payments link listed under Management Pages.

Figure 4.110. Management Pages. Payments

Management Pages

» Announcements
» Files Browser

# Journal Sections
» Review Forms

» Languages

» Masthead

» Prepared Emails
» Reading Tools

» Setup

» Stats & Reports
» Payments

» Subscriptions

» System Plugins
» Import/Export Data

Y ou can enable the Payments Modul e by clicking the box under General Options. Y ou can aso choose your currency
here. Y ou should ensure that the currency you select here matches up with the currency selected under Subscriptions,
if the subscriptions component is also being used.

Figure 4.111. Fee Payment Options

Home > User > Journal Management > Fee Payment Options

Fee Payment Options

ODPTIONS FEE PAYMENT METHODS RECORDS

General Options

¥ Click here to enable the Payments module. You must configure payment settings by
filling in the form below. Mote Users will be required to lag in to make payments,
Currancy | canadian dollar (CaD) =)

015 deas not perform any currency conversions. If accepting payments for subseriptions,
you must ensure that the subscription currency matches the one specified hare,

Further down the page, you can enable and customize author fees for article submission, fast-track peer review, and
article publication. Note the Waiver Policy. If filled in, thiswill display along with the Submission Checklist in article
Submission Step One, and in About the Journal, under Submissions.
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Figure4.112. Author Fees

Author Fees

Saelected optisns, along with their descriptions and fees (which can be edited below), will appear in Step 1 of the
submission process and in Abgut the Journal under Submissions, as well as at points where payment is required.

[#] Article Submissian

Fae 100

Fes Name [article Submission

uthors are required bo pay an Article Submission Fee as
Fee Description part of tha submission process to contribute to review
|oosts.

:J‘ Fazt-Track Reawviaw

Fee 100

Fee Name [Fast-Track Review

With the payment of this fee, the review, aditoral
Fae Description |decision, and auther notification on this manuscript is
guaranteed to take place within 4 weeks.

[ Article Publication
Fee 100
Fae Name I.h.rtlcl: Publication

If this paper is accepted for publication, you will be
asked to pay an Article Publication Fee to cover
publications costs.

Fee Dascription

an opportunity to waive each fae. We do not want fees to
prevent the publication of worthy work.

If you do not have funds to pay such fees, you will have
Waiver Policy

Reader fees can aso be enabled. This can be used for either subscriptions or pay-per-view.

Figure4.113. Reader Fees

Reader Fees

Selected options, along with their descriptions and fees (which can be edited below), will appear in About the
Journal under Policies, as well as 8t points where payment i5 required.

7 This will activate payments for Subscriptions, where types, cost, duration and
o subscriptions are managed by the Journal (Subscription) Manager.
] Purchase Article
Fee S0
Fee Name [Purchase Article

The payment of this fee will nable you to view,
Fae Description download, and print this article.

Only Restrict Access o PDF version of articles

As can genera fees for association membership and/or donations can aso be added. The Association Membership
informationwill appear in About the Journal under Policies, and the Donation link will appear abovethe search function
in the right-hand frame (it is a sidebar block that can be re-positioned -- see Journal Setup for details).

91



PKP | PUBLIC KNOWLEDGE PROJECT

Figure4.114. General Fees

General Fees

The Association Membership will appear in About the Journal under Palicies, and the donations hink will appear
abave the search function in the right-hand frame.

¥ Asgsociation Membership
Fes 100
Fes Name [association Membership

The payment of this fee will enroll you a5 a member in
Fee Description thiz association for one year and provide you with free
access ta this journal.

& Donations to journal

Fee Name |Dunation5 to journal

Donations of any amount to this journal are gratefully
Fee Description raceived and provide a means for the aditors to continue
o provide a journal of the highest quality to its readers.

ETT _Cancel |

Payment Methods

Y ou can edit fee payment options by clicking the Fee Payment M ethods link at the top of the Fee Payment Options page.

Figure 4.115. Fee Payment Options

OPFTIONS FEE PAYMENT METHODS RECORDS

General Options

] Click here to enable the Payments module. You must configure payment settings by

If you choose the Manua payment option, you can enter instructions on how to pay fees to the journa. These
instructions will be displayed whenever a user needs to pay afee.
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Figure 4.116. Fee Payment M ethods. Manual

Hame = Usar > Journal Managemeant = Fee Payment Methods

Fee Payment Methods

COPTIONS FEE PAYMENT METHDDS RECORDS

You may configure any of the following Payment Method Flugins from this screen,

Fee Payment Methods
PayFal Fee Payrment

PayPal enables usars, whether or not they are PayPal members, to use all major credit cards. The Manager wall
need to set up a PayPal Business Account.

2 Manual Fee Payment

The manager will manually record receipt of a user's payment (outside of this software).

Manual Payment Settings

Instructions™ Fee Payment Instructions for users selecting manual fee payment
[Flease send a cheque or money order to:

Journal of Open Journal Systems
1234 Main Street

|Burnaby, BC Canada

VEA 156

TN _conce |

" Dencbtes required feld

If you choose the PayPal payment method, you must enter the appropriate PayPal account information for the serviceto
work correctly. The advantage of this option isthat readers can make immediate payments and have immediate access
to your content. With the Manua Paymen Method, readers will need to wait until you have approved their payment.
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Figure 4.117. Fee Payment M ethods. Paypal

Home > User > Journal Managemeant > Fee Payment HMethods
Fee Payment Methods

QPFTIONS FEE PAYMENT METHODS RECORDS

You may configure any of the following Payment Method Plugins from thiz screen.

Fee Payvment Methods
2 PayPal Fee Payment

PayPal enables users, whether or not they are PayPal members, to use all major credit cards. The Manager will
msad bo sat up & PayPael Businsss Sesounl.

Manual Fee Payment

The manager will manually record receipt of a user’s payment (outside of this software).

PayPal Settings

1PN URL® [htps:/fwww.paypal.com/egi-bin/webser
This is the URL to PayPal's Instant Payment Notification (IPN) service. For testing, use
hitps S fwww sandbox pavpal. com/cgi-bin/webgcr: for production systems, use
h o enan, I 1-biny w r.

Saller Account® |¢diturggmai1_m

This s the PayPal account username for the sellers’ account to be used, typically an email
address. Ensure that you activate Instant Payment Motification (IPN) in your seller account
Frofile.

[ Sove Y

" Denobes required field

Payment Records

The Payment modul e tracks system payments, and provides records on the Records page. Y ou can access this page by
clicking the Records link at the top of the Fee Payment Options page.

You will be provided a list of users who have made payments to your journal, with payment types and timestamps

listed. If you click on the Detailslink next to alisted item, you will see amore comprehensive summary of the payment
record.

Subscriptions

If you have chosen the subscription option for your journal (see Journal Setup section 4.1), a link to manage your
subscriptions will appear on your menu.
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Figure 4.118. Management Pages. Subscriptions

Management Pages

Announcements
Files Browser
Journal Sections
Review Forms

Prepared Emails
Reading Tools
Setup

Stats & Reports
Payments
Subscriptions
System Plugins

» Import/Export Data

¥OW W W W ¥ ¥ ¥ W ¥ W W W

On the resulting page, you will see an overview of the subscription activity for your journal, and a set of choices to
configure and manage your subscriptions, including Subscription Types, Subscription Policies, Payments, Individual
Subscriptions, and Institutional Subscriptions. From this page you can a so create a new subscription.

Figure 4.119. Subscription Summary

Home > User > Journal Management > Subscriptions Summary

Subscriptions Summary

SUBSCRIPTIONS SUMMARY INDIVIDUAL SUBSCRIPTIONS INSTITUTIONAL SUBSCRIFTIONS
SUBSCRIPTION TYPES SUBSCRIPTION POLICIES PAYMENTS

Individual Subscriptions

» Active (0)

» Needs Information (0)

* Needs Approval (0)

» Awaiting Manual Payment ()
» Awaiting Online Payment {0)
* Other. See Notes (0)

CREATE NEW SUBSCRIFTION

Institutional Subscriptions
= Active (0)
» Needs Information (0)
» F:Jeec:s Approval (0)

» Awaiting Online Payment (0)
* Other, See Notes (0)

CREATE NEW SUBSCRIPTION

Subscription Types

The first step in setting up subscription management is to designate the types of subscriptions the journal offers.
Journals typically offer individual subscription and institutional subscription rates. Some journals may have special
offers for members of an organization or students. OJS will support the management of print and/or online
subscriptions. More than one type of subscription can be created to cover longer periods of time (12 months, 36
months).
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To begin, select Subscription Type and from the resulting page, click Create New Subscription Type.

Figure 4.120. Subscription Types

Hame > User > Journal Management > Subscription Types

Subscription Types

SUBSCRIFTIONS SUMMARY INDIVIDUAL SLBSCRIPTIONS INSTITUTIONAL SUBSCRIPTIONS
SUBSCRIPTION TYPES SUBSCRIPTION POLICIES PAYMENTS

SUBSCRIFTION TYPE SUBSCRIPTIONS DURATION COsT ACTION

No subscription types have been created,
CEEATE HEW SUBSCRIPTION TWEE

Next, fill in the details, including a unique name, a description, cost, and currency. Y ou can aso determine if it isfor
online, print, or online + print. You can also set the duration of the subscription, and whether it is individual (login
required) or institutional (access vialP address or domain name -- e.g., sfu.ca). Lastly, you can require a membership
for the subscription (perhaps for areduced fee) and hide the subscription type from being published on the About page.

Figure 4.121. Create New Subscription Type

Home > User > Journal Management > Subscription Types > Create

Create New Subscription Type

Mame of Type™® |Student

Description ) ) ; ’
This subscription is available for current students.

&y B@mEs| B 7 Uiz = | v 5 B
Cost™ 100
Enter a numeric value {e.g. 40 or 40.00) without symbaol (e.g., £).
Currency™ | Canadian dollar (CAD) [=]
Format™® I Online :
Duration™ @ Expires after [12 months (e.9. 12)

) Never expires
Subscriptions @ Individual (users are validated via login)
Institutional (users are validated via domain or IP address)

Options | Subseriptions require membership infarmation
(e.g. of an association, organization, consortium, etc.)

] oo not make this subscription type publicly available or visible
(e.q. under Subscriptions in About the Journal).

ST Sove ond Creste Another | Cance |

= Denotes required field

96



PKP | PUBLIC KNOWLEDGE PROJECT

Subscription Policies

Under the Subscription Policies heading you will have to enter information in several sections.

* Subscription Manager: Add the contact information for the journal's Subscription Manager. Thiswill appear
on the About page.

Figure 4.122. Subscription Manager

Subscription Manager

The contact listed under Subscriptions in About the Journal.

Name |william wright
Email |ww@j ajs.org
Phone [60a-258-8521
Fax —

iling Addr
AL ddress 1234 Main Strest

Burnaby. BC, Canada
V3A 156

 Subscription Information: The Subscription Types and fee structure will be automatically placed under
Subscriptions on the About the Journal page, along with the name and contact information for the
Subscription Manager. Additional information about subscriptions, such as methods of payment or support
for subscribers in developing countries, can be added here.

Figure 4.123. Subscription Information

Subscription Information

The Subscription Types and fee structure will be automatically placed under Subscripbions on the About the
Journal page, along with the name and contact information for the Subscription Manager. Additional infarmation
about subseripticns, such as methods of payment ar suppart for subseribars in developing countries, can be
added here.

More gubscription information hare.

A DB H@m| B F U iSi= K ovm 3 %

HTML can be used in textarea (for font size, calor, ete.), with “returns” treated as <bee; HTML editor warks with
Firefox browsers.

* Subscription Expiry: Upon subscription expiry, readers may be denied accessto all subscription content, or to
those published after subscription expiry date. Useful reminders can be sent out to your subscribers, informing
them of expiry dates. The Site Administrator will need to enable and configureschedul ed_t asks within
confi g.inc. php toalow for these options to be enabled.
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Figure 4.124. Subscription Expiry Reminders

Subscription Expirv Reminders

Automated email reminders (available for editing by Journal Managers in 0J5's Frepared Emails) can be sent to
subscribers both before and after a subscription has expired.

Matify subscribars by emaill 1 |~ month(s) before subseription expiry.
Matify subscribers by email I 0 - week(s) before subscription expiry.
Motify subscribers by email | 0| - | week(s) after subscription expiry,

Notify subscribers by -:m:llll 1 |~ | month(s) after subscription expiry.

Note: To activate these options, the site administrator must enable the scheduled casks option in the 013
configuration file. Additional server configuration may be required te support this functionality (which may not
be passible an all servers), as indicated in the 015 documentation.

» Online Payment Notifications: Use this option to alow for automatic notification of online paymentsfor the
Subscription Manager.

Figure 4.125. Online Payment Notifications

Online Pavment Notifications

Autornated email notifications (available for editing by Journal Managers in 0)5's Prepared Emails) can be sant
to the Subscription Manager upon the completion of subscription cnline payments.

¥ Motify Subscription Manager by email upon cnline purchase of an Individual subscription.
El Hatify Subseription Manager by amail upon enline purchase of an Institutional subseription (recormmeandad).
i Motify Subscription Manager by email upon cnline renewal of an Individual subscription.

¥ Metify Subscription Manager by email upon enline renewal of an Institutional subscripticn.

Mote: Institutional subseriptions purchased anline require approval of the pravided demain and IP ranges and
activation of the subscription by the Subscription Manager.

» Delayed Open Access. Although ajournal may wish to limit their content to subscribers, it is aso possible
to allow for back issues to become openly accessible over time. Y ou can set the number of months to pass
before content is opened. It is also possible to send readers a notice when content becomes open, and to add
a statement about delayed open access to your About the Journal page.

Figure 4.126. Delayed Open Access

Delayed Open Access

with delayed open access, editors are still able to designate specific artides within an issue for immediate open
BLCess,

¥ The back issues of this Jjournal will be available in an open access format | 12 month(s) after an issue is
published.

Registered readers will have the option of recaiving the table of contents by email when an issue bacomes
OpEn ACCESS. _
Note: To activate thes option, the site administrator must enable the schaduled casks oplion in the QX5
configuration file, Additional server configuration may be required to support this functionality (which may not
be possible on all servers), as indicated in the Q)5 documentation.

The fellowing Delayed Open Access Policy will be posted in About the Journal under Policies.
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» Author Self-Archiving Policy: This section allows you to also post a statement about your journal's author
self-archiving policy. A default statement is provided, but can be changed to best suit your needs.

Figure 4.127. Author Self-Archiving Policy

Author Self-Archiving Policy
il The fallowing Authar Self-Archiving Palicy will be included in About the Journal under Polices.

This journal permits and encourages authors to post ibtems
submitted to the journal on personal websites or institutional
rapositories both prior to and after publication, whila providing
biblicgraphic details that credit, if applicable; its publication in this
journal.

Payments

Sel ecting the Payments option here will take you immediately to the Fee Payment Option page.

Individual Subscriptions

The Individual Subscriptions section alows you to see all individual subscribers, edit their accounts, and create new
ones.

Figure 4.128. Individual Subscriptions

Home = User > Journal Management > Individual Subscriptions

Individual Subscriptions

MM AR INDIVIDUAL SUBSCRIPTIONS TNSTITUTIONAL SUBSCRIPTIONS

SUBSCRIPTICN T SUBSCRIPTION POLICIES FPAYMENTS

with Status: | All =

User [=] [ contains [« |

Start Date [» ] between | = =l [=] and = [= -]
_Search |

SUBSCRIPTICON

USER TYPE ETATUS START EMD ACTICH

Jimmy Jazz & Student Active  2009-12-24  2010-12-24  EDRIT | REMEW | DELETE
Jane Smith £3 Student Active 2009-12-24 2010-12-24 EDIT | REMNEW | DELETE
1 = 2 of 2 Ibems
CREATE NEW SUBSCRIBTION

To create a new individual subscription, select the Create New Subscription link. If the user already has an account
with the journal, you can sign them up here using their Select link.
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Figure 4.129. Select User

Select User

Su_bscnptiun access privileges are automatically granted to the journal's Journal Managers, Editors, Section
Editars, Layout Editors, Copyeditars, and Proofreaders.

[First name [=] [ contains  [=] | Search
ABCDEFGHIIELMNOPOQRSTUNWXY Z All

USERNAME HAME EMATIL

ADMIN Srnith, Jane stranacki@gmail.com 0 SELECT
SIOHES Jones, Sally si@mailinator.com & SELECT
Lazz azz, Jimmy jjazz@mailinator.com SELECT

1 -3 of 3 [bems
CREATE HEW UISER

Once that is selected, fill in the resulting form.
Figure 4.130. Create New Subscription

Home > User = Journal Management > Individual Subscriptions > Create

Create New Subscription

Status™ Inuiv\e E|
Subscription type™ [ student - 1 year - 100.00 CAD |+

Start date IDecember : |24 : |2nug :
End date Imlz[ IZTE I 2009 []
|

Membership

Reference Number |

User® admin & seect
Note: All changes below are to user's system-wide profile.
Salutation |
First name* IJBHG
Middle name I
Last narme™ |5mith
Initials I— Joan Alice Smith = JAS
Gender I

If the new subscriber does not already have an account, you can create one for them by selecting the Create New User
link at the bottom of the screen. Y ou then need to fill in the resulting form.
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Figure 4.131. People

Home > User > Journal Management > Peup!e

People

Create New User

Salutation |
First namea™ [10e
Middle name |
Last name™ |Brnwn
Gender M =]
Initials 1B Joan Alice Smith = JAS
Enroll user as With no rale -
Journal Manager
Editor
Section Editor
Reviewer
Author
Subscription Manager

Users can be assigned to, or remowved from, a role at any point.

Username™ |j|:m:|wn Suggest
The username must contain only lowercase letters, numbers, and
hyphens/underscores.

Password™ |H-Hv- L1

The password must be at least § characters.
Repeat password™ |““" e

¥| Generate a random password.

Send the user a welcome email containing their username and password.

After filling in the form, you will then need to Select them from the list of existing users and fill in their subscription
details (asin the previous section).

Institutional Subscriptions

Institutional Subscriptions differ from Individual Subscriptionsin a number of important ways. Obviously, oneisfor
entire institutions and the other is just for single users. Individual Subscribers access the content of your journal by
logging in with their username and password. Institutional Subscribers, however, will access the content on acomputer
from arecognized | P address or domain. No logging in isrequired for these institutional readers.

Select Institutional Subscriptions to configure or manage institutional subscriptions.
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Figure 4.132. Subscription Summary

Home = User = Journal Management = Subscriptions Summary

Subscriptions Summary

SUBSCRIPTIONS SUMMARY  INOIVIDUAL SUBSCRIPTIONS  INSTITUTIONAL SUBSCRIPTIONS
SUBSCRIPTION TYPES SUBSCRIPTION POLICIES PAYMENTS

Individual Subscriptions

» Active [3)
» Needs Informaticn (0)

On the resulting page, you can view/edit any existing institutional subscriptions, or use the Create New Subscription
link to create a new one.

Figure 4.133. Institutional Subscriptions

Home > User = Journal Management > Institutional Suhﬁ.crjpliﬂl‘li

Institutional Subscriptions

SUBSCRIPTIONS SUMMARY INDIVIDUAL SUBSCRIPTIONS INSTITUTIONAL SUBSCRIPTIONS
SUBSCRIPTION TYPES SUBSCRIPTION POLICIES PAYMENTS

with Status: [ Al [

Institution Mame || | contains  [=] |
Start Date | = | between - I - 'I'_I and I - 52 -
Esechi|

INSTITUTION NAME SUBSCRIPTION TYPE STATUS START END ACTION

No subscriptions

In the same way as in Individual Subscriptions, you will have the option to select from a list of existing users.
Institutional Subscriptions cover entire organizations, but still must be * owned* by an individual account holder from
your journal.
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Figure 4.134. Select Subscription Contact

Home > User > Journal Management > Institutional Subscriptions > Select Subscription Contact

Select Subscription Contact

Subscription Bocass privileges are autormatically granted to the journal’s Journal Managers, Editors, Section
Editors, Layout Editors, Copyeditors, and Proofreaders,

[ First name [=] [ contains  [=] | _Search |

USERMNAME NAME EMAIL

ADMIN Smith, Jane stranack@gmail.com =1 SELECT
SIONES Jones, Sally si@mailinator.com 53 SELECT
= Jazz, JNrnemy jjazz@mailinator,.com £ SELECT
JBaOwH Brown, Joe jbrown@mailinator... = EhhihT

1 - 4 of 4 Ikems
CREATE NEW USER

If there is no current account holder, use Create New User to make one. Thiswill open the same New User form seen
previously. Thiswould filled in with information about the representative from the institution (often alibrarian).
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Figure 4.135. People

Home > User > Journal Management > People

People

Create New User

Salutation |
First name™* |Vincent
Middle name |
Last name* |oldman
Gender I :
Initials IV'D Joan Alice Smith = JAS
Enroll user as With no role -
Journal Manager
Editor
Section Editor
Reviewer
Author

Subscription Manager

Users can be assigned to, or removed from, a role at any point.

Username™ |valdman
The username must contain only lowercase letters, numbers, and
hyphensfunderscores.

Password™ Illi.ill.
The password must be at least 6 characters.

Repeat password™ |..""“

[¥] Generate a random password.

Once completed, this new user can then be selected as a new institutional subscriber.
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Figure 4.136. Select Subscription Contact

Home > User > Journal Management > Institutional Subscriptions > Select Subscription Contact

Select Subscription Contact

Subscription access privileges are automatically granted to the journal's Journal Managers, Editors, Section
Editors, Layout Editors, Copyeditors, and Proofreaders.

[Flrst name | = [mins EI I M

ABCDEFGHIJKLMNOPORSTUVWXY Z All
USERMAME HAME EMAIL
ADMIN Srmith, Jane stranack@gmail.com £ ZELECT
SIONES lones, Sally si@mailinator.com &1 SELELT
1AZT Jazz, Jimmy nazz@madinater.com m SELECT
BRCWH Brown, Joe jbrown@mailinater... £ SELECT
WL DIMAN Oldman, Vingent voanywhere.ca & RELECT

1-5of 5 Items
CREATE MEW LSER

Once selected, you must fill in the resulting form, including the domain and IP information (this is what will allow
readers from that institution to access your content with logging in). If you are unsure what the |P range is, the contact
should be able to tell you.
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Figure 4.137. Create New Subscription

Home > Usar = Journal Management > Institutional Subscriptions > Create

Create New Subscription

Status™ [Actwe E

Subseription type®  [nstitutional - Canada - 1 year - 200.00 CAD [
Start date [Cecember [=] [24[=] [2008 [=]

End date [December [=] [22[=] [2010]=]

Membership |

Referance Number |

Institution name* |.u.n?wh¢r¢ University

Mailing address 1234 Anywhere Strest
Anywhere, ON, Canada

Domain [un','whcrr..c-a
If & domain is entered here, IP ranges are optional.
valid values are demain names (2.g. lib.sfu.ca).

IP ranges = [14z.58.103.1 - 142.58.103.4

_Add |

If IP ranges are entered here, the domain iz optional.

Valid values include an IP address (e.g. 142.58.103.1), IP range (e.0. 142.58.103.1 -
142.58.103.4), IP range with wildcard ™' (e.9. 142.58.™.%), and an IP range with CIDR
(e.9. 142.58.100.0/24).

Contact™ voldman £ splect

Mote: All changes below are to user's system-wide profile.
Salutation |
First name™ ['u'im:\ent

Middle name |

Last namea™ [l_'.\ldman

System Plugins

System plugins allow OJSto expand its functionality, and accept contributions from participating devel opers, without
altering the core of the program. If you are interested in writing a plugin for OJS, please contact us using the Support
Forum. There is a special plugin gallery on the forum dedicated to new plugins. The most widely used plugins are
shipped with OJS by default, but it is always agood ideato check this gallery for new ones particular to your needs, as
well as updated plugins. Y ou can use the Upgrade Plugin option for each to upload the new files found on the forum.
Most journals wait for any new plugins to be included with a new release of OJS, but if you need a new feature right
away, thisisthe way to upgradeit.

As aJournal Manager, you can decide which plugins to add to your journal, and which to leave out.

Currently included pluginsinclude an alternative user authentication system (LDAP), imports and exports, an indexing
tool for Google Scholar, themes, block plugins for Ul extensions, and more.

To see all of the available plugins, select System Plugins from the Journal Manager's Management pages.
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Figure 4.138. Management Pages. System Plugins

Management Pages

» Announcements
# Files Browser

# Journal Sections
» Review Forms

» Languages

% Masthead

% Prepared Emails
» Reading Tools

» Setup

» Stats & Reports
» Payments

» Subscriptions

#= System Plugins
» Import/Export Data

On the resulting page, you will see al categories of plugins.

Figure 4.139. Plugin Management
Home > User > Journal Management = Plugin Management

Plugin Management

Thizs page allows the Journal Manager to review and potentially configure the plugins that are currently installed.
Flugins are divided into categories, according to their function. The categories are listed below, and within each
category, its current set of plugins.

» Authorization Plugin
» Block Pluging
it n Format Pluging

= Implicit Authentication Pluging
» Import/Expart Pluging

» Payment Fluging

» Report Pluging

» Theme Pluging

Install A Mew Plugin

Authorization Plugins

Authorization Plugins allow for aternative systems of user authentication. Most journals do not make use of these
plugins.
Figure 4.140. Authorization Plugins

Home = User » Journal Management > Plugin Management > Authorization Plugins

Authorization Plugins

Authaorization Pluging allow Open Journal Systems to delegate user authentication tasks to ather systems, such
a8 LDAF servars,

LDAP

This plugin allows for authentication and synchronization of user accounts against an external LDAF data

SOUFCE,
AUTHENTICATION SQOURCES UPGRADE PLUGIN DELETE PLLMGIN
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Note

in the above figure, note the Upgrade Plugin option mentioned earlier. Clicking this will provide an upload
tool for the latest LDAP plugin files found on the forum.

Figure 4.141. Upgrade Plugin

Home > User > Journal Management > Flugin Management > Authorization Plugins > Upgrade Plugin

o

Upgrade Plugin

This form allows you to upgrade & plugin. Please ensure the plugin is compressed as a .tar.gz file.

Select plugin file [C:\isers\evin\Docume | Browse_ | L

Block Plugins

Block Plugins add components to the user interface. For example, the Donation block controls the display of the
Donation link on the sidebar, if donations have been activated for the journal. Most journals do not modify these
plugins.

Figure 4.142. Block Plugins

Home = User = Journal Management = Flugin Management = Block Plugins

Block Plugins

Block Plugins are pluggable UI components, such as the various sidebar tools.

Keyword Cloud Block

This plugin provides a tag cloud of article keywords.
UPGRADE PLUGIN DELETE PLUGIN

"Developed By" Block

This plugin provides sidebar "Developed By" link.
UPGRADE PLUGIN DELETE PLUGIN

Help Block

This plugin provides sidebar help link.
UPGRADE PLUGIN DELETE PLUGIN

Subscription Block

This plugin provides sidebar subscription information.
UPGRADE PLUGIN DELETE PLUGIN

Citation Format Plugins

Citation Format Plugins are used as part of the Reading Tools, allowing readersto export the article citation in avariety
of formats. Most journals do not modify these plugins.
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Figure 4.143. Citation Format Plugins
Home = User = Journal Management = Plugin Management = Citation Format Plugins

Citation Format Plugins

Citation format plugins provide users with various formats in which to access article citations.

RefWorks citation format plugin

This plugin implements the RefWorks citation fermat.
UPGRADE PLUGIN DELETE PLUGIM

Turabian citation format plugin

This plugin implements the Turabian citation format.
UPGRADE PLUGIN DELETE PLUGIN

CBE citation format plugin

This plugin implements the CBE citation format.
MPGRADE PLUGIN DELETE PLUGIN

ProCite citation format plugin

This plugin implements the PraCite citation format.
UPGRADE PLUSIN DELETE PLUGIN

Gateway Plugins

Gateway Plugins provide your datato external systems. Most journals do not modify these plugins.

Figure 4.144. Gateway Plugins

Hame = User > Journal Management = Plugin Managemeant = Gateway Plugins

Gateway Plugins

Gateway Pluging provide live data to external systems.,

Resolver Plugin

This plugin resolves issues and articles based on citation information.
EHABLE UPGRADE PLUGIN DELETE PLUGIN

METS Gateway Plugin

This plugin provides raw XML data in METS format for a specified journal. NOTE: This is intended to be
used by Web Services and enabling this plugin has a security issue in that it provides
unrestricted access to the journal in XML form (content is base64 encoded).

ENABLE UPGRADE PLUGIN DELETE PLUGIN

Generic Plugins

Generic Plugins cover awide range of functionality. The more commonly-used ones are the Static Pages, Web Feeds,
Custom Block Manager and Google Analytics plugins.
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Figure 4.145. Generic Plugins
Home > User > Jourmnal Management > Flugin Management > Generic Plugins

Generic Plugins

Generic pluging are used to extend Open Journal Systems in a variety of ways that are not supported by the
ather plugin categories.
phpMyVisites Plugin

Integrate 015 with phpMy\isites, a free and open source web site traffic analysis application. Requires that
phpMyvisites iz already installed. Please see the phpMyvisites site for more information.

ENASILE

XML Galley Plugin

Thiz plugin generates XHTML galleys from an XML article using XSLT.

ENABLE UPGRADE PLUGIN DELETE PLUGIN

Translator Plugin

This plugin allows web-based maintenance of translation files.

ENABLE UPGRADE PLLMGIN DELETE PLUMGIN

Custom Locale Plugin

Thiz plugin enables customization of the default user interface text used by OIS,

ENABLE UPGRADE PLLMGIN DELETE PLUMGIN

phpMyVisites

Integrates OJS with phpMyVisites, a free and open source web site traffic analysis application. Requires that
phpMyVisites is aready installed on the server. (phpMyVisites has been deprecated in favour of Piwik, which also
has aplugin.)

XML Galleys

This plugin automatically generates HTML and PDF galleysfrom XML files. NLM 2.3 XML is supported by default,
but custom XSLT files are a so supported.

Translator Plugin
This plugin alows web-based maintenance of translation files, which are used to provide text for the OJS interface.

You must first use the Enable link to activate the plugin, and then hit the Trandlate link to see the list of available
localefiles.

Figure 4.146. Available L ocales

Available Locales

KEY LOCALE NAME ACTION

de_DEmuuch{Dgutschland],_-E_k|g|:\|”|=mo:
el_GR Greek CHECK | EDIT | ExXPORT
en_Us English EQIT | EXPORT

es ES Espafiol (Espafia) CHECK | EDIT | EXPORT
fa_IR Fersian CHECK | EDIT | EXPORT
fr_ChA Frangais (Canada) CHECEK | EDIT | ExXPORT

Use the Edit link for the language you wish to update. There are many.
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Figure4.147. Locale Files

Locale Files

lib/pkpflocals/fa IR admin.sm EDIT
lib/pkpflocals/fa IR finstallar.xm EDIT
lib/pkpflocals/fa IR/manager.xml EDIT
lib/pkpflocalsffa IR reader.scml EDIT
lib/pkpflocals/fa IR/submission.xml EDIT
lib/pkpflocals/fa IR user.xml EDIT

You will be shown alist of all locale files for that given locale. Click on the Edit link next to alocale file to modify
one. You will see the English text in the top box, and the translated text in the lower box. Change the appropriate text
and save. Y our changes will be visible immediately.

Figure 4.148. L ocale Editing
fa_IR Locale

Key | =2 enter an entire locale key to search for.

Editing lib/pkp/locale/fa_IR/common.xml
HEY WaALUE ACTION

about.aboutSite
Reference \Version EELETE
About the Site
Translabon

[—'-«—- L

about.cantact
Rafarancs Varsian DELETE
[Sontact
Translation
g

about.contact.amail
Raferancs Varsian DELETE
[Email
Translation
o

Custom Locale Plugin

Similar to the Trandator Plugin, this allows you to modify the OJS text for your default language (e.g., to change
"About the Site" to "About this Site"). However, it doesn't change the locale file itself, but rather stores the change
in the OJS database. Y ou can aso make custom changes on a per-journal basis using this plugin, whereas using the
Trandator plugin will change the locale site-wide, across all journals.

OpenAds Plugin

The OpenAds plugin allows dynamic ads from the OpenAds ad server to be inserted into OJS. This plugin requires
the installation of OpenAds (now known as OpenX) on the server.
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COUNTER Statistics Plugin
Thisplugin alowsfor the export of COUNTER formatted statistics for thejournal (Journal Report 1: Full-Text Article

Requests by Month and Journal). This does not provide COUNTER statistics for libraries (e.g., how many times an
I P range has accessed your content).

Thisplugintracksincoming refback URLsto articles(i.e., when areader followsan external link to an article), allowing
Authors to maintain and potentially publish an automatically-updated list of refbacksto an article.

COInS Plugin

The CQInS plugin adds an OpenURL descriptor to article pages (abstract and HTML) that can be used e.g. for
extraction to citation tools such as Zotero.

TinyMCE Plugin
This plugin enables WY SIWY G editing of OJS textareas using the TinyM CE content editor.
Static Pages Plugin

This plugin alows you to create new OJS pages for additional content (e.g., an Advertising page).

Figure 4.149. Enabling the Static Pages Plugin

Static Pages Plugin

This plugin allows Static Content Management.
EMABLE UPGRADE PLUGIN DELETE PLUGIN

Once you have enabled the plugin, an Edit/Add Content link will appear.

Figure 4.150. Edit/Add Content

Static Pages Plugin

This plugin allows Static Content Management.
DISAELE EDIT/ADD CONTENT UPGRADE PLUGIN DELETE PLUGIN

After clicking Edit/Add Content, you can either edit any existing pages (e.g., the previously-added "Links' page shown
in the figure below) by using the Edit link next to the existing page; or you can create a new one by selecting Add
New Page link.
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Figure 4.151. Add New Page
Home > User > Journal Manager > Static Pages Plugin

Static Pages Plugin

The form below shows you all the static pages you have created. You can edit or delete the pages using the
links on the right-hand side,

Pages can then be accessed at: hitpi/fjournals? stranack.ca/index.php/icis/pages/view/ W PATHY,, where
YPATHY i& & value you choose. Note: No two pages can have the same path.

PATH TITLE ACTION

hinks Links vIEW | EDIT |
DELETE

A Pl

" Denotes required field

After selecting the Add New Page link, fill in the resulting form. The "path" will be used as part of the page URL
and thetitle will appear as the page title.

Figure 4.152. Adding a New Static Page
Home » User » Journal Manager » Static Pages Plugin > Add Static Page

Add Static Page

Use the form below to add/edit page content.

Fages can then be accessed at: hitp://iournals3.stranack.ca/index.php/jois/pages/view/%PATHY,, where
"%PATHY, i5 2 value you choose. Note: No two pages can have the same path,

Fath= [advertising
Title™ |advertising
Cantent® B 7 U & |EE 3 B | stes - Paragraph - Fontsize -
BLIESE|=El9 OB Foem | D A2
o = o |— 2@ = <2 " |
A BAmBE 4P BT WE e« =4
Thiz jewurnal will display online advertizing.
After saving the form, you can view the page at the URL indicated.
Figure 4.153. Displaying a Static Page
Journal of Open Journal Systems
HOME ABCUT USER HOME SEARCH CURRENT ARCHIVES ANNOUNCEMENT S QPEN JOURNAL BYSTEME

aFu

Chipl e

Home = Advertising EUBBCRIPTION

= My Swbcnighong
Advertising
UEER
W wrw Loggd in BE...
This journal will display online advertseg. admin

IE5N: 1234-5678

Any time you need to update this page, simply return to the Static Page plugin and edit the page.
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Web Feed Plugin

Activating this plugin produces RSS/Atom web syndication feeds for the current issue and displays RSS/Atom links
in the sidebar.

Figure 4.154. Web Feeds

CANADIAN JOURNAL of COMMUNICATION

HOME || ABOUT AGG IM || REGISTER | BEARCH CURRENT BACK [SSMES | ABOUT
ARNOUNCEMENTS || auDIoyviDeo | THESLS ABSTRACTS SURNEY AL
i i i i BOITOR AL BOARD
Home > Canadian Journal of Communication BOITOA.DML TEAM

JOURHAL POLICTES

Articles include:
s Uprising at Okca: A Place of Non-[dentfication
= “Somgbody Going to Gat Hurt Real Bad™: The Race-Based Comady of Russell Poters
= Urban Mediascapes and Multiculbural Flows: Assessing Vancowser's Commaunication
Infrastrsctune
» Faar and Ne-Fiy Lising n Canada: The Biopobtecs of the ~Was on Termor™

JOURNAL CONTENT
Sawth

The abjective of the Canadian Joumnal of Commumication is te publish Canadian research and
scholarship in the field of communication studies, In pursuing this objecdive, particular attention is
paid te research that has a distinctive Canadian flavour by wiue of choice of bopic or by drawing
on the legacy of Canadian theory and research. The purview of the journal s the entire field of
communication studies a5 praciced in Canada or with relevance to Canada.

The Canadian Jowmnal of Communication 5 3 pont and onhne quarterly. Back issues are accessble
anbne without restrction. Access to the most recent year's issues, incdudng the currént issue,
requires a subscngticn, Subscribers now have acoess to all issues onling from YVolums 1, Issue 1
{1974) to the most recently published issue,

Cusrent lssue: Vol 34, No &

When a user selects one of the RSS/Atom links from the sidebar, it will produce alist of current issues and the option
of adding it to their feed reader or live bookmarks.

Figure 4.155. Web Feeds Display

Subscribs b this Teed using .ﬂmw =

= L J
1] Always use Lk Boolmaris to sebtonibe to leeds.

. -

Canadian Journal of Communication

& joureal of research and scholarship encompassing the field of comenunication shudies giing emphasis to Canadian work and Canadian B3ues

Decernbe-13-09 234 P

December-11-09 b Pat

Abitroct: Grounded n thetancal theory, thit pager exhmnes the "Oka ondis” and suggeits that the conflia created & place of nos-identfication
whit Sidampliong Sbout the fopsrdrty of Cansdan (o Cuibsocii) vabaki Bnd nonmd Beime enieied. B argati thit By embedying b Mohiwk
pobtical shyle smbrdded in s dgenses riwtorcal cullune, the protenons ot Ol paved the wary Tor the smergescs of a ieion: of kg in
which partalties became visible and the condiions for mew foms of judgment arcse.

Rézumd © Appuyt par b thione ritorsges, oet arcle analyse o« onise 070k « ¢ proposs de voer oele-o comime un bea de noscidentification ol la
présomption de supénontd des valewrs o normes canadiennes (ou quibooises] a i déstabilivde. LUavteure suggine quen incarnant us siyle
poltiget motust prénsat ferme dand le ccabinte dune cultere rhitcrnique autochicns b mandestant--34 b Okd ont peimis Fssrgence dune
rhilbodigque o FEcoute gl cortribue & L mibe en didiscs i L pansalte did pomls o vue 8 cote L voie & di soacklis Tormss di jgemin.

Somebody Golng to Get Hi
Docomber- L300 558 Pt

Abgrracr The populanty of comican Rusorl Priers, with hi thiabased homour, bears g B what i mary 1l e about thie accsplable bmits
of raciabived discourse. Peters, a Canadian of South Avan descent, has an exiensive, ethaically diverse fan base around the world. In Bis work, Pebers
skewers ol of hese fans, often drawing wpon heavy acoerts, cancatunes, and in-jokes informed by commaon sterectypes of esch group. Such
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To activate the current issue Web Feeds, select the Enable link.

Figure 4.156. Enabling Web Feed Plugin

Web Feed Plugin

This plugin produces RS5/Atom web syndication feeds for the current issue.
EMABLE UPGRADE PLUGIM DELETE PLUGIN

Y ou can then select Settings.

Figure 4.157. Access Web Feed Settings

Web Feed Plugin

This plugin produces RS5/Atom web syndication feeds for the current issue.
DISABLE SETTINGS UPGEADE PLUGIN DELETE PLUGIM

This page alows you to determine where the feeds will display and how many items will display (e.g., the entire
current issue, or just the first few articles).

Figure 4.158. Web Feed Settings

Home = User = Journal Management = Web Feed Plugin

Web Feed Plugin

This plugin produces RS5/Atom web syndication feeds for the current issue.

Settings
@ Display web feed links on all journal pages.
Display web feed links on homepage and issue pages only.

Display web feed links on issue pages only.

@ Display items in current published issue.

I most recent published items.

m Cancel I

* Denctes required field

JQuery Plugin

This plugin enables javascript interaction and styling of OJS content using the jQuery framework. Thisis enabled by
default, and doesn't need configuring.
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Figure 4.159. jQuery Plugin

jQuery Plugin

This plugin enables javascript interaction and styling of Q1S content using the iQuery framework.
DISABLE UPGRADE PLUGIN DELETE PLUGIN
SEHL Plugin

This plugin implements Search Engine HighLighting (SEHL) so that when a search engine locates an HTML article,
the sought-after keywords are highlighted in the article text. This can be enabled by selecting the Enable link.

Figure 4.160. SEHL Plugin

SEHL Plugin

This plugin implements Search Engine HighLighting (SEHL) so that when a search engine locates an HTML
article, the sought-after keywords are highlighted.
EMABLE UPGRADE PLUGIN DELETE PLUGIN

Thesis Abstracts Feed Plugin

This plugin will produce an RSS/Atom feed (see the Web Feed Plugin, above, for an explanation on RSS feeds) for
Thesis Abstracts. Only journals publishing Thesis Abstracts (see below) should consider enabling this feature.

Figure 4.161. Thesis Abstracts Feed Plugin

Thesis Abstracts Feed Plugin

This plugin produces R55/Atom web syndication feeds for thesis abstracts.
EMABLE UPGEADE PLUGIN DELETE PLUGIN

External Feeds Plugin

Thispluginwill alow youto display the content of external RSS feeds from other sourcesin your journal. For example,
you can display the latest posts from the PK P News blog or the Open Access News blog in your sidebar.
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Figure 4.162. External Feeds

FONT SIZE

[a] [a] [A]

INFORMATICN

* For Readers
+ For Authors
# For Librarians

PKP NEWS

* PEP Quick Study:
Special Holiday
Edition

¢ 015 2.2.1 Released

* PKP Quick Study:
University of the...

¢ Igitur Journal Editor
Wins MNobel Prize

* Two more OHP
journals move to
215

OPEM ACCESS MEWS

¢+ Housekeeping

*» Open sccess
roundup

* OA journal moves to
Co-Action, raises...

+ Memorial Sloan-
Eettering joins COPE

¢ Early Christmas

To enable thisfeature, select the Enablelink.
Figure 4.163. Enable External Feeds

External Feeds

Publish content from external Atom/RSS web syndication feeds. For example, from an external WordPress,
Crupal, or OCS install.
EMABLE UPGRADE PLUGIN DELETE PLUGIN

Thiswill provide you with an External Feeds link and a Settings link.
Figure 4.164. Accessing Exter nal Feeds

External Feeds

Publizh content from axternal Atem/RSS web syndication feeds. For example, from an external WordPress,
Drupal, or OCS install.
DISABLE EXTERMAL FEEDS SETTINGS UPGRADE PLUGIN DELETE PLUGIN

Next, select External Feeds. On the resulting page, you can edit any existing feeds or add a new one.
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Figure 4.165. External Feeds Listing

Hame > User > Journal Manager > External Feeds

External Feeds

HOMEPAGE BLOCK DISPLAY
TITLE DISPLAY ALL PAGES HOMEPAGE ACTION
PEP Maws [m] = O t 1| EDIT | DELETE
Open Access News O =4 0 11| EDIT | DELETE
1~ 2 of 2 [bems
CEEATE NEW EXTERNAL FEED

Selecting Edit opens a new form. Here, you can change the title, modify the feed URL, or revise how the feed will
display on your journal.

Figure 4.166. Edit External Feed

Home > User > Journal Manager > External Feeds > Edit External Feed

Edit External Feed

Title® [PrP Maws
The title for homepage andfor black display
URL® [http://pkp.sfu.carblog/feed

The URL of the external Atam/RSS syndication feed (e.g. htp://pkp.sfu.ca/blog/fesad)

Display 71 Display on homepage
Do nat display in block
Dizplay in block on homepage anly
Display in black on all pages
M umitta[s  feed tems

IESTN _Concel |

® Denoctes required field

For example, if you select Display on Homepage, the feed will appear like so:
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Figure 4.167. Home Page External Feed Display

Home > Journal of Open Journal Systems

Journal of Open Journal Systems

Welcome to the Journal of Open Journal Systems!

Submissions Bre now open.

PEP News

PEP Quick Study: Special Holiday Edition

About twice a month PKP will send a list of general questions someone whe is deing interesting things with our
software, such as publishing i interesting ways; specal customizations; plugin or development work;
extendad institutional intagration wark; and 2o on. The resulting questionnaire will ba published an this page,
and publicized on our blog. Frospective candidates for these interviews can send an email to pkp-support [AT]
phop.sfu.ca.

Posted: 200%-12-24 More..,

0JS 2.3.1 Released

The PKP Development Team iz pleased to announce the release of 015 2.3.1.

015 2.3.1 builds upon the 0I5 2.3.0 release with a number of minor bug fixes and code tune-ups, and adds a
number of translations that were not complete in the QX5 2.3.0 release,

Posted: 2009-12-22 More,..

PEP Quick Study: University of the Basque Country

Ahout nnoem & month PEP will send a lisk of neneral nuestions to a aser of our soffware who is doinn interestinn

Selecting Do Not Display in Block will prevent the blocks from displaying in the sidebar (for example, you may only
wish to have the feeds appear on your home page and not in the sidebar). If you do wish to have the feeds display in
the sidebar, you can aso choose Display in Block on Homepage Only -- and this will limit the feeds only appear in
the sidebar of the homepage and nowhere else. Y ou can aso limit the number of items that will appear in the feed
on your journal.

Note: you can control where on the sidebar the feeds will display in Journal Setup Step 5.6.

Next, select Settings.

Figure 4.168. Block External Feed Display

EXTERNAL FEEDL SETTINGS

To disploy feed content in sidebar blocks, go to Setup Step 5.6

HOMERPAGE BLOCK DISEPLAY
TITLE DISPLAY ALL PAGES HOMERAGE ACTION
PHF Mews =) = O £ 1| EDIT | DELETE

From here, you can upload a style sheet that will allow you to customize how the feeds display (e.g., to change the
fonts, colours, etc.).
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Figure 4.169. External Feed Styling

Home > Lzer > Journal Manager > Extarnal Feads » Sattings

Settings

EXTERNAL FEEDS SETTINGS

Display

A custom style sheet can be used 4] replal:e the default style sheet for this plugin, The default style sheet can
be viewed here: External Feed Stvle Sheet

Custom style sheet  [E3] e\ Kevim\Desidop | Browse.. | Upkoad

2N Cancel |

" Denctes reguired feld

Custom Block Manager Plugin

This plugin allows you to add new items to the sidebar. Y ou might want to use this to emphasize your editorial board
members or direct potential authorsto your online submissions. To enable, select the Enable link.

Figure 4.170. Enabling Custom Block Manager

Custom Block Manager

This Plugin lets you manage custom sidebar blocks. You can edit the blocks in the settings of each plugin that
you create here.
H

Y ou can then select Settings.
Figure4.171. Custom Block Manager

Custom Block Manager

Thiz Plugin lats you manage custom sidebar blocks. You can adit the blacks in the sattings of aach plugin that
you create here,
DISABLE SETTINGS

On the resulting page, give your new block a name and hit the Save button. If you wish to create another, use the Add
Block button. Remember that once a block is created, you can change its position in Journal Setup Step 5.6.
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Figure4.172. Adding a Custom Block

Home > User » Journal Manager > System Flugins > Custom Block Manager

Custom Block Manager

You can use this plugin to add or delete custorn block plugins. You can then edit the content through the Systam
Flugins page (in the Blocks Plugin section). To place your plugin in the desired location in the sidebar, go to
Setup step 5.6

BLOCK NAME ACTION

[EditarialBoard

AddBlock | Save | Cancel |

* Danctes reguired fiaeld

To edit the new block, go to System Plugins > Plugin Management > Block Plugins from your Journal Management
User Home page.

Figure 4.173. Accessing Block Plugins

Home > User > Journal Manageament > Plugin Managemant

Plugin Management

This page allows the Journal Manager to review and potentially configure the plugins that are currently installed.
Flugins are divided into categonies, according to their function. The categories are listed below, and within each
category, its current set of pluging,

= Authorization Pluging

= Block Pluging

= Citation Format Pluging

» Gateway PFluging

= Genenc Pluging

= Implicit Authentication Pluging
= Import/Export Pluging

* Paymant Plyging

» Report Plugin

= Theme Pluging

Install A Hew Plugin

After selecting Block Plugins, you will now see that your new custom block has been listed as a block - eg.,
EditorialBoard (Custom Block Plugin) in the example below.

121



PKP | PUBLIC KNOWLEDGE PROJECT

Figure 4.174. Block PluginsList

Home = User = Journal Management = Plugin Management > Block Plugins

Block Plugins

Block Pluging are pluggable UI components, such as the various sidebar tools.

Keyword Cloud Block

This plugin provides a tag cloud of article keywords.
UPGRADE PLUGIN DELETE PLUGIN

EditorialBoard (Custom Block Plugin)

This is a user-generated block.
CISABLE EDIT

"Developed By" Block

This plugin provides sidebar "Developed By” link.

Select Edit to add or edit content to the new block. Remember to Save.

Figure 4.175. Edit Custom Block

Home = User = Journal Manager = System Plugins = Edit the sidebar content

Edit the sidebar content

Content®
Editorial Board

Jane Smith. PhD

Jehn Telland, PhD
May Vordand. PhD

The content will then appear in your sidebar.
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Figure 4.176. Custom Block Display

Editorial Board
Jane Smith, PhD

John Telland, PhD
May Vorland, PhD

OPEN JOURNAL SYSTEMS

Journal Help

SUBSCRIPTION
My Subscriptions

USER

You are logged in as...
admin

s My Journals
s My Profile

s Log Qut

Remember, you can re-position the block in Journal Setup Step 5.6.

Announcement Feed Plugin

This plugin produces RSS/Atom web syndication feeds for journal announcements, similar to the Web Feeds plugin
above. Only journals that have activated Announcements would consider using this plugin. To activate it, select the
Enable link.

Figure 4.177. Enabling Announcement Feed Plugin

Announcement Feed Plugin

This plugin produces RSS5/Atom web syndication feeds for journal announcements.
ENABLE UPGRADE PLUGIN DELETE PLUGIN

In the resulting form, you can modify where the feeds will appear.
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Figure 4.178. Announcement Feed Plugin Settings

Home > User > Journal Management > Announcement Feed Plugin

Announcement Feed Plugin

This plugin produces RSS/Atom web syndication feeds for journal announcements.

Settings
@ Display feed links on all journal pages.
Display feed links only on homepage and announcement page.
Display feed links only on announcement page.

] Limit feed ta |5 mast recent announcements.
Cancl
* Denotes required field
Thesis Abstracts Plugin

Thisplugin allowsyour journal to solicit and publish thesis abstracts. Y ou can seethisin action at the Canadian Journal
of Communication by selecting the Thesis Abstracts link in their navigation bar.

Figure 4.179. Thesis Abstract Plugin at CJC

CANADIAN JOURNAL of COMMUNICATION

HOME ABDUT LO-G IH REGISTIR SEARCH CURRENT BACK 1SS5ULS

ABOUT

CONTACT s
BOITORLAL BOARD
EDITOREAL TEAM

AMNOUNCIMINTS AlDlodwWioeo THESIS ADSTRACTS SURNEY

Home = Thesls Abstracts

Thesis Abstracts

JOLIRMAL BOLBSTES

MOURMAL COMTENT

Saanch
SUBMIT THESIS ABSTRACY I—
&l =
[I—rs{ name |=| |cul1l:.n'|: = | Sesrch o
Ldentity, Detcourse, 3nd the Media: The Cace of the Kurds ARFTRACT USER
Sheyholalami, Jaffer Usamams
Schood of Journalsm and Communicabion, Carkston University P agvnd
Vues, mais non entendues. Les adolescentes québdcoises RESTELST £ Remember e
francophones et Ihypersexualsatson da la mode et des médias Rom by
Caron, Carodine
Communication Studes, Concorgia Linfversy THESIS ABRSTRACTS
Furtive, Steady Glances: On the Emergence & Cultural Politics of AREETRACT ??E:‘
Lesbian & Gay Film Festivals orre—
Zielnski, Gar
ArT History and Communication Fudies, MoGA nkersity FORT 3128

From here, you can view the thesis abstracts or submit a new one.
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Figure 4.180. Submitting a Thesis Abstract

Home > Thesis Abstracts > Submit Thesis Abstract

Submit Thesis Abstract

Upon submission of the following form, the thesis supervisor will be emailed and asked to verify
the accuracy of the submitted information. Once this verification has been received by the journal,
the thesis abstract will be published online.

Validation™

Please enter the letters as they appear in the image above.

Degree® Master's |=

Degree name™ [
The name of the degree (i.e. Master's of Arts, Doctor of Philosophy, ete.).

Department™ |
University* |
Approval date™  [December [=) [27[=] [2009]=]
Title™ [
URL |

If thesis is published online, Include http:// or ftp:// at the start (i.e.

Upon submission, the thesis senior supervisor is automatically notified by email and asked to confirm the accuracy
of the submitted information by sending an email response to the Thesis Abstracts Contact. Once the confirmation is
received, the Thesis Abstracts Contact can activate the thesis abstract submission by editing its corresponding record
and changing the Status from 'Inactive' to 'Active’. The thesis abstract will then become available to journal readers.

Select the Enable link to activate this plugin for your journal.

Figure 4.181. Enabling Thesis Abstracts

Thesis Abstracts

Solicit and publish thesis abstracts.
ENABIE UPGRADE PLUGIN DELETE PLUGIN

Once you have enabled the plugin, you can edit its Settings.

Figure 4.182. Accessing Thesis Abstracts Settings

Thesis Abstracts

Solicit and publizh thesis abstracts.
DISABLE THESIS ABSTRACTS SETTINGS UPGRADE PLUGIN DELETE PLUGIN

On the Setting form, fill in the relevant details. The Thesis Abstracts Contact must be enrolled as a Journal Manager
with your journal.
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Figure 4.183. Thesis Abstracts Settings

Hame > Usar > Journal Manager > Thesis Abstracts > Sattings

Settings

THESLS ABSTRACTS SETTINGS

With this plugin enabled students may submit their thesis abstracts to the journal using an online
submission fiorm,.

Upon submission, the thesis senior supervisor is automatically notified by email of the abstract submission
and asked to confirm the accuracy of the submitted infarmation by sending an email response to the Thesis
Abstracts Contact listed below, who needs to be & Journal Manager. Once this confirmation is received, the
Thesis Abstracts Contact can activate the thesis abstract submission by editing its corresponding record and
changing the Status from “Inactive’ to "Active’. The thesis abstract will then become available to journal
readers.

Submissions
An upload code (a sequence of latters or numbers) can be distributed to departments that wish to upload thesis

abstracts on behalf of students. When the upload code is submitbed by a department, an automatic email will
not be sent to the supervisor for verification of the submission.

& Use the following upload code for department submissions: IuwAGEO

Publishing

Publish Order® [ submission date (ascending) [
Thesis Abstracts Contact

Hame™ [Jane Smith

Ernail* [j:#mai'lir'hbwr.mm

To manage the theses, select Thesis Settings. Y ou will see alist of existing theses to be edited, or use the Create New
Thesis Abstract to add a new one.

Figure 4.184. Accessing Create New Thesis Abstract

Home > User > Journal Manager > Thesis Abstracts

Thesis Abstracts

THESIS ABSTRALCTS SETTINGS

First name : CONLAINS | »
Approval Date between - : I : indl : l : ]
_Search |

APPROVAL
STATUS DATE STUDENT NAME TITLE ACTION
Inactive  2009-12-27 Andy Kamar Global Governance and the Political EDIT | DELETE

Ecanormy of Cammon Resources

1=1af 1 Items
CREATE MEW THESIS ABSTRACT

On theresulting form, fill in al of the required information and save.
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Figure 4.185. Create New Thesis Abstract

Home > User > Journal Manager > Thesis Abstracts > Create

Create New Thesis Abstract

Status® Inactive | =
Degree™ Master's |=|

Degree name [Master's of Arts
The name of the degree (i.e. Master's of Arts, Doctor of Philosophy, etc.).
Department™ [School of Health Studies
University™ |University of Anywhere
Approval date® | December || | 27 =) I 2009 [»|
Title™ [Elinmedical Imaging and Intervention Journal
URL |

If thesis is published online. Include hitp://, fip://, etc. at the start (i.e.
hitp:/fwww.sfu.ca/path/to/thesis. pdf).

Abstract®

Rounded Corners Plugin

Rounded Corners: This Plugin puts a background on each sidebar block and rounds its corners. Changes can be made
to the colours used by editing the CSS stylesheet found in the plugin. Select Enable to use this plugin.

Figure 4.186. Enabling Rounded Corners Plugin

Rounded Corners

This Plugin puts a background on each sidebar block and reunds its corners. Changes can be made to the
colours used by editing the C55 stylesheet found in the plugin,
EHABLE

Hereis an example of the results:
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Figure 4.187. Rounded Corners Display

ANMMOUMNCEMENTS
Editorial Board

----------------------------------------- Jane Eml'th- PhD
lohn Telland, PhD
May Varland, PhD

OPEN JOURNAL
SYSTEMS

are not supported by the
Journal Help

SUBSCRIPTION

My Subscriptions
application. Requires that
mation.
USER
You are logged in as...
admin
s My Journals
o My Profile

s Log COut
Google Analytics Plugin
This plugin integrates OJS with Google Analytics, Google's web site traffic analysis application. It provides an

excellent way to track the web traffic to your journal. It requires that you have already setup a Google Analytics
account. To activate this plugin, select Enable.

Figure 4.188. Enabling Google Analytics Plugin

Google Analytics Plugin
Integrate 05 with Google Analytics, Google's web site traffic analysis appllcat iom. Requires that you have

already setup a Google Analytics account. Please see the Google Analytics site for more information.
EMABLE

Thiswill create a Settings link, which you can click to configure the plugin.

Figure 4.189. Accessing Google Analytics Plugin Settings

Google Analytics Plugin

Integrate 015 with Google Analytics, Google's web site traffic analy'l' appllca!l:m Regquires that you have
already setup a Google Analytics account. Please see the Google Analviics site far more informatian.
DISAELE SETTINGS

Fill in the account number provided when you set up your Google Analytics account. Remember to clik Save. In afew
hours, Google will start tracking your web traffic and generating a report.
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Figure 4.190. Google Analytics Plugin Settings

Google Analytics Settings

With this plugin enabled Google Analytics may be used to collect and analyze web site usage and traffic for this
journal. Plaase note that this plugin requires that you have already setup 8 Google Analytics account. Please
zes the Googls analytics site for more information.

Flease note that Google Analytics may require up to 24 hours before statistics are collected and reported.
Dwring this period, the 'Check Status” function may not accurately report whether it has detected the required
tracking code for the journal.

Account number® IU&-F‘I."FSES-I?

Within Goagle analytics, dick on "Check Status’ bo view the tracking code for your site.
For legacy tracking code, the account number is displayed within the tracking code as:

trackang code as: var pageTracker = _gat. _getTracker("==27). Enter the text that
corresponds to 222,

Tracking code* @ Legacy tracking code {urchin.js)

New tracking code (ga.js)

| Save JeZETH

* Danctes reguired fiald

Implicit Authentication Plugins

These plugins provide your data to external systems. Most journals do not modify these plugins.

Import/Export Plugins

Import/Export Plugins: These plugins share information between systems. Details on these plugins are provided in the
section on Importing and Exporting.
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Figure 4.191. Import/Export Plugins

Home = User = Journal Management = Flugin Management = Import/ Export Plugins

Import/Export Plugins

Import/Export Plugins can be used to transfer content to and from other systems.

Erudit Article Export Plugin

Export articles using the English Erudit DTD
IMPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

Users XML Plugin

Import and export users
IMPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

QuickSubmit Plugin

One-step submission plugin
[MEORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

METS XML Export Plugin

Export Journals in METS XML
IMPORT/EXPORT DATA UPSRADE P UGIN DELETE PLUSIN

Articles & Issues XML Plugin

Import and export articles and issues
IMPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

DOAJ Export Plugin

Export Journal for DOA) and email DOA] representative journal information
[MPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

PubMed XML Export Plugin

Export article metadata in PubMed XML format for indexing in MEDLINE.
IMPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

CrossRef XML Export Plugin

Export article metadata in CrossRef XML format.
IMPORT/EXPORT DATA UPGRADE PLUGIN DELETE PLUGIN

Payment Plugins

These plugins alow you to enabl e different payment typesfor your journal's subscriptions, author fees, donations, and
so on. Details on configuring payments can be found in the Payment section.

Report Plugins

These plugins allows you to export content from your journal into a.csv (comma separated value) format suitable for
opening in a spreadsheet programs such as Excel or Calc.
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Figure 4.192. Report Plugins

Home = User = Journal Management = Plugin Management = Report Plugins

Report Plugins

Report Pluging are used to implemeant various types of reports and data extracts.
Review Report

This plugin implements a CSV report containing a list of review assignments for a journal.
REFORT GENERATOR UPGRADE PLUGIN DELETE PLUGIN

Articles Report

This plugin implements a CSV report containing a list of articles and their info.
REFORT GEMERATOR UPGRADE PLUGIN DELETE PLUGIN

The Review Report will provide information about the review process (reviewer names, reviewer decisions, reviewer
comments, etc.). The Articles Report providesinformation about submissions (e.g., authors, titles, abstracts, keywords,
etc.). Select Report Generator to build the report. These reports are also available from the Journal Manager's Stats
and Reports page.

Theme Plugins

These plugins make different CSS themes available for your journal website (see Journal Setup 5.6). For ssimple

changes including header colour, link colour, page background colour, foreground (i.e., text) colour, use the Custom
Theme plugin.

Figure 4.193. Custom Theme Plugin

Home = User = Journal Manager = System FPlugins = Custom Theme Plugin

Custom Theme Plugin

This plugin implements a customizeable theme.

Header* |#IES!I] Pick Colour
Link* |#IES!I] Pick Colour
Background® | Pick Colour
Foreground* -

ES canc |

* Denotes requirad field

Once you have made the change, go to Journal Setup Step 5.6 and activate the custom theme.
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Figure 4.194. Enabling Custom Theme

5.6 Journal Lavout

Chooze a journal theme and select layout companents here. A journal stylesheet may also be uploaded, which
can be used to override style data in the system-wide stylesheets and theme stylesheet (if a theme is chosen).

Journal Thame [ None | 3]

Journal style sheet (o hoe | Upioad |

L Steel Thame Unselected Right Sidebar

| ClagsicRed Theme
. bwoard Cloud E =

ClassicBlue Theme Ib Feed Plugin —
ClassicBrawn Theme houncamant F Edmnlllwrd E':U -
I:Iiusl_'r Theme Hblweallnnﬁd By" Bl
ClazsicNavy Themea elp

Uncommon Theme _ Subﬁcsl'limn Block
Night Theme User Block

Redbar Theme | — | 'H?ﬁﬁw!iqg; m
Lilac Theme Role-Speci

vanilla Theme Language Toggle E

lassi n Them Navigation Block
Danation Black
Font Size Block
= Informaticn Block

I | =+"! P Bloc

Save your change and the new theme will appear immediately.

Figure 4.195. Custom Theme Example

Journal Setup

Your posnal sebun has been updsted. SUBSCEIFTION
| Wk Step =3

USER
1334-5678
You mre logged i mi.
adrne

If you change your mind, you can return to Step 5.6 and change the Journal Theme.

Install a New Plugin

Not a plugin itself, this utility allows you to easily upload a new plugin file (in .tar.gz format) to your journal. New
plugin files can be found on the Support Forum's Plugin Gallery.

Import/Export Functions
Note

This section serves only as an overview of OJS' import/export functionaity. Some import/export functions,
notably the Users and Issues & Articles functions, are complex to use and to explain. For detailed usage
instructions for al import/export functions, see the documentation online.
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0OJs alows Journal Managers to import and export different types of data. To do this, go to the Journal Management
menu and select Import/Export Data.

Figure 4.196. Management Pages. |mport/Export Data

Management Pages

Announcements
Files Browser
Journal Sections
Review Forms
Languages
Masthead
Prepared Emails
Reading Tools

Subscriptions
Systemn Plugins
Import/Export Data
COUNTER Statistics
External Feeds

# Thesis Abstracts

¥OW ¥ ¥ ¥ W W W ¥ W ¥ ¥ ¥ ¥ W W
LN
141]
ke
[=

On the resulting page, choose the appropriate export option.
Figure 4.197. Import/Export Data List

Home = User » Journal Management > Import/Export Data

Import/Export Data

» Erydit Article Export Plugin: Export articles using the English Erudit DTD
. L in: Import and export users

! | One-step submigzsion plugin
t Plugin: Expart Journals in METS XML

Flugin: Impart and expart articles and izsues

i ort Plugin: Export Journal for D0AD and email DOA] representative journal information
FubMed XML Export Flugin: Export article metadata in PubMed XML format for indexing in MEDLINE.
CrossRef XML Export Plygin: Export article metadata in Crossfef XML format.

* Erudit Article Export Plugin: This plugin allows you to export articles using the English Erudit DTD. This
would allow your journal to interoperate with the Erudit publishing system from the Université de Montréal.

» Users XML Plugin: The Users XML Plugin supports the import and export of users and their roles.

To export alist of users from your journal, select one or more roles and hit the Export Users button, or use
the Export All link.
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Figure 4.198. Export Users

Export Users

% Export By Role

Copyeditor

Proofreader

Export Users I

» Export All

To import alist of users, you can use the User Data File upload tool.

Figure4.199. Import Users

Import Users

Select an XML data file containing wser information to import into this journal. See the journal help for details

on the format of this file.

Naote that if the imported file containg any usernames or email addressas that already exist in the system, the
user data for those users will not be imparted and any new roles to be created will be assigned to the axisting

USEers.

User data file |C\Users\Kavin\Dasktop | Browse.

[¥] end a netification email to each imported user containing the user's username and password.

¥ continue ta import ather usars if & failure securs.

KN _Cancel |

Y ou will receive a confirmation page before the users are loaded.
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Figure 4.200. Users XML Plugin

Home > User > Journal Managemant > Users XML Plugin

Users XML Plugin
Confirm that these are the users you would like to import into the system:
FIRST RAME MIDDLE NAME  LAST HAME USERNAME EMAIL ROLES
[ [reter M. [abadir [abadir [prasbadzee  [1ournal Manage:
Editor
Section Editor
LuEut Editor
¥  |Mohamed [ |abdelmutalit  [abdelmutalit  [mohamed.m | Journal Manage:
Editor
Section Editor
LaEut Editor
¥ [ekayeb |Abdelwahid  [abdelwahid |elabde@hotr  |Jowrnal Manage:
Editor
Saction Editor

uﬁut Editor

[ [Mchamed [ |Abdgawad [abdgawad |mehamed.at  |Journal Manage:
Editor

* QuickSubmit Plugin: Provides a one-step submission process for editors needing to bypass the traditional
submission, review, and editing process.
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Figure 4.201. QuickSubmit Plugin

Home > User > Journal Manager > Import/Export Data > QuickSubmit Plugin

QuickSubmit Plugin
This plugin allows you to quickly add complete submizsions to the editing queue or directly into an issue.

Submission Destination
Select whether to add new submissions to an existing issue or to leave in the editing queue.

¥ Leave unpublished

Add te an existing issue: | -—-— Future [ssues ------ =

Submission Data

Journal Section
Select the appropriate section for this submission (see Sections and Policies in About the Journal).

Section® | articles [=]

Submission File

Choose the file to be used as the final galley file for this submission.

Upload submission file Wsers\Kevin\Desktop | Browse. | _Upload
Authorz

First name™ |williarm

Middle name |c,

Last name™ I_‘Iu::nes

Affiliation University of Texas

Once you have filled in the form, including the section, file to be uploaded (this would be a ready-to-publish
PDF or HTML file), author information, title, abstract, keywords, etc., it will appear either in the selected
issue or in the Editing section ready for scheduling to an issue (see Scheduling).

Thisisauseful tool for 5 - 10 articles, but if you have more than that, you may wish to use the Article XML
Import feature, described below.

* METS XML Export Plugin: Exports Journalsin METS XML.
» Articles & Issues XML Plugin: This plugin supportsimport and export of articles and issues.

To export articles or issues, simply choose whether you want to Export Issues or Export Articles.
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Figure 4.202. Export Data

Export Data

» Export Issues
» Export Articles
Thiswill generate an XML file with all of the data from your articles and issues.

To import data, use the Import Data upload tool to import this data from an external XML file.

Figure 4.203. Import Data

Import Data

This plugin supports data impart based on the native.dtd Decument Type Definition. Supported root nodes are
<article>, <articles>, <issue>, and <issues>.

I e

» DOAJExport Plugin: Exports Journal information that can be sent to the Directory of Open Access Journals
(DOAJ). The plugin gives you two options: to export your journal content in a metadata format compatible
with the DOAJ requirements, and to email the DOAJ requesting that they index your journal.

Figure 4.204. Export to DOAJ

Export Journal Data to DOAJ

nal: Export article information in XML for archiving in the DOAJ
prezentative: For your journal’s consideration in the DOAJ, please subrit this partially
autefilled form to the DoAd, and fill out incomplete information as best you can.

* PubMed XML Export Plugin: Exports article metadata in PubMed's NLM XML format. This would be
appropriate for health science journals that have been accepted for indexing in MEDLINE.

» CrossRef XML Export Plugin: Exports article metadatain CrossRef XML format.

COUNTER Statistics

This option will appear on the Management Pages menu after you have enabled the COUNTER Statistics plugin (see
previous). It allows for COUNTER-formatted reporting on site activity. It does NOT supply COUNTER statistics to
institutions (e.g., libraries) that subscribe to your journal (e.g., the number of fulltext downloads from University of
Toronto).

External Feeds

This option will appear on the Management Pages menu after you have enabled the External Feeds plugin (see
previous).
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Thesis Abstracts

This option will appear on the Management Pages menu after you have enabled the Thesis Abstracts plugin (see
previous).

User Management

In addition to managing the journal web site, the Journal Manager is aso responsible for all of the user accounts in
the system. From the Journal Manager's User Home page, you'll find the Users menu, which includes all possible user
management options.

Users

# UUsers Enrolled in this Journal

» Enroll a User from this Site in this Journal
#» Show users with no role

» Create New User

» Merge Users

Toseealist of al of your journal's registered users, select Users Enrolled in this Journal.

Home > User > Journal Management > Enrollment

Enrollment

All Enrolled Users

| A1l Enrolled Users = | First name =] Imntains =] Search

A PORSTUVW XY Z Al
HAME EMMATL ACTION
Joe Brown jbrown@maili... 3
Jimrry Jazz jjazz@mailin... =1
Sally Jones si@mailinato... | 1
Vincent Gldman vo@anywhere.ca £

ADMIN Jane Smith stranack@gma... G EDIT

EMROLL &AM EXISTING USER | CREATE MEW WSER | SYMC ENRCLLMENT

From here you can edit any user account, log in as them to temporarily perform any of their tasks or troubleshoot a
problem, remove them from the list, or disable their account. Clicking Remove next to any user's name will unenroll
them from that particular role; it won't delete their account from the system. Clicking Disable will stop users from
logging in with that profile, but again it won't remove them from the site proper. See the section on Merging Users
for tips on deleting an account.
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Emailing Users

The ability to send an email message to several (or al) of your users at once is another useful feature available at the
bottom of this page. To use this function, check each of the desired recipients (or use the Select All button), and click
Email Users. Thiswill bring up an email message that you can write in and send to everyone. Remember, the Select
All button only selects all on that page. If your user list covers several pages, you will need to select all for each page
(or temporarily make your list al fit on one page using the Lists option in the Journal Setup).

Enrolling Existing Users

Users aready enrolled in the journal can be given additional roles, and users registered to the site with other journals
(if you are working in a multi-journal OJS installation) can be enrolled with your journal. To do so, click on 'Enroll a
User from this Site in this Journal’' from the Journal Management Page under Users, or click on 'Enroll Existing User'
from the 'Users Enrolled in this Journal* page. Y ou will be provided with alist of all site-wide users.

This feature allows you to enrol an existing user into an additional role. For example, if Sally is currently registered
as an author, but volunteers to become a reviewer, this feature will allow you to add that role to her profile. From the
list of users, select Enroll an Existing User.

Figure 4.205. Enroll Existing Users
& WOLDMAN Wincent Cldman vo@anywhere.ca =1

] EEYHITH Jane Smith stranack@gma... =

1-5of 5Items

Select Ml | Cancel |

EMROLL AN EXISTING USER | CREATE MEW USER | S¥YNC ENROLLMENT

On the resulting page, use the dropdown menu to select the role and place a check next to the user's name. Hit Enroll
Selected User to enroll that user in the selected role.

Figure 4.206. Selecting User s

Enroll user as | Reviewer =
USERNAME NAME EMAIL
[ JBROWN Brown, Joe jbrown@
& 11AFZ Jazz, Jimmy jjazz@mi
SIONES Jones, Sally sj@mailir
[l VOLDMAN Oldman, Vincent vo@anyy
[ ADMIN Smith, Jane stranack

1-5aof 5Items

S SeectAl | Cancel |
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Show Users with No Role

Occasionaly, you may end up with a user without arole. They may have been accidentally unenrolled by the Journal
Manager (by using the Remove option described earlier). When this user logsin, they have no optionsto choose from.
To find any "lost" users, use the Show Users with No Role from the Users menu. From there you can re-enroll them

with the journal.

Figure 4.207. Userswith No Role

Home > User > Journal Management > Enrollment
Enrollment
Enroll user as | Reader -

EMAIL ACTION

Oldman, Vincent voldanywhere.ca 0 ENROLL USER | DISABLE

1-1of 1 Items

| Envoll Selected Users 00 B =0l

Creating Users

To create a new user for your journal, select Create New User. Fill in the form and press Save. Y ou can optionally
send the user awelcome email containing their username and password, which is a very useful feature.
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Figure 4.208. People

Home > User > Journal Management > PEOD'&

People

Create New User

Salutation ||;-“-_
First name™ IPEter
Middle name ||.<.
Last name™ [williams
Gender | ] -
Initials IF‘H Joan Alice Smith = JAS
Enroll user as With no role -
Journal Manager
Editor
Section Editor
Reviewer
Author
Reader
Subscription Manager

Users can be assigned to, or removed from, 2 role at any point.

|ewilliams Suggest

The username must contain only lowercase letters, numbers, and
hyphensfunderscores.
Password™® Il SRERERE

Username™

The password must be at least 6 characters.
Repeat password™ |. ssause

¥| Generate a random password.
Send the user a welcome email containing their username and password.

Ell Require the user to change their password the next time they log in.

Affiliation I

If you have activated additional languages, you can choose alanguage preference for your new user as well.
Merge Users

Occasionaly, a user may have created two separate accounts (using two different email addresses), or you may find
yourself in a situation where a user has to be removed entirely from the system. To accomplish either, task, you must
use the Merge Users feature. Select Merge Users from the Journal Management User Home page. On the resulting
page, select a user you wish to merge with another user. In this example, Vincent Oldman has two accounts (voldman

and voldmanl). He wishes to keep the voldman account and have voldmanl merged into it. Therefore, we will select
Merge User next to the voldmanl account.
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Figure 4.209. Selecting the Account to Merge

USERMHAME MHAME EMALL ACTION
JBROAWH Joe Brown i ili... 83 MERGE
jbrown@maili... - i
lazz Jimmy Jazz H in. . @ MERGE
LALL ¥ jpazz@mailin... e
SIONES Sally Jones j i m MERGE
¥ sjiEmailinato... L
WOLDMAN Vincent Oldman vo@anywhere.ca EJ MERGE
USER
WOHLDMAN] Winee Oldman va@mailinata... MERGE
WISER

ADMIN Jane Smith stranack@gma... £
EWILLIAME Cir. Peter K. Williams pw&mailinats... E MERGE
USER

Next, we'll select the voldman account (which is the keeper).

Figure 4.210. Selecting the Account to Maintain

USERNAME HAM MAT ACTION
JBROWN Jo= Brown jbrewn@maili... ca ] MERGE
e USER
1IAZZ Jimirny Jazz jjazz@mailin... (3 %
i Sally Jones : e m MERGE
ST ¥ si@mailinato... Fre
YELOMAN vincent Oldman voganywhere.ca £ MERGE
h USER

VOLOMANT Vince Cldman va@mailinate... £
ADMIN Jane Smith (Fa) MERGE
i) stranackBgma... SR
PWILLIAMS Dir. Peter K. Williams pw@mailinatg,.. 1 MERGE
UIER

This action has effectively deleted the voldmanl account from the system.
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Chapter 5. Authors

Overview

0OJS exists to serve Authors as well as journas. Not only does OJS provide an easy-to-use submission process, it can
collect and disseminate key information about Authorsand their work acrossimportant research and citation databases,
including Google Scholar, PubMed, the Directory of Open Access Journals, and others.

As an Author, your tasks include submission; submitting revised copy; copyediting; and proofreading.

To make asubmission, you must have auser account and be enrolled as an Author. User accounts can either be created
by the Journal Manager or, if journal policies allow, you can register yourself.

Once you have an account, log in to the journal site and select the role of Author.

Figure5.1. Selecting the Author'srole

Home > User Home

User Home

Journal of Open Journal Systems

= Author 4 Active [Mew Submission

My Account

= Show My Journals

The Author User Home Page

After clicking on the Author link on your User Home page, you will be directed to your Author's User Home page,
which includesinformation on Active Submissions; alink to start a new submission; and information on any Refbacks
you may have.

Active Submissions

Thispagewill list any of your submissionsto the journal that are still in process (e.g., awaiting assignment to an editor,
undergoing review, being edited) or incomplete (in which case you can return and finish the submission at any point).

Each completed submission will fall into one of the following categories:
» Awaiting Assignment: the submission has been completed by you; you cannot now delete the submission
from the system yourself. The Editor can now see the submission, and must assign an Editor or Section

Editor toit.

» Queued for Review: the submission has been vetted and is now in the review process. Y ou should receive
notice shortly on the review decision.
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» Queued for Editing: the submission has completed the review process and has been accepted for publication;
it will now make its way through the system's copyediting, layout editing and proofreading processes.

In the example below, the journal is charging a submission fee to authors, and you must pay this (using the Pay
Submission Fee link) before the submission can be considered. If ajournal does not charge submission fees, thislink
would not appear. Similarly, this example journal is also configured to require a publication fee. The author must use
the Pay to Publish link to make the payment and allow for publication to proceed. Again, if ajournal has not activated
this fee option, authors will not have to go through this process.

Figure5.2. Active Submissions

Home > User = Author > Active Submissions

Active Submissions

ACTIVE ARCHIVE

jin] SEC AUTHORS TITLE STATUS
4 - ART Chan UNTITLED Incomplete
DELETE

1 12-28 ART Chan A STUDY OF Awaiting
ELECTROMNIC assignment

BUEL ING PAY SUBMISSION

2 12-28 ART Chan LEARNING TC PUBLISH [N REVIEW
PAY SUBMISSION

3 12-26 ART  Chan IN EDITING

BaY TO PUBLISH

1 -4 of 4 Items

Start a New Submission

CLICK HERE to go to step one of the five-step submission process.

Refbacks

PUBLISHED IGHORED

DATE
ADDED HITS URL TITLE STATUS ACTION

There are currently no refbacks.

Asthe author, you can click on the hyperlinked title of any listed submission and review it. Clicking asubmission title
will bring you to your submission's Summary page. From here, you could revise the title or abstract (by clicking the

Edit Metadata link). If the editor asks for revisions, you will upload the changes this way too (in the Review section
of your submission).
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Figure 5.3. Submission Summary

Home > User > Author > Submissions > #1 > Summary

#1 Summary

SUMMARY  REVIEW  EDITING

Submission

Authors Fred Chan

Title & study of electronic publishing
Original file i-1-1-5M.DOCX 2009-12-28

Supp. files Mone ADD & SUPBLEMENTARY FILE
Submitter Fred Chan =1

Date submitted E:icgmber 28, 2009 - 07:21

Section Articles

Editor None assigned

Author test

comments

Author Fees

Article Submission 100.00 CAD BAY NOW
Fast-Track A MU
Review: 100.00 CAD BAY NOW
Article Publication 100.00 CAD BAY NOW
Status

Status Awaiting assignment

Initiated 2009-12-28

Last modified 2009-12-28

Submission Metadata

EDIT METADATA

Avithave

RefBacks

The RefBacks section displays any incoming links from external web sites such as blogs, news sites, or other articles
that link directly to your articles. Each RefBack can be edited: it can be ignored, deleted, or published, in which case
it appears publicly at the end of your published article on the web site.

Archive

Your Archive page will list all declined submissions, as well as any published submissions along with information
on which issue they appear in.
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Submitting an Article

To make a submission, select the Click Here link (under Start a New Submission) to proceed to the first step of the
submission process.

Figure5.4. Starting a Submission

Start a New Submission
CLICK HERE to go to step one of the five-step submission process.

Submission Step One: Starting the Submission

Step 1 ensures that the Author understands the journal’s submission rules. The Author will have to pick the appropriate
section to submit to, and will be provided with information on the journal's privacy statement, copyright notice,
competing interest statement and/or author fees, if applicable. If you need any help the journal's technical support
contact is provided at the top of this page.

Figure 5.5. Submission Steps Technical Support

. —t

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

Encountering difficulties? Contact John Marr for assistance (504.525.5488).

First, if the journal charges submission fees, these will be presented to the author. If the journal does not charge
submission fees, this section will not appear.

Figureb5.6. Author Fees

Author Fees

This journal charges the following author fees.

Article Submission: 100.00 (CAD)
Authors are required to pay an Article Submission Fee as part of the submission process to
contribute to review costs.

Fast-Track Review: 100.00 (CAD)
With the payment of this fee, the review, editorial decision, and author notification on this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 (CAD)
If this paper is accepted for publication, you will be asked to pay an Article Publication Fee to cover
publications costs.

If wvou do not have funds to pay such fees, you will have an opportunity to waive each fee. We do
not want fees to prevent the publication of worthy work.

Next, the author must check each of the items from the submission checklist. These items were established in Journal
Setup Step 3.1.
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Figure5.7. Submission Checklist

Submission Checklist

Indicate that this submission is ready to be considered by this journal by checking off the following
(comments to the editor can be added below]).

[[] The submission has not been previously published, nor is it before another journal for
censideration (or an explanation has been provided in Comments to the Editor).

The submission file i5 in OpenOffice, Microsoft Word, RTF, or WordPerfect document file
farmat.

[
[[] Where available, URLs far the references have been provided.
[] The text is single-spaced; uses a 12-point font; employs italics, rather than underlining

(except with URL addresses); and all illustrations, figures, and tables are placed within the
text at the appropriate points, rather than at the end.

[7] The text adheres to the stylistic and biblicgraphic requirements cutlined in the Author
Guidelines, which is found in About the Journal.

M If submitting to a peer-reviewed section of the journal, the instructions in Ensuring a Blind
Review have been followed.

The journa's copyright policy will appear next, and, if configured as a requirement, the author will need to agree to
this policy. If the journal has not added a Copyright Notice, this section will not appesr.

Figure 5.8. Copyright Notice

Copyvright Notice

Submission of an original manuscript to the Journal will be taken to mean that it represents original
wark not previously published, that it is not being considered elsewhere for publication; that the
authar is willing to assign copyright to the journal as per a contract that will be sent to the author
just prior to publication and, if accepted for publication, it will be published in print and online and it
will not be published elsewhere in the same form, for commercial purposes, in any language,
without the consent of the publisher.

The journal takes the stance that the publication of scholarly research is meant to disseminate
knowledge and, in a not-for-profit regime, benefits neither publisher nor author financially. It sees
itself as having an obligation to its authors and to society to make content available online now that
the technology allows for such a possibility.

[[] The authors agree to the terms of this Copyright Motice, which will apply to this submission if
and when it is published by this journal {comments to the editor can be added below).

Authors can then review the Privacy Statement. If the journal has not added a Privacy Statement, this section will
not appear.

Figure’5.9. Journal's Privacy Statement

Journal's Privacy Statement

The names and email addresses entered in this journal site will be used exclusively for the stated
purpases of this journal and will not be made available for any other purpose or to any other party.

Finaly, the author can add any comments, which will be visible to the editor. Move to the next step by hitting the
Save and Continue button.
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Figure 5.10. Commentsfor the Editor

Comments for the Editor

Enter text
(optional)

eSS I |

&!__- WL _JI n‘.

| Save and continue (¢

Submission Step Two: Uploading the Submission

Submission Step Two allows you to upload the submission file, typically a word-processing document.

Click Browse to open a Choose File window for locating the file on the hard drive of your computer.
L ocate the file you wish to submit and highlight it.
Click Open on the Choose File window, which places the name of the file on this page.

Click Upload on this page, which uploads the file from the computer to the journal's web site and renames
it following the journal's conventions.

Once the submission is uploaded, click Save and continue.
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Figure 5.11. Uploading the Submission

Home > User > Author > Submissions > Mew Submission

Step 2. Uploading the Submission

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5.
CONFIRMATION

To upload a manuscript to this journal, complete the following steps.

1. On this page, click Browse {or Choose File) which opens a Choose File window for locating
the file on the hard drive of your computer.

2. Locate the file you wish to submit and highlight it.

3. Click Open on the Choose File window, which places the name of the file on this page.

4. Click Upload on this page, which upleads the file from the computer to the journal's web site
and renames it following the journal's conventicns.

5. Once the submission is uploaded, click Save and Continue at the bottom of this page.

Encountering difficulties? Contact John Marr for assistance (604.525.5488).

Submission File

Filz2 names 5-8-2-SM.docx
Original file name  test.docx

File size SKB

Date uploaded 2005-12-28 04:29 PM

Replace slemissjon file I [ Browse. ] Lipload

| Save and continue (¢

Submission Step Three: Entering the Submission's
Metadata

The third step of the submission process serves to collect all relevant metadata from the author. The first section of
metadata covers the authors. The submitting author will have their personal information automatically appear. Any
additional information, such as Competing Interests should a so be added at thistime, if required.
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Figure5.12. Authors

Authors

First name*
Middle name
Last name*
Email*®

URL
Affiliation

Country

Competing interests
CI POLICY

Bio statement
(E.g., department
and rank)

Add Author |

IFred

IChan

If:@mailinatnr.mm

I have no competing interasts,

d DR @B r U

Departmant of Health Studies
University of Anywhera

o DB EM B LU

—

—

i= | @ w3 W)

1= | @3 %

If there are multiple authors for the submission, their information can be added using the Add Author button. Y ou can
also re-order the list of authors, make one of the authors the principal contact with the editor, and delete any authors

added in error.
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Figure 5.13. Biographical Statement

(Eléngsbi:ﬂt:;:?‘;:'u!nt Department of Health Studies
an.d LFank:l University of Anywhare

A DA@m@&| B I US| & w3 W
t 1L Reorder authors to appear in the order they will be listed on publication.
@ principal contact for editorial correspondence.  Delete Author

First name* [Jillian

Middle name I

Last name® [MacIntosh

Email*® Ijmac:@mailinatur.cum
URL |

Affiliation

Next, enter the submission title and abstract.

Figureb5.14. Titleand Abstract

Title and Abstract
Title® [raries and Publishing: New Options for Research Support Services
Abstract®

Lorem ipsum delor sit amet. consectetur adipisicing elit. sed do
eiusmod tempor incididunt wt labore et dolore magna aliqua. Ut
anim ad minim veniam, quis nostrud exercitation ullamco laberis
nisi ut aliguip ex ea commodo consequat. Duis aube irure dolor in
reprehenderit in veluptate velit esse cillum delere au fugist nulla
pariatur. Excepteur sint occascat cupidatat non proident. sunt in
culpa qui officia deserunt mollit anim id st laborum.

Y ou will then add indexing information. Thiswill help others find your article. The suggested indexing options were
determined by the Journal Manager in Setup Step 3.4.
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Figure 5.15. Indexing

Indexing

Provide terms for indexing the submission; separate terms with a semi-colon (terml; term2;
term3).

Academic |Library Studies

discipline and o o ) ) )

sub-disciplines Publishing; Communications; Library Studies; Education

Subject |Libraries - Public Services

classification ) ;
Library of Congress Classification

Keywords |I|brar|es, publishing, research services

Scholarly Communication; Libraries; Publishing; Open Source

Language &n

English=en; French=fr; Spanish=es. Additicnal codes.

Thefinal section allows you to enter the name of any organization that may have supported your research.

Figure 5.16. Supporting Agencies

Supporting Agencies

Identify agencies that provided funding or support for the work presented in this submission.

Agencies I

Hit the Save and Continue button to move on to Step 4.

Submission Step Four: Uploading Supplementary Files

This step is optional. If you have any supplementary files, such as research instruments, data sets, etc., you may add
them here. These files are aso indexed by the author, identifying their relation to the submission, as well as their
ownership. Supplementary Files can be uploaded in any file format and will be made available to readers in their
original format.

Locate the file you wish to submit and highlight it.
Click Open on the Choose File window, which places the name of the file on this page.

Click Upload on this page, which uploads the file from the computer to the journal's web site and renames
it following the journa's conventions.

Once the submission is uploaded, click Save and Continue.
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Figure 5.17. Uploading Supplementary Files

Home > User > Author > Submissions > New Submission

Step 4. Uploading Supplementary Files

1. START 2. UPLOAD SUBMISSION 2. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5.
CONFIRMATION

Thiz optional step allows Supplementary Files to be added to a submizsion. The files, which can be
in any format, might include (a) research instruments, (b) data setz, which comply with the terms

of the study's research ethics review, (c) sources that otherwise would be unavailable to readers,
(d) figures and tables that cannct be integrated inkto the text itself, or other materials that add to

the contribution of the work.

ID  TITLE ACTION

Upload supplementary file

[ Sove and conlinse_ RS

Submission Step Five: Confirming the Submission

Thisfinal step provides a summary of your submission.

Figure 5.18. Confirming the Submission
Home > User = Author = Submissions > New Submission
Step 5. Confirming the Submission

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

To submit your manuscript to Journal of Open Journal Systems chek Finish Submission. The
submission's principal contact will receive an acknowledgement by email and will be able to view
the submission’s progress through the editonial process by logging in to the journal web site. Thank
you for your interest in publishing with Journal of Open Journal Systems.

File Summary

ID ORIGINAL FILE NAME TYPFE FILE SIZE

DATE UPLOADED

8 TEST.DOCK Submission File SKB 12-28

If the journal charges submission, fast-track review, or publication fees, your required payment will also be detailed
here. If you paid previously, use the checkbox to indicate that you have. If you require afee waiver to be considered,

check that box and an provide an explanation (required).

153



PKP | pusLIC KNOWLEDGE PROJECT

Figure5.19. Author Fees

Author Fees

This journal charges the following author fees.

Article Submission: 100,00 (CAD) Pay NOW

Authors are required to pay an Article Submission Fee as part of the submission process to
contribute to review costs.

Fast-Track Review: 100,00 (CAD) paY NOW
With the payment of this fee, the review, editorial decision, and author notification on this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 (CAD)
If this paper is accepted for publication, vou will be asked to pay an Article Publication Fee to cover
publications costs.

If you do not have funds to pay such fees, you will have an opportunity to waive aach fee. We do
not want fees to prevent the publication of worthy work.

Already Paid
[[] Payment has already been sent
Select this box if you've already sent your payment to the journal in order to finish the

submission process. The submission will not be reviewed until the payment arrives. Click PAY
NOW above to see the payment instructions.

Request Waiver
| Please consider waiving the Article Submission Fee for this article

Please use the comments box below to indicate why fees should be waived.

Click Finish Submission to submit your manuscript. Y ou will receive an acknowledgement by email and will be able
to view your submission's progress through the review and editorial process by returning to the Active Submissions
section of your Author page.

Authors and Submission Review and Editing Process

Totrack your submission's progress through the review and editorial process, you will need to log into the journal web
site, and choose your role as Author. Click on the linked title to go to the submission record.
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Figure 5.20. Active Submissions

HQI'I".-.:.. = U.;'.ﬂ!' = J:u..t!'IG:' = Active Hlllllﬂlﬁ-ﬁlnliﬁ-
Active Submissions

ACTIVE ARCHIVE

MM-DD

IO SUBMIT SEC AUTHORS TITLE STATUS
1 12-28 ART  Chan A STUDY OF ELECTRONIC Awaiting
BLUBLISHING assignment
PAY SUBMISSION
EEE
2 12-28 ART  Chan LEARNING TO PUBLISH IN REVIEW
P&Y SUBMISSION
EEE
& 12-28 ART Chan, MacIntosh RAR AN Awaiting
EUBLISHING: NEW assignment
OPTIONS FOR PAY SUBMISSION
RESEARCH... FEE
3 12-28 ART  Chan OPEN SOURCE SOFTWARE IN EDITING
AND SCHOLARLY EAY TQ BUBLISH

PUBLISHING

1 -4 of 4 Items

Summary

From the resulting 'Summary’ page, you will see links to Summary, Review, and Editing pages. Each of these pages
will provide details about your submission.

Figure5.21. Selecting Submission Summary

Home > User > Author > Submissions > £6 > Summary

#0 Summary

SUMMARY REVIEW EDITING

Submission
Authors Fred Chan, Jillian MacIntosh
Title Libraries and Publishing: New Options for Research Support Services

The Summary section contains several sections, including Submission, which displays the author names, submission
title, original submissionfile, any supplementary files, the ability to add asupplementary file, the name of the submitter,
the date submitted, the section the article is assigned to, the editor responsible for the submission, and the comments
to editor you made as part of your submission (see above).
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Figure 5.22. Submission Summary

Submission

Authors Fred Chan, Jillian Maclntosh

Title Libraries and Publishing: New Options for Research Support Services
Original file 6-8-2-SM.0OCX 2009-12-28

Supp. files MNone ADD A SUPPLEMENTARY FILE

Submitter Fred Chan EJ

Date submitted Eﬁlcember 28, 2009 - 05:55

Section Articles

Editor MNone assigned

Author comments  please consider.

The next section outlines any required author fees. If the journal does not charge author fees, this section will not
appear.

Figure5.23. Author Fees

Author Fees

Article Submission 100.00 CAD BAY NOW
Fast-Track Review: 100.00 CAD BAY NOW
Article Publication 100.00 CAD BAY NOW

The Status section lets you know where your submission isin the publishing process (see abovefor status possibilities).
It also lets you know when you made your submission and the date of the most recent status change.

Figure5.24. Status

Status

Status Awaiting assignment
Initiated 2009-12-28

Last modified 2009-12-28

The final section outlines the submission metadata, including author details, title, abstract, indexing, and supporting
agency. You can modify any of thisinformation by selecting Edit M etadata.
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Figure 5.25. Submission M etadata

Submission Metadata

EDIT METADATA

Authors

Name Fred Chan &3

Affiliation —

Country -

Competing interests | have no competing interests.
CI POLICY

Bio statement Department of Health Studies

University of Anywhere
Principal contact for editorial correspondence.

Name Jillian MacIntosh 1

Affiliation -

Country =

Competing interests [ have no competing interests,

I POLTEY

Bio statement -

Title and Abstract

Title Libraries and Publishing: Mew Options for Research Support Services
Abstract Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod

tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam,
quis nostrud exercitation ullamce laboris nisi ut aliquip ex ea commodo
consequat, Duis aute irure dolor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident,
sunt in culpa qui officia deserunt mallit anim id est laborum.

Indexing
Academic Library Studies

discipline and
sub-disciplines

Subject Libraries - Public Services

Review

If your submission is In Review, you can view its detailsin the Review section (linked from the top of your page).
Figure 5.26. Selecting Submission Review

Home > User > Author = Submissions > £6 > Summary

#6 Summary

SUMMARY REVIEW EDITING

Submission
Authors Fred Chan, Jillian MacIntosh
Title Libraries and Publishing: New Options for Research Support Services

First, you will see the basic submission information again.
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Figure 5.27. Submission Information

Submission

Authors Fred Chan, Jillian Maclntash 3

Title Libraries and Publishing: New Options for Research Support Services
Section Articles

Editor Jane Smith £

Below that is the Peer Review section. Y ou will see information about each round of review (there may be one or
more) and any revised files (e.g., aversion of your original submission file with changes marked in) uploaded by each
reviewer (Reviewer A, Reviewer B, etc.).

Figure5.28. Peer Review

Peer Review

Round 1

Review Version 6-9-1-RV.DOCK 2009-12-23

Initiated 2009-12-28

Last modified 2009-12-28

Uploaded file Reviewer & 6-10-1-RV.DOCK 2009-12-28

Last on this page is the Editor Decision section. From this section you can notify the editor once you have submitted
your revised submission file, view the reviewer comments (click on the cloud icon), and upload your revised
submission file (if revisions were required).

Figure5.29. Editor Decision

Editor Decision

Diecision Revisions Required 2009-12-28

Notify Editor =1 Editor/Author Email Record '/ 2009-12-28
Editor Version Mone

Author Version MNone

UP|D_E|C| Author I [ Browse._ Upload I
Version

Possible decisions include:
* Accept: Your submission has been accepted asis.

» Revisions Required: Your submission requires minor changes and will be accepted once those have been
completed.

* Resubmit for Review: Your submission needs significant re-working. A new file must be submitted and
another round of review will take place.

» Regect: Your submission was not accepted for publication with thisjournal, either because it was not seen to
be of high enough quality, or its subject did not match the journal.
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Editing

Y our submission is considered "In Editing" once it has been approved for publication. It will then need to go through
copyediting to correct any grammatical or stylistic errors, layout editing to create the published galeys (e.g., HTML
or PDF), and proofreading to take one final look at the article before it is made publicly available.

If your submission is In Editing, you can view its detailsin the Editing section (linked from the top of your page). The
first section again includes basic submission information.

Figure 5.30. Selecting Submission Editing

Home > User > Author > Submissions > £6 > Editing

#6 Editing

SUMMARY REVIEW EDITING

Submission

Authors Fred Chan, Jillian MacIntosh 53

Title Libraries and Publishing: Mew Options for Research Support Services
Section Articles

Editor Jane Smith &3

Copyediting

In the next section, you can follow the copyediting process.

Figure 5.31. Copyediting

Copyediting
REVIEW METADATA REQUEST UNDERWAY COMPLETE
1. Inital Copyedit 2009-12-28 - 2009-12-28
File: 5-11-1-ED.DOCX 2009-12-28
2. Author Copyedit 2009-12-28 2009-12-28 E
File: None
[ Browse. | Upload
3. Final Copyedit - - -
File: Mone
Copyedit Comments “'No Comments COPYEDIT [NSTRUCTIONS

« Step 1: The journa's Copyeditor has made changes to the reviewed submission file. You can download a
revised copy here (e.g., 6-11-1-ED.DOCX).

e Step 2: You will review the Copyeditor'ss changes, and make any final changes of your own. You then
upload your revised submission file here. Be sure to use the email icon to notify the Copyeditor that you
have submitted your file.

» Step 3: The Copyeditor takes a last ook at your changes before passing the submission over to the Layout
Editor. No action isrequired by the author.
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Note

Copyedit comments can be added using the icon near the bottom of this section. There is also a link to

"Copyedit Instructions”.

Layout Editing

The next stage in the editorial processis layout editing. The Layout Editor takes the final copyedited version of the
submission and convertsit into aformat suitable for publishing on thejournal web site (e.g., typically HTML or PDF).

These are known asthe "galleys'.

Figure 5.32. Layout

Lavout

Galley Format FILE

1. PDF VIEW PROOF G-14-1-PE.PDF 2009-12-28
Supplementary Files FILE

None

Layout Comments “+'No Comments
Proofreading
Thefinal editing stage is proofreading. It is also broken down into 3 steps.

Figure 5.33. Proofreading

Proofreading
REVIEW METADATA

REQUEST UNDERWAY
1. Auther 2009-12-28 2009-12-28

2. Proofreader - -
3. Layout Editor — -

Proofreading Corrections ““No Comments PROOQFING [NSTRUCTIONS

COMPLETE
)

1. Once the galleys have been uploaded by the Layout Editor, you will receive an email from the editor asking that
you review them and note any errors in the Proofreading Corrections comments. Proofing Instructions are also
available. To view these, you will need to login to the journal and select the appropriate submission link:

Figure 5.34. Active Submissions

Active Submissions

IN EDITING) COEY]
BEC
Fublication Fee Pasd
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On the resulting screen, you can use the View Proof links to display the files. Y ou can click the linked file names
(e.g, 1-95-1-PB.HTML) to download a copy.

Figure 5.35. Layout

Layout
Galley Farmat FILE
1. 1-95-1-PA HTML 2010-01-15 o
2. i-96-1-PR.PDF 2010-01-15 0
Supplementary Files FILE

Nang

Layout Comments ' No Comments
Review the files and make any comments using the Layout Comments icon.

Figure 5.36. Corrections

Corrections

EEESAESEIESIIIRIIR R R B R RSN S SIS AR R AR EEEEEEEEEA RSN SIS SIS AR AR AR EEEEEEEEEIEEEEEE

No Comments

Subject |Clinical Research and Application

Comments™
In the POF galley, a period is missing at the end of line & in

paragraph 3 on page 5.

X Ao B 7 U s i=| (7L )

m Save and emai | (]usel

* Denotes required field

Once you have completed your review and noted any necessary changes, hit the Complete button.

Figure 5.37. Proofreading

Proofreading
REVIEW METADATA
REQUEST UNDERWAY COMPLETE
1. Author 2010-01-15 2010-01-15 =
r Proofreader - -

3. Layout Edstor - -

Froofreading Corrections “+/No Comments SRO0FING [NETRUCTIONS
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Thiswill generate an email informing the Proofreader and Section Editor that you are satisfied with the galleys.

Figure 5.38. Sending Email

Send Email
To |Jirnmy Jazz <jjarz@mailinator.com>
cc |sally Jones <sj@mailinator.com=
BCC I
Add Recipient | AddcC | AddBCC |

] senda copy of this message to my address (fc@mailinator.com)
Attachments I [ Browse_ | Uplaad |
From “Fred Chan” <fc@mailinator.com>
Subject |13035] Procfreading Completed (Author)
Body

Jimmy Jazz:

I have completed procfreading the galleys for my manuscript,
“Clinical Research and Application,” for Journal of Open Journal
Systemns. The galleys are now ready to have any final corrections
made by the Procfreader and Layout Editor.

Fred Chan

IE=TN _Cencel | _Skip Emad |

2. Thejournal's own Proofreader will also check for errors and make their own notes and inform the Layout Editor
when all proofreading is complete. No action is required by the Author.

3. The Layout Editor takes al of the notes and incorporates al of the changes into revised galleys. These are then
ready to publish. No action isrequired by the Author.

You have now completed all of the steps involved in submitting to the journal and participating in the review and
editing of your submission.
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Chapter 6. Editors

Overview

The Editor oversees entire editorial and publishing process. The Editor, working with the Journal Manager (or playing
both roles), typically establishes the policies and procedures for the journal, which are used in configuring the journal

in Journal Setup.

ViatheEditorial Process, the Editor assigns submissionsto the Section Editorsto see through the submission's Review
and Editing processes, while keeping an eye on the submission's progress and assisting with any difficulties in the
process.

The Editor can also play the role of Section Editor in the Editing process, seeing accepted submissions through
copyediting, layout, and proofreading.

The Editor also schedules submissions for publication, arranges the Table of Contents and publishes the issue, as part
of the Publishing Process.

Note

The Editor and Section Editor share many capabilities. While the Review and Editing processes alike can be
handled by both roles, they are only discussed in the Section Editor section. Pages uniqueto the Editor follow.

Editor Pages

Y ou can reach the Editor Home page by logging in and clicking the Editor link from your User Home page. Note the
addition of quick linksthat can take you directly to various tasks (Create Issue, Notify Users, etc.).

Home > User Home

User Home

» Site Administrator

Journal of Open Journal Systems

» Journal Manage

al ager [Setup]

= Editor ::-“' mesigred -':,_I: W g -::!': . [Create [ssus] [MNotify Users]

» REViswer 0 Active

The Editor Home page is chunked into three distinct sections: the Submissions section, with Unassigned, In Review
and In Editing queues aswell asalink to the submission Archives; a submission search section; and the | ssues section,
where you can schedule and publish new issues and edit previously published content.
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Figure 6.1. Editor Home Page

Home > User > Editor

Editor Home

Submissions

» Unassigned (1)
» In Review (1)
» In Editing (2)

L i

Title =] | contains
| v | L=/ |

Submitted - | between £ 2 | and : :|
Search |
Issues

Submissions

Unassigned Submissions

When an author completes a submission it automatically arrives in the Editor's Unassigned queue, available from the
Editor's User Home page. If the submission was made to ajournal section with an assigned Section Editor, however,
the submission will go directly to the In Review queue for that Section Editor (see the configuration option for Journal
Sections for details). Click the Unassigned link to go to the Unassigned queue.

The Unassigned page contains links to the other queues (In Review, In Editing, Archives), a search function, and the
list of submissions awaiting assignment to an Editor or Section Editor. Although the example below has only one
unassigned submission, your journal may have hundreds, and the search feature will help you find the one you are
looking for. To assign a submission, you must click the submission title. This will take you to the submission record.
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Figure 6.2. Unassigned Submissions

Home > User > Editor > Submissions > Unassigned

Unassigned

UNASSIGNED IN REVIEW IN EDITING ARCHIVES

Asgzigned Teo: | All Editors : In Section: | All Sections [+
Title |w| | contains [ |

m hetweenl El l E| | El Etl'ld] E | E
[

Submission Summary

The submission record is divided into four pages: Summary, Review, Editing, and History. Complete details on the
Review and Editing pages are covered in the Section Editor section of this manual.

Submission Summary Information

The Summary section includes basic submission details.

Figure 6.3. Submission Summary

Home = User > Editor > Submissions = =1 > ELII'I'II'I'Iary'
#1 Summary

SUMMARY REVIEW EDITING HISTORY

Submission

Authars Fred Chan 51

Title A study of electronic publishing

Onginal file L-1-1-SM.DOCX 2009-12-28

Supp. files None ADD A SUPPLEMENTARY FILE

Submitter Fred Chan =]

Date submitted 2009-12-28

Section Articles Change tcrl Articles : Record |

Author comments  test

In additionto detail sabout the submission (author, title, original files, etc.), you have the option to upload any additional
supplementary filesusing the Add A Supplementary Filelink. Y ou can a so see the section selected by the Author, and
changeit if necessary using the dropdown "Change To" menu and the Record button. Y ou can & so see any comments
the author has made for you when the submission was originally made.
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Submission Author Fees

The Summary page also lists Author Fees. If your journal does not charge fees, this section will not appear. From here
you can noteif the fees have been paid, or you can choose to waive fees.

Figure 6.4. Author Fees

Author Fees

Article Submission PAYMENT RECEIVED | WAIVE
Fast-Track Review PAYMENT RECEIVED | WAIVE
Article Publication PAYMENT RECEIVED | WAIVE

Submission Assignment

Next, from the Editors section you can assign either a Section Editor, another Editor, or yourself to guide this
submission through the review and editing process. Clicking the Add Section Editor (or Add Editor) link will bring up
a selection page. (Clicking the Add Self link will assign yourself to the submission and bring you to the submission's
Review page.)

Figure 6.5. Editors

Editors

REVIEW  EDITING REQUEST ACTION

None assigned

=0 oo secTion EDITOR | ADD EDITOR | ADD SELF

From here, use the Assign link to assign this user to the submission.

Figure 6.6. Assigning Editors

Select Section Editor

|First namelv]lmntains |-]| Search
ABCDEFGHIJELMNOPOQRSTUYW XY Z Al
JOURNAL

NAME SECTIONS COMPLETED ACTIVE ACTION

.................................... - e o 0 taolH
An email box will appear, addressed the assignee, from you, with text pulled from the appropriate email template.

At this point, you can add email addressesto the TO, CC or BCC fields, upload an attachment, and change the Subject
or Body text.

Once the message is ready to go, use the Send button to deliver it. The Cancel button does not send the message and
cancels the assignment. The Skip Email button does not send the message but does compl ete the assignment.
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Figure 6.7. Sending Email to Editor

Home > User = Editor > Submissiens » #1 > Summary > Email
Send Email
To |5a||-,,r Jones <sj@mailinator.com>
cc |
BCC |
Add Recipient | AddCC | AddBCC |

[ senda copy of this message to my address (stranack@gmail.com)
Attachments | [ Browese_ ] Lpload I
From “Jane Smith" =stranack@gmail.com=
Subject |[3015] Editorial Assignment
Body Sally Jones:

The submission, "A study of electronic publishing,” to Journal of
Open Journal Systems has been assigned to you to see through the
editorial process in your role as Section Editor.

Submission URL: http://journals3.stranack.cafindex.php
fiojs/sectionEditor/submissionReview/1
Username: sjones

Thank you,
Jane Smith
stranack@gmail.com

BTN _Cincs | _Scp Ena |

Once the message is sent, cancelled, or skipped, you will be returned to the Summary page. If you have completed
the assignment, the assigned user's name will appear. By default, she will be given the responsibility to guide the
submission through both the review and editing process, but this can be limited by unchecking either of the Review
or Editing boxes. Be sure to use the Record button after making a change.

From here, you can also use the Delete link to reverse the assignment and also assign another Section Editor, Editor,
or yourself.

Figure 6.8. Active Editors

Editors

REVIEW EDITING  REQUEST ACTION
Section Editor Sally Jones [ [& F 2009-12-25 DELETE
ADD SECTION EDITOR | ADD EDITOR | ADD SELF
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Submission Status
Next, you can see the Status of the submission. If a Section Editor has been assigned, the submission will be listed

as"In Review". If the submission is clearly unsuitable and should not be sent through peer review, you can use the
Reject and Archive Submission link to send it immediately to the Archives (whereit will be listed as Rejected).

Figure 6.9. Submission Status

Status

Status In Review REIECT AND ARCHIVE SUBMISSICHN
Initiated 2005-12-28

Last modified 2009-12-28

Thiswill generate an email (based on an existing email template) to the author.

Figure 6.10. Sending Rejection Email

Home = User = Editor > Submissions = 21 > Summary = Email
Send Email

To |Fﬂ:d Chan <fe@mailinator.com>
ccC |
BCC |

Add Recipient | AddCC | AddBCC |

I Send a copy of this message to my address (stranack@gmail.com)

Attachments I M ] Upload ]
From “Jane Smith® <stranack@gmail.comz=
Subject [[3015] Unsuitable Submission

Body Fred Chan:

An initial review of "A study of electronic publishing” has made it
clear that this submission does not fit within the scope and focus of

Tmisrm=l af Fimam Taoen=a] Cicmbmmme T ramnmmemand ok somn mmmemalée

Submission Metadata

The final section of the Summary page contains the submissions' Metadata. From here, you can review the metadata
and make any changes using the Edit Metadata link.
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Figure 6.11. Submission M etadata

Submission Metadata

EDIT METADATA

Authors

Mame Fred Chan &
Affiliation -
Country —

Competing interests  —
Cl POLICY

Bio statement -
Principal contact for editorial correspondence.

Title and Abstract
Title A study of electronic publishing

Using the Edit Metadata link allows you to make any necessary changes to the information supplied by the Author,
including author information. Y ou can add any additional authors using the Add Author button.
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Figure 6.12. Authors

Authors

First name* |Fred

Middle name I

Last name™ IChan

Email® |fe@mailinator.com
URL |
Affiliation

Country | E|

Competing interests
CI POLICY

a A @mE| B X U E s ) v (=]
Bio statement
(E.g., department
and rank)

ADLDBB@EG B 7 UEIS @ w3 W)

.ﬁddﬁu.ﬂ'n'l

Y ou can aso modify the title and abstract.
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Figure 6.13. Titleand Abstract

Title and Abstract
Title= |A study of electrenic publishing
Abstract*

Lorem ipsum dolor sit amet, consectetur adipisicing alit, sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut
enim ad minim veniam, quig nostrud exercitation ullames laboris
mizi ut aliquip ex ea commodo consequat. Duis aute irure dalor in
reprehenderit in voluptate velit esse clllum delore eu fugiat nulla
pariatur. Excepteur sint occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mellit anim id est laborum.

A DB@@| B 5 yiciz| @mg %

The next section allows you to upload a small cover image for the submission. This would appear with the articlein
the Table of Contents (and in the abstract view page) upon publication. This is an optional feature, but can serve to
add some visual interest to your journal design.

Figure 6.14. Article Cover

Cover

[¥] create a cover for this article with the following elements.

Cover image lC:\I.hm\Kcm‘-.D&dﬂm Browse_ | Use Save to upload file.
(Allowed formats: .gif, .jpg, or .png )
Uploaded: —

Alternate text |Chan cover image

Please provide alternate text for this image to ensure accessibility for users
with text-only browsers or assistive devices.
Display ] Do not display cover image thumbnail in table of contents.

] Do net display cover image in article abstract view.

Y ou can also modify the indexing information supplied by the author.
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Figure 6.15. Indexing

Indexing

Provide terms for indexing the submission; separate terms with a semi-colon (terml; term2;
term3).

.-m_::an::le_mlc
discipline and Publishing; Communications; Library Studies; Education
sub-disciplines

Library of Congress Classification

Subject |
classification

Use the hyperlinked classification system to select classification terms and, if
appropriate, numbers.

Keywords [
Scholarly Communication; Libraries; Publishing; Open Source

Language &n

English=en; French=fr; Spanish=es. Additional codes.

Next, you can modify the supporting agencies included by the author.

Figure 6.16. Supporting Agencies

Supporting Agencies

Identify agencies that provided funding or support for the work presented in this submission.

Agencies |

Finally, you can determine whether or not the author names should display in the Table of Contents. Thisistypically
controlled by the Journal Section policy, but it can be overridden here. For example, you may have set your Editorial
section to not display author names, but one issue will have a specia editor and you do want her name to appear. Use
this feature to allow for this.

Figure 6.17. Display Options

Display

Table of Contents  omit author names from issue table of contents: IDeFauIt :

[ Save Metadata JNOREN

Remember to hit the Save Metadata button. For further information on working with submissions, see Section Editor.

Searching Submissions

Asan Editor you can search through all submissions from your Editor Home page. Between your Submissions queues
and your Issues options is a comprehensive search field: you can useit to search against a submission title, or against
any user associated with the submission; you can also useit to search for submissions that were submitted, copyedited,
layout edited, or proofread between any given date range.
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Figure 6.18. Sear ching Submissions

Author = |-:c-ntain5 = |W|I1iams

m between I January El |IIZ|]. E |2009 |=| and | December 3 m
2008 =]

_Search |

Issues

Asan Editor you have four issue-specific pages available: Create |ssue, Notify Users, Future | ssues, and Back |ssues.

Figure 6.19. I ssues

Issues

» Create Issue
» Notify Users
» Future Issues
» Back Issues

Only Editors can create issues and publish issues. Section Editors can add (schedul€) submissionsto an existing issue,
but they cannot create an issue.

It is the Editor's responsibility to check that all edited material has been proofread by the Author and (optionally) by
aProofreader.

The Editor can arrange journal section and article order for each issue; can modify issue data like volume and number
information, issue details and cover images, and so on.

The Editor is also the only one who may remove published material from a Table of Contents.

Finally, the Editor is the only person who can send out a notification email to all registered Readers, notifying them
of anew issue.

Note

Journal content can be published in bundled issues in traditional volume/number/year format, or can be
published as soon as they are ready by adding finished submissions to the 'current' issue. See Publication
Scheduling for more information on configuration options.

Create Issue

To create an issue, you must select the Create I ssue link. The resulting page has three sections: Identification, Access,
and Cover.

Identification

The issue needs to be identified with the appropriate numbers and/or title, depending on the option chosen in
Publication Setup (e.g., Vol 2, No 5, 2008). While the system will prompt the Editor with the next issue each time an
issue is created, the Editor can override these settings and enter a new set of numbers or a different year. You also
have the opportunity to add a special title and description for the new issue.
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Figure 6.20. I ssue I dentification

Identification
Valume |1—
Number |1_
Year W
Issue @
identification = Volume
¥ Number
¥ vear
[ Title
Public issus |
identifier
Title [
Description
AiaBm@a| B 7 U= i=| @3 3

Cover

Y ou can also upload a cover illustration for the journal, in the form of a .jpg, .png or .gif file. Thisfile will be posted
on the Table of Contents as a cover page. It will appear on the journal's homepage while the journal issue is Current,
and can be clicked on to reach the Table of Contents for that issue. Once the issue is archived, the cover will remain
available with the issue through the Table of Contents.

Figure 6.21. Issue Cover

Cover

[l create a cover for this issue with the following elements.

Cover image | Browse_ | Use Save to upload file.
{Allowed formats: .gif, .jpg, or .png )

Stylesheet | Browse_ | Use Save to upload file.
Uploaded: —

Cover caption
d DB @EH| B 7 O == @ v @ W

Display [ Do net display cover image thumbnail in issue listing.
[ oo not display cover image prior to table of contents.

ESTN _Cancel |
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Access

If your journal has enabled subscriptions, you will next see an Access section, where you can set the status of theissue
(open, subscription) and an open access date (if applicable).

Figure 6.22. I ssue Access

Access

Access status I Subscription :
Open access date IDecember : IZE : IZEIlEI :

Notify Users

Y ou can send an email notification to all users associated with your journal by clicking the Notify Users link. Before
sending the email, you can choose to have the email sent only to those who have indicated they wish to receive
notifications regarding newly-published material (this option isavailablein auser's Profile), or to all users associated
with your journal -- Journal Managers, Editors, Authors, Readers, and so on. Y ou can also opt to include the table of
contents of an issue. Finally, you have one more chance to edit the prepared email template before it is sent.

Figure 6.23. Notify Users Email
Haome = Liser = Editor = Issues > Emall

Send Email

Recipients

@ Send this message to the users associated with this journal who have indicated that they
wish to receive updates (12 users)

Send this message to all users associated with this journal (32 users)

Issue

& Include the table of contents from this issue: | Vel 1, No 1 (2008) [
From "Kevin Stranack™ <stranack@gmail.com=>

Subject |[5j] New Issue Published

Body Readers:

Sofia Journal has just published its latest issue at
http:/fjournals.stranack.ca/index.php/si. We invite you to review
the Table of Contents here and then visit our web site to review
articles and items of interest.

Thanks for the continuing interest in our wark,
Kewvin Stranack
stranack@gmail.com

Future Issues

The Future Issues are where the Editor schedules submissions that are to be published next and into the future. The
Editor may wish to ensure that there are always two or three unpublished issues, which enables submissions to be
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scheduled over a couple of issues (for reasons of balance, for example). Once an issue is created, it appears in the
Future Issueslist. A planned special issue is another example of afuture issue.

Every entry in the Future Issues list displays the issue title and as it was created by the Editor and as it will appear
online; the number of items (edited submissions that have been scheduled with that particular issue; and a Delete
option. clicking Delete will remove the issue from the Future Issues list, and all scheduled submissions will revert to

their original unscheduled status (they will not be archived or deleted, nor will they be resubmitted for review: they
will remain in Editing, but will have to be reschedul ed).

Figure 6.24. Future I ssues

Home = User > Editor > [ssues > Future Issues
Future Issues

FUTURE ISSUES BlAC

Table of Contents

Clicking on an issuetitle in the Future Issues list will take you the issue's Table of Contents, |ssue Data and Preview
| ssue pages.

Clicking the Table of Contentslink will display all submissionsthat have been scheduled against that issue, envel oped
within their respective journal sections (e.g., Articles, Commentary, etc.). By default, journal sections are ordered as
they have been ordered by the Journal Manager in the Journal Sections configuration pages; articles are ordered by the
date they have been scheduled. Y ou can reorganize the order of both the journal sections and the articles by clicking
the up and down arrows next to each item or by single-clicking and dragging an element with your mouse.

Rearranging journal sections in one issue will not affect the order of already-published issues, and future issues will
till default to the Journal Manager's prescribed order. After making changes, make sure to click the Save button at
the bottom of the page.
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Figure 6.25. Table of Contents

CREATE ISSUE FUTURE ISSUES BACK ISSUES

Issue: | Vol 1, No 2 (2010) =

TABLE OF CONTENTS ISSUE DATA EREVIEW ISSUE

Table of Contents

Articlest

ORDER AUTHORS TITLE BACCESS PUBLIC ID REMOVE PROOFED
........................................................ e
1, ' Pinet if:.-'.‘T!':—.".";-".".ﬂ': |DEF€U]EE| | D

CORDER AUTHORS TITLE ACCESS PUBLIC ID REMOVE  PROOFED

1 MEANT TO
SAY THAT:

1. 1| Szabe HOW ADULT Default | | O

Every submission entry in the Table of Contents displaysthe submission titleasalink: clicking thelink will takeyou to
the submission's Summary, Review, Editing and History pages. Thereis aso a checkbox you can check to remove the
submission from that particular issue. Removing a submission from an issue will not delete or archive the submission:
it will only 'deschedul€' it, and you will haveto rescheduleit fromits Editing page, or archiveit fromits Summary page.

The 'Proofed' column shows which submissions have had the Author sign off on the fina galley copy via the
Proofreading process. Your journal may not rely on proofreading online, but this is a handy check to see whether
Authors have had afinal say on how their work has been represented.

Finally, you have the Publish Issue button at the bottom of the unpublished Table of Contents. Clicking this will

publish the issue, moving it from the Future Issues list to the Back |ssues page and promoting it to Current status on
the website. The issue will also be listed in the journal's Archives page.

Issue Data

The Issue Data page allows you to edit any of the information you entered when creating an issue.
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Figure 6.26. I ssue | dentification

TABLE OF CONTENTS ISSUE DATA PREVIEW ISSUE
Identification
Form Language | English [=]
To enter the infermation below in additional languages, first select the
language.
Volume 1
Number 2
Year 2010
Issue ¥ valume
identification ¥l Number
[¥] vear

Preview Issue

Y ou can preview an issue layout and associated information by clicking the Preview Issue link. Y ou should do thisto
double-check that the article and section orders looks ok, and that the issue data looks as it should.

Figure 6.27. Issue Preview

Home > Archives > Vol 1, No 2 (2010)

Vol 1, No 2 (2010) (Preview)

Table of Contents
Articles
The Contestation of Citizenship EOF
Bobert Finat 1-20
Commentary
I Meant to Sav That: How Adult Language Learnars Consbruck POF
Positive Identities Through Monstandard Language Use
Michelle Szabo 21 -39
Back Issues

The Back Issues page lists issues that have aready been published, including the Current issue. There are three
differences between this page and the Future Issues page listing: this page shows the issues' publication dates; you
can re-order back issues up and down (which will affect the order in which they are displayed in the Archives); and

you can assign any of the published issues to be the Current issue by choosing from the dropdown menu near the
bottom and pressing Record.
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Figure 6.28. Back |ssues

CREATE IS5UE FUTURE [S5UES BACK ISSUES

This journal uses custom issue ordering. RESET TO DEFAULTS

PUBLISHED  ITEMS ORDER  ACTION
¥OL 1, NO 1 (2008] 2008-08-11 6 ii DELETE

1 - 21 of 21 Items
Current Issue | Val 1, No 1 (2008) [=]

Clicking on any issue title in the Back Issues listing will bring you to that title's Table of Contents page, which is
exactly the same as the Table of Contents available for Future Issues. Similarly, you also have access to the issue's

Issue Data page. Astheissue has already been published, you do not need -- or have -- a Preview |ssue option.
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Chapter 7. Section Editors

Overview

Section Editors usually manage the review of submissions and the editing of those that are accepted. Depending on
the journal's policies, however, a Section Editor initially assigned to a submission by an Editor may be asked only to
see it through the Review stage, after which, if the submission is accepted, the Editor or another Section Editor takes
over the Editing Process; or vice-versa.

Editors can self-assign and accomplish the following functions described bel ow.

Section Editor Pages

Submissionsto the journal that are assigned to a Section Editor appear in that Section Editor's Submissions In Review
or In Editing queue. Section Editors will have received an email from the Editor requesting that you take on this
submission.

Section Editors have access to only those submissions to which they have been assigned. Depending on the journal's
policies, Section Editors may be responsible for just the Review of the submission or for both the Review and the
Editing of the Submission.

Click onthe 1 In Review link to see the submissions assigned to you that are currently going through the review process.

Home = User Home

User Home

Journal of Open Journal Systems

» Section Editor At :
HEview EQntin

= A ar
»

Ontheresulting page, you will seealist of al submissionsin your Review queue. Select ahyperlinked title to proceed
to the submission's Summary page.
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H-:J."HE = L,.f—al‘ = Eéftlﬂ.‘\ f;‘l t-:J" > SI!LH"I\ISSIGI\S (141 REUIEW
Submissions in Review

IN REVIEW IN EDITING ARCHIVES

In Section: | All Sections :

Title || |l:.l:.\ndains ||
Submitted  |w| between [] | [] | [w]| and || | L
Search
MM-DD PEER REVIEW
ID SuUBMIT SEC AUTHORS TITLE ASK DUE DONE RULING
TR PP T e e —————

ELECTRONIC

1-1of1 Items

Submission Summary

The Section Editor's Submission Summary page is almost identical to the Editor's Submission Summary Page, with
the exception that the Section Editor does not have access to the Editor Assignment section. Otherwise, the Section
Editor can add supplementary files; change the article section; archive the article; and/or modify the article's metadata
just as the Editor can. For further information, please refer to the Editor's pages in this manual .

Submissions In Review
To begin the review process, select Review from the top of the submission record.

Review Summary

Thefirst part consistsof basic submission information, and areview version of the submission (automatically generated
from the original submission file).

Figure 7.1. Submission Review
Home > User » Section Editor > Submissions > 21 > Review

#1 Review

SUMMARY
Submission
Authors Fred Chan 53
Title A study of electrenic publishing
Section Articles
Editor Sally Jones =1
Review Version l-2-1-Rv.pocCx 2009-12-28
Upload a revised Review Vcrsiunl [ Browse_ ] Upload |
Supp. files None
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Managing Review Rounds

Y ou can manage one or more rounds of review. Click on the Select Reviewer link to assign one or more reviewersto
this submission. The View Regrets, Cancels, Previous Rounds link will show you alist of past, inactive reviews.

Figure7.2. Peer Review

1
)
]
1
]
=
o

0
)
=

Peer Review Roundi

From the resulting screen, you can choose from your list of enrolled Reviewers. If there are many to choose from, you
can use the search tool to narrow your choices (e.g., search for matching review interests). If you know of an existing
user in the journal that is not currently enrolled as a Reviewer, this can be quickly done using the Enroll An Existing
User AsReviewer link. Y ou can also use the Create New Reviewer to enroll someone who isnot currently an existing
user. In this example, the Journal Manager has also added alink to PubMed, afree, online health database, where you
can search for potential reviewers (see Journal Setup).

To assign a Reviewer, select Assign.

Figure 7.3. Select Reviewer

Select Reviewer
|Rﬂviuwing interests = | contains || | Search

REVIEWING

HAME INTERESTS DONE WEEKS LATEST CTIVE ACTION
organic chemistry 0 —_ - 0 ASSIGH
libraries, schalarly 1 o 2009-12-28 o ASSIGH
publishing

0 - - 0
Open source 0 — — 0
software

1 -4 of 4 Items

Once you've made the selection, you will be returned to the Review page. Y ou can select another Reviewer.

Notice the addition of Reviewer A (your first selection). Y ou can remove this Reviewer using the Clear Reviewer link.

Figure 7.4. Request Reviewer

Rﬂund 1 SELECT REVIEWER VIEW REGRETS, CANCELS, PREVIOUS ROUI

Peer Eeview

CLEAR REVIEWER

Reviewer A Vincent Oldman

Review Form None / Free Form Review  SELECT REVIEW FORM
REQUEST LNDERWAY DUE ACKNOWLEDGE
1 - 2010-01-26

Use the Request icon to send an email to the Reviewer (using an email template), asking him to take on the task.
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Figure 7.5. Request Email
Home > User > Section Editor > Submissions > £1 > Review > Email
Send Email

Tao [Vincent Oldman <vo@anywhere.ca>
L |
BCC |
Add Recipient | AddcC | AddBCC |

[l senda copy of this message to my address (sj@mailinator.com)
Attachments [ [ Browse_ | Upload |
Fram “Sally Jones" =sj@mailinator.com=
Subject |[301S] Article Review Request
Body Vincent Oldman: -

1 believe that you would serve as an excellent reviewer of the
manuscript, "A& study of electronic publishing,” which has been
submitted to Journal of Cpen Journal Systems. The submission’s
abstract is inserted below, and I hope that you will consider
undertaking this important task for us.

il

Please log into the journal web site by 2010-01-05 to indicate
whether you will undertake the review or not, as well as to
access the submission and to record your review and
recommendation. The web site is http://journals3.stranack.ca
findex.php/jojs

The review itself is due 2010-01-26.

KN _Cancel | _Sco i |

By default, Reviewers will be provided with an extended text box to type in their comments. However, the Journa

Manager can setup Review Forms <link> alowing for more focused questions. Use the Select Review Form link to
provide areview form to this Reviewer.

Figure 7.6. Assign Review Form

Heme = User = Section Editor > Submissions > =1 > Review > Review Forms

Review Forms

Select Review Form

Articles Form ) ) ) ) ASSIGH | PREVIEW
1 -1 of 1 Items

If there are several Review Formsto choose from, use the Preview link to take a quick look at each.
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Figure7.7. Review Form

Home > User > Section Editor > Submissions > Preview Form

Preview Form

Articles Form

This review form is to be used for all submissions to the Articles section.

Rate the clarity of the writing style.®

Very Good
Good

Average

Below Average
Foor

* Denotes required field

TheReviewer will send you an email both when he agreesto do thereview and when thereview iscompl eted. Returning
to the Review section, you can see the Reviewer's decision (e.g., Revisions Required). Any competing interests are
also displayed.

Y ou can aso view the Reviewer comments by clicking on the Review Form Responseicon. If the Reviewer uploaded
arevised version of the submission (e.g., aWord document with changes included), this would also be available here.

If the journal has set up reviewer ratings (see Journal Setup), use the dropdown menu to grade the Reviewer. Thisis
invisible to the Reviewers, but will display for Editors and Section Editors assigning new Reviewers.

Be sure to use the Acknowledge icon to email your thanks to the Reviewer.

Figure 7.8. Review Information

Reviewer A  Vincent Oldman

Review Form Articles Form
REQUEST UNDERWAY DUE ACKNOWLEDGE
2009-12-29 2009-12-29 2010-01-26 =

Recommendation Rewisions Required 2009-12-29

Competing -

Interests

Review Form 4

Response

Uploaded files None

Reviewer rating Is High : Record I

At this point, you can enroll more Reviewers (see above) or make a decision.
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Editor Decision

Figure 7.9. Editor Decision

Editor Decision

Select decision I Revisions Required El Record Decision I

Decision Mone

Natify Author = Editor/Author Email Record “/No Comments
Review Version 1-2-1-RV.DOCY 2009-12-28

Author Version Mone

Editor Wersion Mone

Browse_ Upload I

Decision choices include:
» Accept Submission: The submission will be accepted without revisions.
» Revisions Required: The submission will be accepted after minor changes have been made.

» Resubmit for Review: The submission needsto be re-worked, but with significant changes, may be accepted.
It will require a second round of review, however.

 Decline Submission: The submission will not be published with the journal .
Once you've selected a decision from the dropdown menu, hit the Record Decision button.
Important Note: You must use the Notify Author icon to generate an email to the Author, informing him or her of

your decision. Until this is done, no further work can be done with the submission. Use the Import Peer Reviews

button to pull the anonymous reviewer comments (or form results) into the body of the email. Hitting the Send button
delivers the message.
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Figure 7.10. Notify Author

Home > User > Section Editor > Submissions > Email

Send Email

To [Fred Chan =fe@mailinator.com=
oC |
BCC |
Add Recipiert | AddCC | AddecC |

[l send a copy of this message to my address (si@mailinator.com)
Attachments | Broawrste Upload |
From "Sally Jones" <sj@mailinator.com>
Subject |[2015] Editor Decision
Body Fred Chan:

We have reached a decision regarding your submission to Journal
of Open Journal Systems, "A study of electronic publishing”.

Our decision is to:

Sally Jones
si@mailinator.com

Reviewer A:

Rate the clarity of the writing style.:
Good

Accept Submission

If the decision isto Accept, select the appropriate version (i.e., Review Version, Author Version, or Editor Version)
and hit the Send button to move the submission from the "In Review" queue to the "In Editing" queue (see below).

Figure7.11. Accept Submission

Editor Decision
Select decision |A|:u:ept Submission |»| Record Decision I

Decision Accept Submission 2009-12-29
Motify Author =1 Editor/Author Email Record ' 2009-12-29
Select file for Copyediting  Send I

Review Version

Author Version Mone

Editor Version @ 1-17-1-ED.DOCX 2009-12-29  DELETE

Browse_ Upload I
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Revisions Required

If the decision is Revisions Required, the Author will need to make the required changes and upload them for you
to view. Once this is done, you will receive an email and will be able to access the revised file by clicking on the
Author Version link.

Figure 7.12. Revisions Required

Editor Decision

Select decision | Revisions Required E| Record Decision I

Decision Revizions Required 2009-12-29

Matify Author =1 Editor/Author Email Record ' 2009-12-29
Review Version 1-2-1-RV.DOCK 2009-12-28

Author Version 1-15-1-ED.DOCK 2009-12-29

Editor Version Mone

I [ Browse_ ] Upload |

If the revisions are not complete, use the Notify Author link to send another email with further instructions.

If the revisions are complete, you can change the decision from Revisions Required to Accept Submission and re-
notify the Author.

Resubmit for Review

If thedecisionis Resubmit for Review, the Author will need to upload asignificantly revised version of the submission.
Y ou will receive an email when thisis ready.

You can access the revised author submission file using the Author Version link. To send it for another round of
review, select it using the radio button, and hit the Resubmit button.

Figure 7.13. Resubmit for Review

Editor Decision
Select decision | ge=ybmit for Review [»| FRecord Decision
Decision Revisions Required 2009-12-29 | Resubmit for Review 2009-12-29
Notify Author =) Eeditor/Author Email Record 7 2009-12-29
Resubmit selected file for peer review  Resubmit
Review Version 1.3-1.RV.DOCK 2009-12-28

Author Version @! j-15-1-ep.DOCKX 2009-12-29
Editor Version Mone

| l Browse_ | Upload

Thiswill allow you to select Reviewers for a second round of review.
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Figure 7.14. Selecting Second Round Reviewer

: . SELECT REVIEWER VIEW REGRETS, CANCELS, FREVIOUS RO
Peer Review Rounda = sl
Reviewer A  Vincent Oldman CLEAR REVIEWER
Rewview Form None / Free Form Review SELECT REVIEW FORM
REQUEST UNDERWAY DUE ACKNOWLEDGE

=l = 2010-01-26

From here, follow the instructions above <link>.

Decline Submission

If the decision isto Decline, the submission automatically moves from the "In Review" queue to the "Archive' queue
(see below) upon notifying the Author.

Submissions In Editing

Upon acceptance, the submission moves from "In Review" to "In Editing" <link>. You can go to "In Editing" by
selecting the Editing link at the top of the submission record.

The first section provides basic submission information (authors, title, section, editor). Below that is the Copyediting
section.

Figure 7.15. Submission Editing

Home > User = Section Editor > Submissions > 21 > Editing
#1 Editing
SUMMARY  REVIEW  EDITING  HISTORY
Submission
Authors Fred Chan £
Title A study of electronic publishing
Section Articles
Editar Sally Jones 0
Copyediting

The "Section Editor as Copyeditor" Process

Copyediting consists of checking the submission for grammatical or stylistic errors. The journa has two options for
the copyediting process. The Journal Manager can choose to have the Editor or Section Editor act as the Copyeditor
or alow the Editor or Section Editor to select a separate Copyeditor.

If you as the Section Editor are doing the copyediting, follow the 3 copyediting steps:
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» Step 1: You can simply select theInitiate link to indicate that copyediting has begun. The latest version of the
submissionfileislinked here. Onceyou arefinished copyediting, you can upload the revised file at the bottom
of this section, under "Upload file to - Step 1". Once thisis done, hit the Complete link in the Step 1 line.

Notethelink to Copyedit Instructions and the ability to make Copyedit Comments, shared by the Copyeditor,
Section Editor, and Author.

Figure 7.16. Copyediting Step 1

Copyediting
REVIEW METADATA REQUEST UNDERWAY COMPLETE ACKROWLEDGE
1. Initial Copyedit IMITIATE NfA COMBLETE MfA

File: 1-15-1-E0.0OCX 2009-12-29
2. Author Copyedit - -

File:

3. Final Copyedit NSA COMPLETE MN/A
File:

Upload file to @ Step 1, Step 2, or Step 3| [ Browssa,_ ] Upload I

Copyedit Comments “'No Comments COPYEDIT INSTRUCTIONS

» Step 2: Having completed Step 1, you must now select the Request Email icon.

Figure 7.17. Copyediting Step 2

Copvediting
REVIEW METADATA REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Initial Copyedit 2009-12-29 NfA 2009-12-29 /A
File: 1-15-2-CE.DOCY 2009-12-29
2. Author Copyedit (] — —
File:
3. Fimal Copyedit N/A COMPLETE N/A
File:
Upload file to Step 1, @ step 2, or | Step 3 | Browse._ Upload I
Copyedit Comments "““/No Comments COPYEDIT INSTRUCTIONS

Thiswill send an email to the Author, asking him to review your copyediting changes (note the instructions
provided in the prepared email template).
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Figure 7.18. Sending Email

Home > User > Section Editor » Submissions > #1 > Editing = Email

Send Email

B R R T PR P T P L]

Ta IFred Chan <fc@mailinator.com=
cC I
BCC I
Add Recipient | AddCC | AddBCC |

O senda copy of this message to my address (sj@mailinator.com)
Attachments | [ Browsa. ] Ugload |
From "Sally Jones” <sj@mailinator.com:
Subject I[JQJS] Copyediting Review Request
Body [Fred Chan:

Your submission "A study of electronic publishing” for Journal of
Cpen Journal Systems has been through the first step of

copyediting, and is available for vou to review by following these
steps.

m

1. Click on the Submission URL below.

2. Log into the journal and click on the File that appears in Step
1

3: Open the downloaded submission.
4, Review the text, including copyediting proposals and Author
Queries.

5. Make any copyediting changes that would further improve the
text.

TN _Conce | _Skp Enai |

Once the email has been sent, the Author will be able to upload any further changes to the submission.

Once the Author has uploaded any revisions, be sure to use the Acknowledge icon to thank him.

Figure 7.19. Copyediting Acknowledgement

Copyvediting
REVIEW METADATA REGQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Initial Copyedit 2009-12-29 NfA 2009-12-29 [ITY
File: 1-15-2-CE DOCX 2009-12-29
2. Author Copyedit 1 pgp9-12-29  2008-12-29 2009-12-29 &

File: 1-18-1-CE.DOCK 2009-12-29

» Step 3: Next, review the Author's latest file (available in Step 2 above). Make any final changes and upload
the submission file (by selecting Step 3 and using the file upload tool). Hit the Complete link when thisis
done. The submission is now ready to move to Scheduling.
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Figure 7.20. Copyediting Step 3

Copyvediting
REVIEW METADATA REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Initial Copyedit 2005-12-29 M/A 200§-12-29 M/&
File: 1-15-2-CE.DOCX 2009-12-29
2. Author Copyedit ) 2p009-12-29 2009-12-29 2009-12-29 =
File: 1-18-1-CE.0OCK 2009-12-29
3. Final Copyedit 2009-12-29 /A COMPLETE M A
File:

Upload file to © Step 1, © Step 2, or @ Step 3 |C:\Users\Kevi | [Browse_| | _Upload
Copyedit Comments Mo Comments T JCTION

The Separate Copyeditor Process

If your journal is configured to use separate Copyeditors, you must first select one for the submission using the Assign
Copyeditor link.

Figure 7.21. Assigning Copyeditor

Copvediting
Copyeditor & EYEDITOR
REVIEW METADATA REQUEST LHDER WAY COMPLETE ACENOWLEDGE

1. Initial Copyedit —_ -
Fibg: 2-9F-1-E0 DO 2010-01-15

2. Authar Copyedit — =
File:

3. Final Copyadit _ -
File:

Uplead filato @ Step 1,  Step 2, 0r | Step 3 [ [ Browsa_ | Upioad

Copyedit Commeants “Mo Comments COSVEDIT INSTRUCTIONS
On the resulting screen, select an available Copyeditor (if thereisn't one, ask your Journal Manager to enroll one).
Figure 7.22. Selecting the Copyeditor

Assign Copyeditor

| First name [x] [ containg =] | Search

ARCPDEESHIIKLMNQFORITNYWXY Z All

HAaME COMPLETED ACTIVE LATEST ACTION
JATE, JIbduy o @ = AIE10H

Use the Request icon to ask the Copyeditor to undertake the assignment.
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Figure 7.23. Requesting Copyediting

Copyediting
Copyeditor Simmy Jazz ASSION CORVEDITOR
REVIEW METADATA REQUEST UKDERWAY COMPLETE ACKNOWLEDGE
1. Initial Copyedit ' — -
Fila: 2-97-1-EQ.Coox 2010-01-158

Thiswill generate with prepared email template text automatically provided.

Figure7.24. Send Email

Send Email
Te |Jirn my Jazz <jjazz@mailinator.com>
coc |
BCC I
Add Recipient | AddCC | AddBCC |

[ senda copy of this message to my address (stranack@gmail.com)
Attachments | Browse_ Upload
From "lane Smith" <stranack@gmail.com=
Subject [[3035] Copyediting Request
Body limmy Jazz: ,

I would ask that you undertake the copyediting of "Learning to
publish” for Journal of Open Journal Systems by following these
steps.

1. Click on the Submission URL below.

2. Log into the journal and click on the File that appears in Step
1

3. Consult Copyediting Instructions posted on webpage.

4, Open the downloaded file and copyedit, while adding Author
Queries as needed.

5. Save copyedited file, and upload to Step 1 of Copyediting.
5. Send the COMPLETE email to the editor.

Journal of Open Journal Systems URL:
http://journals3.stranack.ca/index.phpfiojs ) -

IEECN _Concel | _Skip Email |

For details on the Copyeditor's tasks see the detailed section on the Copyeditor role.

Once the Copyeditor has completed the first stage of copyediting, both you and the Author will receive an email
notification. The Author will review the changes and make any final changes of his own. Y ou will be able to access
both revisions from the copyediting section of the submission record. Remember to use the Acknowledge icon to let
the Author and Copyeditor know that you have received their revisions.
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Figure 7.25. Acknowledge Copyeditor and Author

Copvediting
Copyeditor Jimmy Jazz ASSIGN COPYEDITOR
REVIEW METADATA REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Initial Copyedit 1 2010-01-22 2010-01-22 2010-01-22 &3
File: g¥-110-3-CE.DOCK 2010-01-22
2. Author Copyedit =1 2010-01-22 2010-01-22 2010-01-22 @
File: 87-112-1-CE.DOCY 2010-01-22
3. Final Copyedit ) s010-01-22 = — =1
File:
Upload file to Step 1, Step 2, or @ Step 3 Browse_ Upload I

Capyedit Comments ““'Mo Comments COPYEDIT INSTAUCTIONS

Usethe Requesticonin Step 3 to ask the Copyeditor to make thefinal revisions, incorporating changesfrom the Author
(and from you, if you choose to upload your own revised version). Remember to review any Copyedit Comments

located just under the upload tool.

Once the Copyeditor is finished with the fina revisions, you will receive an email natification. Returning to the
submission record, you will see the final copy (e.g., ) and be able to use the Acknowledge icon to thank him for his

work. Thisfile will now automatically become the first layout file.

Figure 7.26. Acknowledging Final Copyedits

Copvediting

Copyediter Jimimy Jazz ASEIGH COBYERITOR

REVIEW METADATA REQUEST LUNDERWAY

1. Initial Copyedit 1 2010-01-22 2010-01-22
File: 27-110-3-CE.0OCK 2010-01-22

2. Author Copyedit 1 2010-01-22 2010-01-22
Filer 87-112-1-CE.DOCY 2010-01-22

3. Final Copyedit 3 2010-01-22 2010-01-22

File: 87-113-1-CE.DOCY 2010-01-22

Upload file to Step 1, Step 2, or ¥ Step E-I | Browse.

Copyedit Comments “'No Comments COPYEDIT INSTRUCTIONS

Scheduling

Use the scheduling dropdown menu to select the issue for this submission. Y ou can change it later if you change your

COMPLETE ACKHNOWLEDGE
2010-01-22 2010-01-22
2010-01-22 2010-01-22
2010-01-22 m

| _Ugload |

mind. If you have not yet created the required issue, see the Create New |ssue instructions and do so.

Figure 7.27. Scheduling a Submission

Scheduling

Schedule for publication in |‘-.|’DI 1, Mo 1 (2012)

E Record |
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Layout Editing

The "Section Editor as Layout Editor" Process

Layout editing consists of taking the final copyedited submission file from OJS and using external software (e.g.,
Adobe Acrobat or Dreamweaver) to create the HTML or PDF files, known as galleys, which will be published on the
web site. Thisisacritica step, asit uploads the files that will be viewed by the journal's readers.

The journal has two options for the layout editing process. The Journal Manager can choose to have the Editor or
Section Editor perform the layout editing or allow the Editor or Section Editor to select a separate Layout Editor.

If you as the Section Editor doing the layout editing, follow these steps:

« First, download the fina copyedited version of the submission by clicking on the Final Copyedit file (e.g.,
1-15-3-CE-DOCX) from Step 3 of Copyediting:

Figure 7.28. Downloading a File

Copvediting
BEV] METADATA RECAIEST LURDERWAY COMPLETE ACKMOWWLEDGE
1. Initial Copyedit 2009-12-25 [ Fi 2005-12-29 MR
File: 1-33-3 L X 200%-12-29
2. Author Copyadit s .
- Cpening 1-15-3-CE.docx et

File: 3-38-3-CEDOCY 2009-12-3
3. Final Copyedit
File: 1-15-3-CEDOOY 2005-12-3

| Wou have chosen to open

i=1] 1-15-3-CEdocx

Upl file ¢ Step 1, Sxep 2 | =y
FE aed ek Step ep 2 whichis a1 Micrasedt Offce Word Detument
Capyedit Commeants “<'Ne C:rr.rr:: | froem: hitpe/fjournals3 straneci.ca i
z ‘What should Feefox do with this file?
Scheduling )
@ Qpenwith | Microsolt Office Word (default) -

Scheduls for publication in | Vol 1, M |

| Save File |
I..a:'-'ﬂut Do this gutcmatically for files Boe this fram now on.

| BE
Layout Version | 0K ] Carcd el
File:  None (Upload final copyedit )|
Galley Format i TROER TR iEws
Nene

Supplementary Files FILE =T 11171 ACTION

* Next, using the downloaded submission file as your source document, convert it into an HTML or PDF
version suitable for online viewing.

e For HTML files, you might want to use software such as Adobe Dreamweaver or the open source Nvu.
Exercise caution if using Microsoft Word to generate the HTML, as it will introduce non-standard tags
which may disrupt the display of the submission when published on your web site (Note: Dreamweaver
hasa"Clean Up Word HTML" option that can help with this).

» For PDFfiles, Adobe Acrobat can easily convert Word documents, as can Microsoft Word 2007. The open
source Open Office suite can also open Word documents and easily convert them into PDF files. Many
journals on alimited budget have opted to only display PDFs, as it takes significantly less time to create
PDF files, and requires less technical knowledge.

» Returning to OJS, you will next need to upload your HTML or PDF fileasa"galley":
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Figure 7.29. Upload Fileto Galley

Layvout
REQUEST UHRDERWWAY COMPLETE ACKHOWLEDGE

Layout Version N/A MSA WA NFA
File: MNone (Upload final copyedit version as Layout Version prior to sending request)

Gallay Farmak (1T} orRDOR ACTION VIIWS
Mang

Supplementary Files FILE ORCER ACTION
Hang

Upload file ko Layvout Version, '# Galley, Supp. files m: Brcracse - Updoad

Layout Commenis v No Commants LAYOUT INSTRUCTIONS REFERENCE LINKING

» Ifitisan HTML file, the following screen will appear:

Figure 7.30. Edit HTML Galley

Edit a Layout Galley

Galley File [nformaticn

Label® [HTHML
The galley label is used to sdentify the Rem's file format (8.9 HTML, FOF, st ).
Languags™ English | =

File nasme A-95- 1P HTHE
Orsginal file name testl.himl

il bypa textihtml

File size 2528

Date uploadad 2000-01-15

Replace File \ [ Uss Save to upload file.

HTML Galley Files

Styleshest File
Mo styleshest file has bean added to this galley.

Upload \ Berrrna_ : Use Save to upload fle.

Images

FILE HAME CRIGIMAL FILE MAME FILE S1IE DATE UFLOADED ACTIONH
Mo images

| [ Browse. | _Upiood |
ETN cocs

0JS will automatically include a "label” (eg. "HTML"), which will become the link text on the Table of
Contents.

If you upload an HTML file, you can aso optionally upload a separate stylesheet for the file and images or
other media associated with the article.

* If itisaPDF file, this screen will appear:
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Figure 7.31. Edit PDF Galley

Galley

Edit a Lavout Galley

Galley File Information

Label* IPDF
The galley label is used to identify the item's file format (e.g. HTML, PDF, etc.).
Language® |English =
File name 1-96-1-PR POF
Original file narme test. pdf
File typea application/pdf
File size 45KEB
Date uploaded 2010-01-15
Replace File | | Browse_ | Use Save to uplead file.
N _Concel |

OJs will automatically include a"label" (PDF), which will be the link text on the Table of Contents.

 Returning to the Layout section, you will now see your galleys:

Figure 7.32. Galley Files

Layout

REQUEST WRDERWAY COMPLETE ACKENQWLERGE
Layout WVerssan M LTy M M
File:  None (Upload final copyedit wersion as Layout Version prior to sending reguest)
Gallay Formal FILE ORDER ALCT oM WIEWS
1. HTML ¥IEW PR F i-93-1-Pf HTML 2010-01-15 il ECHIT | DELET o
2. POF yviDw PR F LS~ 1-PR POF 2000-01-15 T ECIT | DELET o
Supplemeantary Files FILE DR DER ACT IO

None

Upload file ta ' Layout Versien, Gallay, Supp, hile Evcisn_ Ligiand |
Layeut Commants “'No Comments LAYOUT INSTRUCTIONS REFERENCE LINKING

* View Proof will display the galley in your browser.
¢ Thelinked file name will allow you to download a copy of thefile.

¢ The Order arrows will alow you to change the order of the galley links on the Table of Contents. In
this example, the HTML link would appear before the PDF link. These Order arrows would allow you
to adjust that.

« The Edit link will take you back to the "Edit a Layout Galley" screen, allowing you to replace the galley
file (without modifying that galley's view count) or, in the case of an HTML galley, add a new stylesheet
or images. Using the Delete link will remove the file (and all viewing statistics -- see the Views column).
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e The Views number (0 in this example as it has not yet been published) shows how many times a reader
has accessed the file. If you delete the file, these views will be reset to zero. If you edit the file, these
numbers will be maintained.

 Finally, you may wish to upload additional supplementary files for the article, such as Powerpoint slides or
an Excel spreadshest of data. Y ou can do this by changing the "Upload Fileto" button from Galley to Supp.
Files and using the upload tool. These files will be visible in the Reading Tools for the article.
The Separate Layout Editor Process

Once the Copyeditor completesthe "clean™ copy in Step 3 of Copyediting, that version of the submission automatically
moves to the Layout stage.

As the Section Editor, on receiving notification of the completion of the copyediting, return to the submission record
and select a Layout Editor.

Figure 7.33. Selecting a Layout Editor

Layout
Layout Editor ASSIGN LAYOUT EDITOR
REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
Layout Version — —
File: B7-114-1-LE OO 2010-01-22

Request that the Layout Editor begin work, by using the email icon under Request Layout, which will generate an
email message.
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Figure 7.34. Assign Layout Editor Email

Send Email
Ta |Jimmy Jazz =jjazz@mailinator.com=
cC |
BCC |
Add Recipient | _AddoC | _AgdBeC |
| Send a copy of this message to my address (sj@mailinator.com)
Attachments [ [ Browse_ | Upload |
From "Sally Jones™ <sj@mailinator.com>
Subject [[3035] Request Galleys
Body Jimmy Jazz: -

The submission "Clinical Research and Application” to Journal of
Cpen Journal Systems now needs galleys laid out by following
these steps.

1. Click on the Submission URL below.

2. Log into the journal and use the Layout Version file to create
the galleys according to the journal's standards.

3. Send the COMPLETE email to the editor.

m

Journal of Open Journal Systems URL:
http://journals3.stranack.cafindex.php/fjois

Submission URL: hittp://journals3.stranack.cafindex.php
ejs/layoutEditor/submission/87

Username: jjazz

IEEEM Concel | _Skp Ema |

The Layout Editor will prepare galleys for the submission in each of the journa's publishing formats (e.g., HTML,
PDF, PS, etc.). The Supplementary Files, which remain in the original file format in which they were submitted, will
be reviewed by the Layout Editor and Proofreader to ensure that basic formatting isin place, and that the files conform
as well as possible to journal standards. Y ou will receive an email when the Layout Editor has completed the initial
production of the galleys.

Upon receiving the email notification, log back into the system and return to the submission record. Y ou will seethe
galeysin place. Use the Acknowledge email icon to thank the Layout Editor for hiswork.
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Figure 7.35. Galley Files

Lavout
Layout Editor Jimmy Jazz ASSIGN LAYOUT EDITOR

REQUEST LINDERWAY COMPLETE ACKNOWLEDGE
Layout VErsian ] 2010-01-22 2010-01-22 2010-01-22 =
File: EF-114-1-1EDOCK 2010-01-22
Galley Farmat FILE ORDER ACTION VIEWS
1. FOF ¥IEW PRQOF Br-115-1-FR PDF 2010-01-22 Tl EDIT | DELETE ©
2. HTML VIEW EROOF BF-116-1-FR HTHML 2010-01-22 tl EDIT | DELETE 0
Supplementary Files FILE CRDER ACTION

Mane

Upload file to & Layout Version, ) Galley, ) Supp. fulezl | Browes_ _ Upload
T [NETRUCTICNRS REFEREMCE LINKING

Layout Comments N Comments

Y ou can select the View Proof links to quickly view the galley files.

Y ou can click on the linked file names to download a copy of the galley file.

Y ou can use the Order arrows to determine which galley appears first on the Table of Contents.
Y ou can use the Edit link to revise the galley files.

Y ou can use the Delete link to remove the galley files.

Note the Views column. Thisis a very important statistic that records the number of times readers have downloaded
acopy of thegalley file.

Proofreading

The Section Editor as Proofreader Process

Now that the galleys have been created and uploaded into OJS, the next step will be to proofread those files, to ensure
that no errors exist before publication.

The journal has two options for the proofreading process. The Journal Manager can choose to have the Editor or
Section Editor act as the Proofreader or allow the Editor or Section Editor to select a separate Proofreader.

If you as the Section Editor are acting as Proofreader, follow these steps:

* First, request that the Author undertake the proofreading of the galley using the Request icon:

Figure 7.36. Proofreading

Proofreading
REQUEST UNDERWAY COMPLETE ACKMOWLEDGE
1. Author 1 — —
2. Proofreader IRLTIAT WfA — NA
3. Layout Editor IN[TIATE W& - A

Proofreading Corrections “'No Comments  PREOOFIN

» Thiswill generate an email message for the author. Hit the Send button to deliver this email:
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Figure 7.37. Send Email

Send Email

To
cC
BCC

Attachments

From
Subject

Body

]Fred Chan =fc@mailinator.com:=

ISaIIy Jones <sj@mailinator.com=>

|

Add Recipient | AddCC | AddBCC |

[l send a copy of this message to my address (stranack@gmail.com)

I [ Browse. | Upload |

"lane Smith" <stranack@gmail.com=

][JOJS] Procfreading Request (Author)

Fred Chan:

Your submission "A study of electronic publishing™ to Journal of
Open Journal Systems now needs to be proofread by folllowing
these steps.

1. Click on the Submission URL below.

2. Log into the journal and view PROOFING INSTRUCTIONS

3. Click on VIEW PROOF in Layout and proof the galley in the
one or more formats used.

4. Enter corrections (typographical and format) in Proofreading
Corrections.

5. Save and email corrections to Layout Editor and Proofreader.
&. Send the COMPLETE email to the editor.

Submission URL: http:/fjournals3.stranack.ca/findex.php
.!'_.'iﬂj sfautl'lurfs_ubmissinn.fl

IEEXN Concel | _Skip Emai |

 Once the Author has completed her review, use the Acknowledge icon to thank her for her work. Use the
Proofreading Correctionsicon to view any comments made by the Author. Y ou can optionally usethe Initiate
link to indicate that you have begun your proofreading responsibilities for this submission. Alternatively,
you could simply revisethe galleys and upload them in the Layout section using the Edit link for each galley.

Figure 7.38. Initiating Proofreading

Proofreading

REQUEST UNHDERWAY
1. Authar & 2000-01-15 2010-01-15
2. Proofreader INITIATE MR
3. Layout Editer [N[T]ATE (1Y
Frocfreading Corrections /Mo Comments PROOFING INSTRUCTIONS

» Make any required changes to the galleys, and upload them as Layout Versions in the Layout section. Hit

the Complete link when finished.

m

ACKNOWLEDSGE
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Figure 7.39. Completing Proofreading

Proofreading

REQUEST WINDERVAY COMPLETE ACKHOWLEDGE
1. Author = 2010-01-15 2010-01-1% 2010-01-1% 2010-01-15
2. Procfreader 2010-01-15 LT COMPLETE LT
3. Layout Editar IMITIATE [T - [T
Proofrasding Corrections ““/No Comments  SRO0FING [NSTREUCTIONS

» Asthefinal step, select the Initiate link to indicate that you have started the Layout Editor proofing (again,
thisis optional and may not be required for your journal’s workflow).

Figure 7.40. I nitiating Proofreading as L ayout Editor

Proofreading

REQUEST UNDERWAY COMPLETE ACENOWLEDGE
1. Author J 3010-01-15 2010-01-15 2010-01-15 2010-01-15
2. Proofreader 2010-01-15 NfA COMPLETE MfA
3. Layout Editor INITIATE NfA = N
Procfreading Corrections =Moo Comments PROCQFING INSTRUCTIONS

» Download the corrected Layout Versions, make any final changes, upload as revised galleys, and hit the
Complete link to indicate that you have finished your proofreading.

Figure 7.41. Completing Proofreading as L ayout Editor

Proofreading

REQUEST UNDER WY COMPLETE ACEMNOWLEDGE
L. Author 1 2010-01-15 2010-01-15 2010-01-15 2010-01-15
2. Procfreadar 2010-01-15 LT 2010-01-15 LT
3. Layout Editor 2010-01-15 MIA COMPLETE MA
Proofreading Corractions “#'Mo Comments  PROOFING INSTEUCTIONS

* Repeat these editorial stepsfor each submission. Once you have scheduled all of the submissionsto theissue,
you can Publish the issue and make it available on your journal web site.

The Separate Proofreader Process

As the Section Editor, once you have been notified by the Layout Editor of the completion of the galleys, select a
Proofreader.
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Figure 7.42. Assigning a Proofreader

Proofreading
Proofreader ASSIGN PROOFREADER
REQUEST UNDERWAY COMPLETE ACKROWLEDGE
1. Auther [cm] = =
2. Froofreader - -

3. Layout Editor - -

F'I‘I!Il.‘.fl'tn!dll‘lg Carrections Mo Comment: PROOFING INSTRUCTIONS

Select a Proofreader from the resulting list using the Assign link. If no Proofreaders are listed, contact the Journal
Manager to enroll someone in thisrole.

Figure 7.43. Selecting from the Proofreader List

Assign Proofreader

| First name T‘ [mn:-:ll:ns :T | Search

Al

NAME COMPLETED ACTIVE LATEST ACTION
JAZT, JMARLY (i} 1] — ASSION )

The Section Editor then sendsthe Request email to the Author to begin the Proofreading process using the Request icon.

Figure 7.44. Contacting the Author

Proofreading
Proofreader Jimmy lazz ASSION PROOFREADER

REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Author | = =

Thiswill generate an email message, which includes detailed instructions for the Author.
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Figure 7.45. Email to Author for Proofreading

Send Email
To |Fre|$ Chan =fc@mailinator.com=>
cc |sally Jones <sj@mailinator.com=
BCC I

Add Recipiert | AddCC | AddBCC |

Send a copy of this message to my address (sj@mailinator.com)

Attachments I l Browse_ | LUpload |
From "Zally Jones" <sj@mailinator.com:=
Subject |[3035] Procfreading Request (Author)
Body |Fred Chan: ~

Your submission "Clinical Research and Application™ to Journal of
Open Journal Systems now needs to be proofread by folllowing
these steps.

1. Click on the Submission URL below.

2. Log into the journal and view PROOFING INSTRUCTIONS

3. Click on VIEW PROOF in Layout and proof the galley in the
one or more formats used.

4. Enter corrections (typographical and format) in Proofreading
Corrections.

5. Save and email corrections to Layout Editer and Proofreader.
6. Send the COMPLETE email to the editor.

i}

Submission URL: http://journals3.stranack.ca/index.php
!-’jnjs.-fauma rfsluhmissia n/87 -

B Covcel | _Skip e |

Y ou and the Proofreader will receive an email from the Author when he has completed his proofreading. Y ou can use

the Acknowledge icon to thank him for his work.

Figure 7.46. Acknowledging the Author

Proofreading
Proofreader Jimmy Jazz ASSIGH PROOFREADER
REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Author 3 2910-01-22 2010-01-22 2010-01-22 m
2. Proofreader ) 2010-01-22 - -
3. Layout Editor - —
Proofraading Corrections '“5'2010-01-22 PROCFING INSTAUCTIONS

The Author, upon completing his review of the galleys and Supplementary Files, if any, sends a completion email to
the Proofreader, with a CC to the Section Editor. Any typos or formatting errors are noted in the Corrections text-box

in Proofreading (because the Authors and Proofreaders cannot mark up the galleys).

The Proofreader, on completing the review of the galleys and Supplementary Files, if any, notifies the Layout Editor,
with a CC to the Section Editor, and the Layout Editor proceedsto correct the galleys and Supplementary Files, if any.

Finally, The Layout Editor will notify you that the submission is ready to be scheduled for publication. Use the

Acknowledge icons to thank them for their work.
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Figure 7.47. Final Proofreading Acknowledgment

Proofreading
Procfreader Jimmy Jazz ASSIGH PROQFREADER

REQUEST WUNDERWAY COMPLETE ACKROWLEDGE
1. Authar 2 2010-01-22 2010-01-22 2010-01-22 2010-01-22
2. Proofreader =1 z2p10-01-22 2010-01-22 2010-01-22 2010-01-22
3. Layout Editor 1 2010-01-22 2010-01-22 2010-01-22 i
Proofreading Corrections '““'2010-01-22 PROOFING INSTRUCTIONS

At this point, you may again wish to review the files, and if satisfied, schedule the submission for publication by
choosing an issue under Scheduling, and pressing Record. The submission's galley files will then be available for
readers when the issueis published.

Submission Archives

Submissions in this queue have been through the editorial process, whether they have been declined, scheduled to
be published, or are published. This queue provides Editors and the assigned Section Editor complete access to the
submission's editorial history (Summary, Submission, Review, Editing, and History).

Figure 7.48. Submission Archives

Home = User = Editor = Submissions > Archives

Archives
UNASSIGNED IN REVIEW IN EDITING ARCHIVES
Assigned To: IILII Editors |« In Section: | &all Sections 3

Title - Icontains v'l
Submitted » | between - - | - andl - -
&

bl
Search |
D SUBMITTED  SEC AUTHORS TITLE STATUS
1052 2009-12-28 REWV Bubhmeid Sl AL RESEARCH AND Vol 1, No 2

(2006)

1053 2009-12-28 QART Smith, Archived DELETE

Jones

Submissions rejected from the submission Summary page can be deleted by clicking the Delete link next to their
names; published material have their issue listed instead of a delete button.

To Restore an Archived Item to the Active List: the Editor should go to the Archives on the Editor Home page and find
the submission. Clicking on the submission'stitle will lead to the Summary, Review, Editing and History pagesfor the
submission. On the Summary page you will find a Restore to Active List link; clicking thiswill move the submission
back into the In Review or In Editing list, depending on what stage the submission was at when it was archived.
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Figure 7.49. Submission Status

Status

Status Archived RESTORE TO ACTIVE LIST
Initiated 2009-12-29

Last modified 2009-12-29

Reader

Comments Default Change to [ Default [=] Record
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Chapter 8. Reviewers

Overview

The Reviewer isinvited by email to review a submission, which includes itstitle and abstract, as well as the journal's
URL and a username and password for the Reviewer to use to enter the journal. The journal has the option of using a
reviewer option that sends the submission as an email attachment to the Reviewer along with an invitation to review.
In this case, the Reviewer then responds by email <link>. What is described hereisthe principal method for reviewing
(and ensuring compl ete records of the process), which involves the Reviewer conducting the Review on the journal's
web site.

Review Home Page

Submissions

On logging in to the journal, you will arrive at the User Home page.
Figure 8.1. Reviewer Home

Home > User Home

User Home

Journal of Open Journal Systems

» Reviewear 1 Active

To see the submissions you need to review, click the Reviewer link, or click the"x" Activelink. Both will take you to
your active Submissions page. This page lists the submissions which you have been invited to review or are currently
in the process of reviewing. The Submissions queue also notes what round the review is, as some reviews may have
entered a second round of reviewing, following the Section Editor's decision that the submission must be "resubmitted
for review." This page also provides access to past reviews which the Reviewer has completed for the journal.

Clicking on the linked title will take you to the review process.
Figure 8.2. Active Submissions
Home > User » Reviewer > Active Submissions
Active Submissions

ACTIVE ARCHIVE

SEC  TIILE

112_25 ARTAET_UDYCFELECFF\O[.]CFPLIEL[SHLNG‘
1-10of 1 Items
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Review
Y ou will first see a summary of the submission details.
Figure 8.3. Review Assignment

Home = User = Reviewer = £1 » Review

#1 Review

Submission To Be Reviewed

Title A study of electronic publishing
Journal Section Articles
Abstract Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod

tempor incididunt ut labore &t dolore magna aliqua. Ut enim ad minim veniam,
quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo
consequat. Duis aute irure dalor in reprehenderit in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occascat cupidatat non proident,
sunt in culpa qui officia deserunt mollit anim id est laborum.

Submissicn Editer  sally Jones 53

Submission VIEW METADATA
Metadata

Next, you will see the review schedule, and the associated deadline.

Figure 8.4. Review Schedule

Review Schedule

Editor's Request 2009-12-29
Your Response —

Review —
Submitted

Review Due 2010-01-26

Next, the Review processis divided into six or seven steps (depending upon the Journal Setup).
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Figure 8.5. Review Steps

Review Steps
1. Notify the submission’'s editor as to whether you will undertake the review.
Response  Accepted

2. If you are going to do the review, consult Reviewer Guidelines below.

3. Click on file names to download and review (on screen or by printing) the files associated with
this submission.
Submission Manuscript 1-2-1-RV.DOCX  2009-12-28
Supplementary File(s) None

4, Declare whether or not you have competing interests with regard to this research (see
CI POL Il:":'].

Ho competing interests,

w a@E@mos| B 7
E

5. Click an icon to fill in the review farm.
1]

I
i
m

K e g] ﬂ

Review Form

6. In addition, you can upload files for the editor and/or author to cansult,
Uploaded files None

— e T

7. Select a recommendation and submit the review to complete the process. You must enter a
review or upload a file before selecting a recommendation.

Recommendation | Revisions Required [«] Submit Review To Edior |

1. You have first to indicate to the Section Editor whether they will undertake the review. The decision should be
made after reviewing the submission's Abstract and perhaps |ooking at the submission, by clicking on the file name
in Step 3 (depending on the journal's policies, the file may not be available before agreeing to review it).

If you are unable to do the review, click on Unable to do the review which leads to a standard email to the Section
Editor.

If able to do the review, click on Will do the review, which leads to a standard email to the Section Editor, and
which will indicate to Section Editor and Author that the review is underway.

2. Consult the Reviewer Guidelines, found at the bottom of the Review page. The Reviewer Guidelines have been
prepared by the Editors of the journal to ensure that your review is as helpful as possible to them and the author.
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Figure 8.6. Review Guidelines

Reviewer Guidelines

In reviewing an article for the Journal of Open Journal Systems, we are interested in your overall
opinion of the article and any comments you might wish to pass on to the author to assist him or
her in making the article publishable. The editor would appreciate at least one paragraph indicating
why this paper makes a contribution to our knowledge of communication. If it dees not, your frank
and candid opinion of why not would be welcome.

In your review we request that you consider:

a) the potential interest of this topic to our readers: would you read this piece?

3. The Author has uploaded the submission as a file, which you can download from the journal's web site to your
computer by clicking on the file name. The Supplementary Files refer to materials the Author may have uploaded
in addition to the submission, such as data sets, research instruments, or source texts.

4. (Optional): In some cases, the journal may require you to declare whether or not you have competing interests
with the article being reviewed. If thisis the case, this step becomes a form requesting a declaration of Competing
Interests, and al following steps change their step number accordingly.

5. Click on the Review icon and is presented with two Review text-boxes where the Review can be either entered by
hand or pasted: one for the Editor and Author, and one visible to the Editor only. The Reviewer may enter or paste
partial reviews into these boxes and click the Save button at the bottom of the form to return and make changes
later. The Reviewer may return to make such changes until arecommendation on the main Review pagesis chosen,
at which time the Review process is complete.

Please note: the Journal manager, in conjunction with the journal's Editor(s), may have created an extended custom
review form to be filled out here. More information on the custom form should be found in the Reviewer's
Guidelines. The form can be returned to and edited until a recommendation has been chosen.
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Figure 8.7. Review Form Response
Home = User = Reviewer = #1 > Review Form Response

Review Form Response

Articles Form

This review form is to be used for all submissions to the Articles section.

Rate the clarity of the writing style. *

vWery Good

2 Good

! Average

_ Below Average
~ Poor

T _Cose |

* Denctes required field

6. You also havetheoption, in addition to entering areview, of uploading filesfor the Section Editor and/or the Author
to see. These files may be an annotated version of the submission or some relevant data or other materials that will
assist Editor and/or Author. It will be at the Editor's discretion whether these files are shown to the Author, but you
can certainly comment on thisin the Review (Step 5).

7. You must select a Recommendation for the submission from among the following options: Accept, Revisions
Required, Resubmit for Review, Resubmit Elsewhere, Decline Submission, See Comments. When you click Submit
Review to the Editor, it leads to a prepared email to the Section Editor, and makes your recommendation, saved
Review (which is now locked) and any uploaded files avail able to the Editor.
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Chapter 9. Copyeditors

Overview

The Copyeditor receives an email request from the Section Editor to copyedit a submission, which will then appear
in the Copyeditor's Submissions queue. A Copyeditor who is unable to do the copyediting simply responds by email
to the Section Editor.

Copyeditor Pages
Copyeditor Home Page

After logging in, clicking on the Copyeditor link in the User Home page (or on the linked number of items) will lead
to the Submissions queue.

Figure 9.1. Copyeditor User Home Page

» Section Editor 1 In Review 0 In Editing
» Layout Editor 0 In Editing
» Copveditor 1 In Editing
» Proofreader 0 In Editing

This queue lists the submissions to be copyedited.To access the Copyediting page for a particular submission, click
on the linked title.

Figure 9.2. Copyeditor List

Active Submissions

ACTIVE ARCHIVE
ID  ASSIGN SEC  AUTHORS e STATUS
85 01-22 ART Chan CLINICAL RESEARCH AND Step 1
APPLICATION
1-10of1 ltems

On the resulting submission record screen, you can see some of the details (Authors, Title, Section, Editor). Below
that is the Copyedit section, where you can begin working with the submission.

Use the Review Metadata link to see more information about the submission (abstract, keywords, €tc.).

To accessthefile, click on thelinked filenamein step 1 (e.g., 85-104-1-RV.DOCX). Open the document in your word
processor, make the required changes, and upload your revised version using the Upload tool.

Use the Complete icon to notify the Section Editor that you have completed your work.
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Figure 9.3. Copyeditor View of Submission Record

#85 Editing
Submission
Authors Fred Chan £
Tithe Clinical Research and Application
Section Articles
Editar Joa Brown 1
Copvedit
Copyeditor Jimmy Jazz
REVIEW METADATA REQUEST UNDERWAY COMPLETE
1.  Initial Copyedit 2010-01-22 2010-01-22 &
Fil&: g5-104-1-Rv.DOCK 2010-01-22
Browse_ LUpload I
2.  Author Copyedit - - -
File: None
3. Final Copyedt — —
Fila: Nane
Browse Unlaad I

Cﬂp@'!dil‘. Commeants -JNQ Comments COBPYEDIT INSTRUCTIONS

A popup window will appear asking you to confirm that you wish to mark Step 1 as completed.

Figure 9.4. Confirm Copyediting Completion

Copvedit
Copyeditor limmy Jazz
REVIEW METADATA REQUEST UMNDERWAY COMPLETE

1.  Initial Copyedit 2010-01-22 2010-01-22 =
s %101 RO 10-01-22

The page at http://joumnals3.stranack.ca says: -—

Are you sure you wish to mark this task as completed? You may not be able to make changes
afterwards.

An email message will be generated, informing both the Author and the Section Editor that the first step of copyediting
iscomplete.
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Figure 9.5. Sending Completion Email

Send Email

Tao |[Fred Chan <fe@mailinator.com=
oo |Jl::e Brown <jbrown@mailinator.com>
BCC [

Add Recipient | AddCC | Add BCC |
[T send a copy of this message to my address (ijazz@mailinater.com)

Attachments | [T Upload |

From “Jimmy Jazz" <jjazz@mailinator.com>

Subject [[) Copyediting Completed

Body Fred Chan: a

We have now copyedited your submission “Clinical Research and
Application” for Demo Journal. To review the proposed changes
and respond to Author Queries, please follow these steps:

(11}

1. Log into the journal using URL below with your username and
password (use Forgot link if needed).

2. Click on the file at 1. Initial Copyedit File to download and
open copyedited version.

3. Review the copyediting, making changes using Track Changes
in Word, and answer queries.

4, Save file to desktop and upload it in 2. Author Copyedit.

5. Click the email icon under COMPLETE and send email to the
editor.

IE=TN _Concel | _Skip Emal |

Y ou must now wait for the Author to complete his copyedits. Onceit is ready, you will receive an email notification,
and be able to download the revised submission (e.g., 87-112-1-CE.DOCX), located in Step 2: Author Copyedit. Be
sureto check the Copyedit Comments, located just under the file upload tool for any additional information the Author
or the Section Editor may have noted.

Figure 9.6. Download Author Copyedits

Copvedit

Copyeaditar Jirurry Jazz

REVIEW METADATA REQUEST UNDERWAY COMPLETE

1. Initial Copyedit 2010-01-22 2010-01-22 2010-01-22

File: g7-110-3-CE0OCK 2010-01-22

Browea Upload

2. Author Copyedit 2010-01-22 2010-01-22 2010-01-22
File: BF=112-i-CPF pocs 2010-01-22

3. Final Copyedit 2010-01-22 2010-01-22 ]
File: None
| Browse_ | _Upkad

Copyedit Comments '“/No Comments COPYEDRIT INSTRUCTIQNS

The next step will be to open the Author's revised file in your word processor, make any required changes, and upload
thesein Step 3 using the file upload tool.
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Figure 9.7. Final CopyeditUpload

3. Final Copyedit 2010-01-22 2010-01-22 |
File: None
[C:\Users\Kevin'\Desktop | (Browse_| |  Upload

Copyedit Comments “/No Comments COPYEDIT INSTRUCTIONS

Use the Complete icon to notify the Section Editor that you have completed the copyediting of the submission. This
will send a notification email and be the end of your responsibilities for this submission.
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Chapter 10. Layout Editors

Overview

The Layout Editor receives an email request from the Copyeditor or the Section Editor requesting the layout of a
submission that has completed the copyedit stage. A Layout Editor who is unable to do the Layout simply responds
by email to the Section Editor.

Layout Editor Pages
Layout Editor Home Page

Upon logging in, you will have access to your User Home Page. This page includes alink to your Active Submissions
page, as well an Archiveslink to view previously completed submissions. Clicking on the Active link from the User
Home page will take the Layout Editor to the Active Submissions page.

Figure 10.1. Layout Editor Home Page

Journal of Open Journal Systems
» Lavout Editor 1 1n Editin

=

P | p— 1 Tn Editina
LY EQILOr 4 10 cqiiing

» Procfreader 0 In Editing

Select the submission from the resulting list by clicking on its linked title.

Figure 10.2. Layout Editor's Active Submissions

Active Submissions

ACTIVE

TITLE

a7 0L-22 ART Chan CLINICAL RESEARCH AND Initial
APPLICATION

1= 1of 1 Items

Layout

On the resulting page, you will see the Layout Version of the submission, which has been prepared by the Copyeditor
tothejournal's standards. Click on thelinked file name (e.g., 87-114-1-L E.DOCX) to download a copy of thefile. You
will need to use third party-software to prepare the galley files (e.g., HTML using Dreamweaver or PDF using Adobe
Acrobat, Microsoft Word or Open Office). The Journal Manager had made a set of Layout and Reference Linking
instructions and Templates available to assist you in properly formatting the files for publication.
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Figure 10.3. Layout Editing

Layout

Layout Editor Jimmy Jazz

Layout Version REQUEST UNDERWAY COMPLETE

B7-134-1-LE.DOCY 2010-01-22 2010-01-22 2010-01-22 &=

Galley Format FILE ORDER ACTION
None

Supplementary Files FILE CRDER ACTION
None

Upload file to & Layout Version, ) Galley, Supp. files ]_‘_ Bowse. | Lpload

CE LINKING

Layout Comments /Mo Comments LAYOUT INSTAUCTIONS REFEREN G 205 TEMBL ATE BEVIEWS

Once you have created the HTML or PDF files, upload them as galleys using the file upload tool.

Figure 10.4. Uploading Galley Files

Upload file to Layout Version, @ Galley, Supp. files k\Lhu:\Ml | Browse._| | Upload I

Layout Comments /Mo Comments LAYOUT INSTRUCTIONS REFERENCE LINKING OIS TEMPLATE
TEMPLATE

0JS will identify the file type based on its suffix (e.g., PDF, HTML), as well as provide information on the file size,
language (if your journal is multilingual), original file name, etc. The label is added automatically, and will appear as
such on the journal's Table of Contents in association with the item published. Y ou aso have the option of manually
labelling thefile.

Figure 10.5. PDF Galley Details
Galley

Edit a Lavout Galley

Galley File Information

Label® |pgp
The galley label is used to identify the item's file format (e.g. HTML, POF, atc.).
Language™ English |
File name §7-125-1-20 POF
original file name test. pdf
File type application/pdf
File size 45KEB
Cate uploaded 2010-01-22
Replace File [ Browss_ | Use Save to upload file.
| Sove S Z N

" Denobes required field

When uploading an HTML galley, the Edit screen provides additional information, including the option to upload a
stylesheet (unique to the submission) or images.
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Figure 10.6. HTML Galley Details

Edit a Layout Galley

Galley File Information

Label® |'|-|-|1.1|_
The galley label is used to identify the item’s file format (e.g. MTHL, PDF, etc.).
Language® English |=
Fil& naméa §7=116-31-PH WTML
Qriginal file name test.htmi
File type veat/htrml
File size 348
Date uploaded 2010-01-22

Replace File Browss_ ] Use Save to upload file.

HTML Galley Files

Stylesheet File

Mo styleshest file has been added to this galley.

e | 4'&9*!0 Use Save to upload file.

Images

FILE NAME CRIGINAL FILE NAME FILE SIZE DATE UPLOADED ACTION

Mo images

'I [ Bowse. | _Upioad |
| Save BTN

* Denctes required field

You can upload more than one Galley Format file, delete files that have been uploaded, and edit information such
asthefile name.

Figure 10.7. Multiple Galley Files

Layout

Layout Editor Jimmy lazz

Layout Version REQUEST UNDERWAY COMPLETE

B7-114-1-LE.DOCX 2010-01-22 2010-01-22 2010-01-22 1

Galley Format FILE ORDER ACTION

1. PDF YIEW PROOF 87-113-1-PE S0F 2010-01-22 i1 EQIT | DELETE

2. HTML VIEW PROOF 87116 1-PB.MTML 2010-01-22 ts EDIT | DELETE

Supplementary Filas FILE DRDER ACTION
None

Upload file to & Layout Version, Galley, Supp. files l_ Browss_ ] Lipdoad |

I:::?fﬂl.rtigfmmcnts Mo Comments  LAYOUT INSTRUCTIONS REFERENCE LINKING  JO0S TEMBLATE  REVIEWS

If the Author has uploaded any Supplementary Files, they will aready be in place. They will to be published in the
journa in their origina file format by default, unless the journal has a special policy with regard to their preparation
(as with Figures or illustrations). Even if the policy is to publish them in their original format, you may still wish
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to consult the files to ensure that they are legible and to see whether they can be readily made to further conform to
journal style and standards.

When you have completed uploading the galley files, use the Complete icon to generate an email message to the
Section Editor.

Figure 10.8. Send Email

Send Email

To Is.ally Jones <=sj@mailinator.com:>

cC I
BCC I

Add Recipient | AddCC | AddBCC |
Send a copy of this message to my address (jjazz@mailinator.com)

Attachments I [ Browse ] Ugload I
From "Jimmy Jazz" <jjazz@mailinator.com>
Subject [(3015] Galleys Complete

Body Sally Jones:

Galleys have now been prepared for the manuscript, "Clinical
Research and Application,” for Journal of Open Journal Systems
and are ready for proofreading.

If you have any questions, please contact me.

Jimmy Jazz

BESZN _Cencel | _Skip Emai |

Y ou have now completed the first phase of layout editing and must now wait for the Author and Proofreader to make
any necessary changes.

Proofreading

The Author and Proofreader will proof the galley filesin their various formats for typographical and formatting errors.
They will record the corrections needed in the Corrections text-box, following the Proofreading Instructions. Once
the Proofreader emails you that the proofing is complete, you will need to log back into the system and return to the
submission record. Use the Proofreading Correctionsicon to see the comments made by the Author and Proofreader.

218



PKP | PUBLIC KNOWLEDGE PROJECT

Figure 10.9. Proofreading

Proofreading

Proofreader Jimmy Jazz
REVIEW METADATA

REQUEST UNDCERWAY COMPLETE
1. Author Comments 2010-01-22 2010-01-22 2010-01-22
2. Proofreader Comments 2010-01-22 2010-01-22 (v-m]
3. Layout Editor Final - - -
Proofreading Corrections “~/2010-01-22 PROCFING INSTRUCTIONS
Thiswill produce awindow with the required corrections.
Figure 10.10. Corrections
Corrections
Author Subject: Clinical Research and Application

2010-01-22 02:34 PM

In the PDF galley, a period is missing at the end of line & in

paragraph 3 on page 5.

Proofreader Subject: Clinical Research and Application EDIT DELETE

2010-01-22 02:41 PM

In the HTML galley, a semi-colon is missing in sentence 4 in

paragraph 8 on page 12.

Subject |Clinical Research and Application

Comments™

A DB @G B I U=

B ssveandemal | Cose |

(igd) wrm .'_J "]

Apply these changes to the galley files, upload them again to the Layout section. On completing this task, you may
wish to add comments to the Corrections text-box (e.g. explaining a change), before clicking on the email icon under
Complete which will generate an email notifying the Section Editor that the submission is ready to be scheduled for

publication.
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Figure 10.11. Send Email

Send Email

To |sally Janes <si@mailinator.com>
cC I
BCC I

Add Recpient | AddCC | AddBCC |
U] send a copy of this message to my address (ijazz@mailinator.com)

Attachments [ [ Browse. | Upload |
From “limmy Jazz" <)jazz@mailinator.com:>

Subject I[JDJ-E] Proofreading Completed (Layout Editor)
Body Sally Jones:

The galleys have now been corrected, following their proofreading,
|for the manuscript, "Clinical Research and Application,” for Journal
of Open Journal Systems. This piece is now ready to publish.

Jimmy Jazz

IS Cancel | Skip Emai |

Y ou have now completed your layout editing responsibilities.
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Chapter 11. Proofreaders

Overview

The Proofreader will receive an email from the Section Editor requesting that the Proofreader complete a round,
or rounds, of proofreading. It is then the Proofreader's duty to accept or deny the responsibility; if accepted, the
Proofreader can then log in and begin the proofreading process from their User Home.

Proofreader Pages

Proofreader User Home

Upon logging in, clicking on the Proofreader link on your User Home page leads to your Active Submissions page,
listing submissions requiring proofreading. Y ou can also access past submissions under the Active link. To accessthe
submission's proofreading page, click on the articletitle.

Figure 11.1. Active Submissions

Active Submissions
TITLE

a7 01-22 ART Chan CLIMICAL RESEARCH AND aDbd JCATION Pogt-Author

1-1 of 1 Ttems

Proofreading

From here, you can review the submission metadata (using the Review Metadata link) and the galley files (under
Layout), and also see the Proofreading Corrections identified by the Author by clicking the Proofreading Corrections
icon.
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Figure 11.2. Proofreading

Layout
Layout Editor Jimmy Jazz
Galley Format FILE
POF VIEW PROOF E7-115-1-P8.PDF 2010-01-22
2. HTML VIEW PROGOF B7-116-1-PB.HTML 2010-01-22
Supplementary Files FILE
Naone
Layout Comments “No Comments
Proofreading
Proofreader Jimmy Jazz
REVIEW METADATA
REQUEST UNDERWAY COMPLETE
1.  Author Comments 2010-01-22 2010-01-22 2010-01-22
2. Proofreader Comments 2010-01-22 2010-01-22 =3

3. Layout Editor Final = = _

Proofreading Corrections “/2010-01-22 PROOFING INSTRUCTIONS

Clicking this link will open a comment box, where you can see the Author's comments and add your own. These
comments will be available to the Section Editor and the Layout Editor, allowing them to make any final corrections
before publication.

Figure 11.3. Corrections

Corrections
e

2010-01-22 02:24 PM . o : .
In the PDF galley, a period is missing at the end of line 6 in
paragraph 3 on page 5.

Proofreader Subject: Clinical Research and Application EDIT DELET
2010-01-22 02:41 PM
In the HTML galley, a semi-colon is missing in sentence 4 in
paragraph 8 on page 12.

M

Subject |Clinical Research and Application
Comments™
ALDBG@®| B 7y EE| @3 3

Using the Save button will save your commentsand return you to the submission page. Usethe Completeicontoinform
the Layout Editor and Section Editor that you have completed your work. Y ou are now finished with the submission.
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Chapter 12. Readers

Overview

Readers include subscribers for journals for which access is subscription-based, and readers who choose to register
for open access journals (whether immediately open access or open after a period of time after initial publication of
journal content).

Registered Readers received a notification with the publication of each issue which includes the Table of Contents
from the journal.

Reader Pages

Accessing Content

For open access journals using OJS, accessing content is as simple as selecting the Current link to see the latest issue,
or the Archiveslink to see the previous issues.

Figure12.1. Current Issue

Open Journal Systems Demonstration Journal

HOME ABOUT LOG [N REGISTER SEARCH CURRENT ARCHIVES Al SYSTEMS
Home > Current > Wol 1, No 1 (2005) o .
. USER
Vol 1, No 1 (2005) vsmams [
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, S —— Fassword
Remamber ma
Table of Contents =
Multimedia
LANGUAGE
Teaching for a World of Increaging Access to Knowledge VIDED
John Willinsky Enghsh i

an Introduction to the Open Journal Systems SLIDES

Kevin Stranack JOURNAL CONTENT

EKP Developments AUDID Search

PEP Development Team Ii
Al =)
Articles T
[ g in the Absence of Meaning: Coming of Age Narratives of the HTML, PRF
E BrovwEs
Tharsss F.‘agers = By lssusg
erted Hollywood: The Pitch for e-Knowledge HTML PDF "k -
Lisa Kortewag : .
Scholarly Assaciatigng and the Economic Viabikty of Oipan Accaze Pyblighing HTHML PCF
John Willingky
Copyright Contradictigns in Scholarly Publishing HTML, PRF FaLarizleds
John Willinskw ] [al [A&]

Subscribing

If access to content requires a subscription, you will need to first register for a Reader account with the OJS journal.
See the section on payments and subscriptions for more subscription information.
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Signing up for notification

If you would like to receive an automatic email message alerting you to new content from an OJS journal, you can
often register for a Reader account, and check the box for notification:

Figure 12.2. Reader Notification

Register as Reader: Motified by email an publication of an issue of the journal.
Cancel |

Reading Tools

Reading Tools areintended to assist both expert and novice readers of the journal in building acontext for interpreting,
evaluating and utilizing the research they are reading.

Reading Tools have been developed for a wide range of academic disciplines, and from which the Journal Manager
can select, aswell as update and edit, in supporting the reading environment for the journal. The Reading Tools also
enable Readersto join relevant forums, as well as contact the author or share the item with another Reader.

The Tools open in aframein the user's browser to the right of the article or item being read:

Figure 12.3. Reading Tools

me = Val 1, Mo 1 [2005) = Willinsky Reading Tools

Fort Sze: [ [a] [A) 5:‘11-:::?]}' Associat..,
Willinghey

Scholarly Associations and the Economic Viability
of Open Access Publishing

John Wilingky, Unheersity of British Colurmbia

Mekify colsague™

Emeail the author™
Abstract

RELATED ITEMS
The information landscapes withan which Scholars work i3 undergomg a seismic shift. The computér 1 'l werk
mnitor that rises out of the photocopy stacks, piles of journals, dippings and comespondence, now
offers a mew, rich vean of information that seems destined to eventually overwhelm the traditonal
trappings of desktops, filing cabinets, and bookshaelves. After ttle more than a decade of Internat
publishing, two-thirds of academic jounals provide online access, while more than 1,000
pear-réviewed journals are published solely n digital form (Tenoages and King, 2001). Faoulty and
studants are increasingly writing with their browsers opan to online research sources. [1]

Introduction

The Tools provide Readers with access to the item's indexing information, print version, and author biographical
Statement.

The Tools enable Readers to look up words in the item (by double clicking on any work in the HTML version of
the item); to email the author or another Reader; or to comment on the article. All of these features create a much
more interactive reading environment. The Tools are also designed to take thefirst two keywords from the submission
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and feed them into the search engines of open access databases and other resources grouped under Research Studies,
Author's Other Works, Press and Media, Government Websites, Instructional Resources, Discussions and Forums,
and other categories, depending on the set of Tools selected.

Readers are a so able to access background information on each of the selected resources. In each category, whether
Studies, Media, on Instruction, the Tools provide multiple choices or databases to consult, while allowing the Reader
to learn more about each database by providing a link to an About page for the resource. (The Journal Manager is
able to edit or delete existing resources and add new ones as well — see the Journal Management section regarding
Reading Tools for details.)
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Part lll. System Administration

The following instructions will demonstrate how to install OJS; how to make backups and restore from them; and
how to upgrade to a new version of OJS. These instructions apply to typical Linux/Unix environments but will be

substantially similar for Windows. The system requirements listed below must be met before beginning theinstallation
process.

If you have any issues with these processes, you should take alook at the detailed install instructions found in docs/
| NSTALL in the OJS installation package. Y ou may also want to take a look at the online FAQ, and then follow up
on the support forum.

Instructions and how-to'sinvolving different environments may be found on the support forum or on the devel opment
wiki.



http://pkp.sfu.ca/wiki/index.php/PKP_Frequently_Asked_Questions
http://pkp.sfu.ca/support/forum
http://pkp.sfu.ca/support/forum
http://pkp.sfu.ca/wiki
http://pkp.sfu.ca/wiki

PKP | PUBLIC KNOWLEDGE PROJECT

Chapter 13. Installation

Minimum and Preferred Requirements

Minimum System Requirements

e PHP>=4.2.x (including PHP 5.x); Microsoft |1S requires PHP 5.x
e MySQL >=3.23.23 (including MySQL 4.x and 5.x) or PostgreSQL >= 7.1 (including PostgreSQL 8.x)
» Apache>=1.3.2x or >= 2.0.4x or Microsoft I1S 6

» Operating system: Any OS that supports the above software, including Linux, BSD, Solaris, Mac OS X,
Windows

Recommended Server Configuration

* PHP 5.x with iconv, mbstring, libgd, and libfreetype support

» MySQL 5.x with data storage and connection using UTF8
» *NIX-like OS (Linux, BSD, Mac OS X)
» Apache web server configured with PHP via FastCGI

We aso recommend that you have SSH access to your server, as you will find SSH access mandatory for some
advanced tasks, and helpful overall.

Components of an Installation

* Instalation path containing OJS (typically 10-20MB)

* Files path, as configuredinconfi g. i nc. php usingthefi | es_di r directive; size varies depending on
the documents being managed (e.g. file format, design complexity, number of rounds of review, etc.)

» MySQL database, as configuredinconfi g. i nc. phpinthe[ dat abase] section; sizevariesfrom tens
of megabytes for small journals to hundreds for large journals or large collections

e OJS contains severa third-party open source libraries, including:
¢ ADODB
¢ Smarty
e TinyMCE

The Install Process

There are anumber of components to a successful OJS install: downloading and unpacking the OJS application files
in aweb accessible directory on your server; creating a separate f i | es/ directory that is not web accessible; and
most likely, manually creating a database user and database.
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Note

All serversare different, and theinstallation processin your case may be different than what follows. If any of
this confuses you or for some reason does not work, be sure to check the documentation that comes with OJS
inthedocs/ folder, as well as the support forum and FAQ. But also be sure to read your service provider
and server documentation as well.

Download and unpack the OJS installation from the PKP
website

All OJS downloads can be found at http://pkp.sfu.ca/ojs download. Depending on your circumstances you will want
to download either the most recent stable version (best for production systems) or the most recent development version
(less stable but with more features). The install process is the same for both versions. In this example, we will use the
development version, 0j s- 2. 3. 1- 2. tar. gz.

Unpack thetar file, and move the unpacked contents to aweb-accessible directory on your web server from which you
want OJS to run. A common web-accessible directory is/ var / www/ ht mi , which we will use for this example.

Note

Regarding web accessible directories: each server isdifferent. If you do not know where your web-accessible
directory is (that is, the directory where you put everything that you want people to see on your website;
sometimes called aweb root directory), you should contact your service provider.

If you did not download the tar file directly to your web server, you can untar the tar file on your desktop and transfer
itscontentsby FTP, or you can transfer thetar file by FTP to your web server directly and run the following command:

tar xzf ./0js-2.3.1-2.tar.gz

Thiswill extract the OJS files into the directory / var / www/ ht ml / o] s- 2. 3. 1- 2. You may want to change the
name of the directory to something more user friendly, such as "ojs". At this point, you should be able to go to that
directory on your server, (ie. point your browser to ht t p: / / exanpl e. conl o s/ ) and seetheinstall screen.
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Figure 13.1. OJSInstall Screen

0OJS Installation

0JS Version 2.3.1.2

Thank you for downloading the Public Knowledge Project's Open Journal Systems. Before
proceeding, please read the README file included with this software. For more information about
the Public Knowledge Project and its software projects, please visit the PKP web site, If you have
bug reports or technical support inquiries about Open Journal Systems, see the support forum or
visit PKP's online bug reporting system. Although the support forum is the preferred method of
contack, you can also email the team at pkp.contact@gmail.com.

Upgrade
If you are upgrading an existing installation of 015 2.x, click here to proceed.

Recommended system requirements

PHP == 4.2.0 (including PHP 5.x); vou are currently using PHP 5.3.1

MyS0L == 3.23.23 (including MySQL 4.x) or PostgreS0L == 7.1 (including PostgreSQL 8.x)
Apache »= 1.3.2x or >= 2.0.4x or Microsoft IIS 6

Operating system: Any OS that supports the above software, including Linux, BSD, Solaris,
Mac 05 X, Windows

As PKP does not have the resources to test every possible combination of software versions and
platforms, no guarantee of correct operation or support is implied.

Changes to these settings can be made after installation by editing the file config.inc.php in the
base 015 directory, or using the site administration web interface.

Supported database systems

015 has currently only been tested on MySQL and PostgreSQL, although other database
management systems supported by ADOdb may work (in full or partially). Compatibility reports
and/or code patches for alternative DBEMSs can be sent to the 0J5 team.

Prepare Your Environment for the Install

You will need to create a directory for OJS to store its submission files in. This should not be in a web-accessible
directory, as then it would be possible for private files to be accessed online (eg. by savvy users attempting to point
directly to thefilein question by typing ht t p: / / www. exanpl e. com fil es/journal s/ 1/articles/1/
subm ssi on/ revi ew 1- 3- 1- RV. doc intotheir browser). If, for example, you have placed the OJS application
filesin/ var / www/ ht ml / oj s/, you will have to create this directory outside of / var / www/ .

You will then need to grant file permissions so that the web server can administer and write to the publ i ¢/
and cache/ subdirectories of the OJS installation path, the fil es/ directory you just created, and the
config.inc.php configuration file. The specifics of setting permissions will depend on your web server
configuration, i.e. whether PHP scripts run SetUID. The install page will warn you if you don't have the appropriate
permissions.
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Figure 13.2. OJSInstall: Insufficient Permissions

Pre-Installation Steps
1. The following files and directories {and their contents) must be made writable:

config.inc.php is writable {optional): NO
public/ is writable: Yes

cache/ is writable: Yes

cache/t_cache/ is writable: NO
cache/t_compile/ is writable: Yes
cache/_db is writable: Yes

In the above example, confi g. i nc. php isn't writable by the server (which is not strictly necessary for normal
functioning, although it isfor automatic installation), and neither isthecache/ t _cache/ directory. Remember, all
directorieswithin cache/ must be writable by the server.

Configure Your Database Information

Y ouwill need to create adatabase for the system to use, and al so ensure that you have a database user that has sufficient
permissions to operate the database. OJS can conceivably run on many different types of RDBMS, athough only
PostgreSQL and MySQL are actively tested.

For MySQL, you can create the database and user via phpMyAdmin or the MySQL command line interface. A CLI
example follows:

$ nysql -u root -p
Ent er passwor d:

Wel come to the MySQL nonitor. Commands end with ; or \g.
Your MySQL connection id is 95
Server version: 5.1.38 MySQL Conmunity Server (GPL)

Type 'help;' or '"\h' for help. Type '\c' to clear the current input statenent.

nysql > CREATE DATABASE oj s DEFAULT CHARACTER SET utf 8;
Query OK, 1 row affected (0.13 sec)

nmysqgl > GRANT ALL ON ojs.* TO pkpuser @ ocal host | DENTI FI ED BY ' password';
Query OK, 0 rows affected (0.15 sec)

nysql > exit;
Bye

In this example, the database is called 0j s; the database user is called pkpuser ; and the password is passwor d
(certainly not secure!). You will need those three pieces of information later.

Complete the Install from the Web

Point your web browser to your OJSinstallation directory. Y ou will see an OJS Installation installation page: fill in all
of the form fields (including the database connection information you established previously; and under File Settings,
thelocation of thef i | es path you previoudly created) and click the Install button at the bottom of the page.

You must configure your site's locale settings: not only the locales available for your users, but also character set
options. If possible, change the last two from the default (shown) to "Unicode (UTF-8)". Unless your database server
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is particularly old, you should not run into any problems setting these options to Unicode. This will ensure better
multilingual support.

Figure 13.3. OJSInstall: Locale Settings

Client character I Unicode (UTF-8) |

et The encoding to use for data sent to and received from browsers.

Connection | unicade (UTF-8) ~|
character set

The encoding to use for data sent to and received from the database. This
should be the same as the client character set. Note that this capability is only
supported with MySQL == 4.1.1 or PostgreSQL == 7.1. Select "Not applicable"
if your database server does not meet these requirements.

Database | unicade (UTF-8) ~|

character set The encoding to use for data stored in the database. Mote that this capability is
only supported with MySQL == 4.1.1 or PostgreSQL == 7.1. Select "MNot
applicable” if your database server does not meet these requirements.

Y ou must then specify the location of thef i | es/ directory you previously created.

Figure 13.4. OJSInstall: File Settings

File Settings

Directory for I;Users,-fjmacgreg,-"git,-"njs,.-"files
uploads Enter full pathname to an existing directory where uploaded files are to be kept.
This directory should not be directly web-accessible. Please ensure that this

directory exists and is writable prior to installation. Windows path names

should use forward slashes, e.g. "C:/myjournal/files".

[] Do not create required subdirectories (only useful for a manual installation)

Next, choose your security settings. This configuration option specifies how system passwords are stored. SHA1 is
more secure than MD5, so if your PHP version is 4.3.0 or above, choose the SHA 1 option.

Figure 13.5. OJSInstall: Security Settings

Security Settings
Password I MD5 *
encryption J

! SHA1L is recommended if your system supports it (requires PHP == 4.3.0).
algorithm

Y ou must then specify a username, password and email for the Administrator Account. After a successful install, you
will use this account to log in and configure new journals; but typically, this account will not be used for the day-
to-day running of ajournal.
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Figure 13.6. OJS Install: Administrator Account

Administrator Account

This user account will become the site administrator and have complete access to the system.
Additional user accounts can be created after installation.

Username Ial:lmin

Password I-iiitttl

Repeat password I.... o

Email Iadmin@example.cnm

Next is the Database Settings section. You must fill in the proper database connection settings: choose the correct
database driver for your system; specify the correct host (hormally | ocal host , but thiscould be different depending
on your setup); the username and password of the database user; and the database name that they will be connecting
to. If you have not yet created the database, then ensure that the "Create new database” checkbox remains checked;
however, this option will not work if your database user does not have sufficient permissions to create databases, in
which case you should create the database beforehand.

Figure 13.7. OJSInstall: Database Settings

Database Settings

015 requires access to a SQL database to store its data. See the system requirements above for a
list of supported databases. In the fields below, provide the settings to be used to connect to the
database.

Database driver MySOL j

Database drivers listed in brackets do not appear to have the required
PHP extension loaded and installation will likely fail if selected.

Any unsupported database drivers listed above are listed solely for academic
purposes and are unlikely to work.

Host localhost

Leave the hostname blank to connect using domain sockets instead of over
TCP/IP. This is not necessary with MySQL, which will automatically use sockets
if “localhost" is entered, but is required with some other database servers such
as PostgreSQL.

Username kapuser
Passward Ipasswnrd
Database name I“js

E Create new database
To use this option your database system must support remote database
creation and your user account must have the appropriate permissions to create
new databases. If installation fails with this option selected, manually create the
database on your server and run the installer again with this option disabled.

Then choose an appropriate OAI repository identifier (the default may be sufficient), and choose the Install Open
Journal Systemsoptionif your database user can write directly to the database; or Manual Install if you need to popul ate
the database manually.
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Figure 13.8. OJSInstall: Finalizing I nstallation

Miscellaneous Settings

OAI repository
identifier

Injs.g'lt
A unigue identifier used to identify metadata records indexed from this site
using the Open Archives Initiative Protocol for Metadata Harvesting.

Install Open Journal Systems Manual Install |

If all goeswell, you will then see a success screen.

Figure 13.9. OJSInstall: Success

OJS Installation

Installation of 015 has completed successfully.

To begin using the system, login with the username and password entered on the previous page.
If you wish to receive news and updates, you can:

1. Register your journal, conference, or harvester and receive updates on software upgrades,

security patches, and more.

2. Join our discussion list for 015, OCS, the Harvester, Lemon8-XML, OMP, or all of the above.
3. Subscribe to the PKP blog RSS feed.

If you have questions or comments, please visit the support forum.

If your confi g.inc. php file wasn't writable by the server, you will be prompted to copy the contents of a text
field and paste it to the default conf i g. i nc. php file on the server.
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Figure 13.10. OJSIngtall: Copy config.inc.php file

IMPORTANT!

The installer could not automatically overwrite the configuration file. Before attempting to use the
system, please open config.inc.php in a suitable text editor and replace its contents with the
contents of the text field below.

Contents of configuration file:

; <Ffphp exit(); // DO NOT DELETE 7>

; DO HOT DELETE THE ABOVE LINEILL m
; Doing so will expose this configuration file through your web sitel

i RERANE CORLRY. 1Lt hall. lnc.gik o Sontl
i

; osIds

i

FRFF PP PP PRI PR

- 1o a " O

If you chose to do a Manual Install, you will be prompted to copy a series of SQL statements, which must then be
executed viayour SQL server.
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Figure 13.11. OJSInstall: Manual Installation

Manual installation

The SQL statements to create the 0J5 database schema and initial data are displayed below. Note
that the system will be unusable until these statements have been executed manually. You will also
have to manually configure the config. inc. php configuration file.

SQL statements for installation:
CREATE DATABASE aj5|DEPAULT CHARACTER SET utfB;

0

CREATE TABLE versions |

major INTEGER NOT HULL DEFAULT
minor INTEGER NOT HULL DEFAULT
revision INTEGER NOT HULL DEFAULT
build INTEGER NOT HULL DEFAULT
date_installed
current

product type
product

product class name
lazy load

Vi

(=l = = =]

CREARTE TABLE site |

redirect BIGINT WOT NULL DEFAULT 0, .
primary locale VARCHAR(S5) NOT NULL, T
min_password length T T NOT HULL DEFAULT &, v
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Chapter 14. Backing up and Restoring
Making Backups of Your System

A full back up of an OJS or OCS installation should include three components. the OJS system files; thefi | es/
directory you created on instalation; and the database. There are many ways to make backups of these three
components. Depending on the tools at your disposal you may be able to make backups entirely over the web via
an administrative interface such as CPanel; or you may have to make backups via the command line. The following
section demonstrates one way to back up files via the command line.

Note

All servers are different, and the backup process in your case may be different than what follows. If any of
this confusesyou or for some reason does not work, be sure to check the documentation that comeswith OJS
inthedocs/ folder, as well as the support forum and FAQ. But also be sure to read your service provider
and server documentation as well.

Backing up the OJS System Files

Tofind your system files, look for theconf i g. i nc. php configuration file; thiswill be in the directory where you
originally installed OJS. Back up al filesin thisdirectory and all subdirectories. Assuming OJSisinstalledin/ var /
www/ ht m / o] s and the backup should be placed in/ r oot , the following example will compress the OJS system
filestoafilein/root/ caledoj s-install.tar.gz:

$ cd /var/ww html/ojs
$ tar czf /root/ojs-install.tar.gz *

Backing up the Database

Y ou will need to know the database name, username, and password; these can be found in the database section of your
confi g.inc. php configuration file:

[ dat abase]

driver = nysql

host = | ocal host

user nane = pkpuser

password = password

nane = 0j s

Back up the database using the mysgldump tool, e.g. if the backup should be placed in/ r oot / :
$ nysqgl dunp -u pkpuser -p password | gzip -9 > /root/ojs-database.sql.gz

Of course, phpMyAdmin or other tools could be used to back up the database.

Backing up the fi | es/ Directory

Tofindwherethef i | es/ directoryis, look atthef i | es_di r parameterintheconfi g. i nc. php configuration
file
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[files]

; Conplete path to directory to store uploaded files

; (This directory should not be directly web-accessi bl e)
; Wndows users should use forward sl ashes

files_dir = /usr/local/ojs-files

Back up this directory and all of its contents, e.g. if the backup should be placed in/ r oot / :

$ cd /usr/local/ojs-files/
$ tar czf /root/ojs-files.tar.gz

When these steps have been completed, you will have created three backup files, which can be found in/ r oot . All
three of these are required to restore a copy of OJS from backup.

Restoring Your System From Backup

This section gives a brief overview of how a system could be restored from the backups made in the previous section.
This is only one way to restore a system: there are plenty of other ways, depending on the tools you have at your
disposal, and just as important, on the way you backed the system up.

Note

All servers are different, and the restore process in your case may be different than what follows. If any of
this confusesyou or for some reason does not work, be sure to check the documentation that comeswith OJS
inthedocs/ folder, as well as the support forum and FAQ. But also be sure to read your service provider
and server documentation as well.

Restoring Files

To restore from backup, unpack the files and installation backups into their appropriate places:

cd /var/ww/ ht m

nkdir ojs

cd ojs

tar xzf /root/ojs-install.tar.gz
cd /usr/loca

nkdir ojs-files

cd ojs-files

tar xzf /root/ojs-files.tar.gz

R A A T

Restoring the Database

Re-create the MySQL database (dropping it first if necessary):

$ nysqgl -u root -p
Ent er password

Wl come to the MySQL nonitor. Conmmands end with ; or \g
Your MySQL connection id is 103
Server version: 5.1.38 M/SQL Conmunity Server (GPL)

Type 'help;' or "\h' for help. Type '\c' to clear the current input statenent.

nmysql > DROP DATABASE oj s;
Query OK, O rows affected (0.23 sec)
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nysql > CREATE DATABASE oj s DEFAULT CHARACTER SET utf 8;
Query OK, 1 row affected (0.00 sec)

nysqgl > GRANT ALL ON ojs.* TO pkpuser @ ocal host | DENTI FI ED BY ' password' ;
Query OK, 0 rows affected (0.01 sec)

nysql >
Load the database dump into the newly created database:

$ zcat /root/ojs-database.sql.gz | nysql -u pkpuser -p ojs23
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Chapter 15. Upgrading and Migrating

Comprehensive upgrade instructions can be found in docs/ UPGRADE. As with any major administration task, it is
strongly suggested that you back up your compl ete installation before beginning. Upgrading is a two-step process:

1. The code must first be upgraded. Thiswill involve downloading anew copy of OJS, or downloading and installing
apatch file. Both the full OJS package and therelevant patch file are available from http://pkp.sfu.ca/ojs download.

2. The database must be upgraded. This can be done using thet ool s/ upgr ade. php script.
See docs/ UPGRADE for complete instructions.

If the installation has been customized in any way, it will be necessary to ensure that the customizations are properly
migrated to the new version:

» Usethe standard diff and patch tools. To generate a patch file describing the modifications you have made
to an installation, generate a diff file against a stock version of that installation. For example, if you are
upgrading from 0JS2.1.1 to OJS 2.3:

$ diff -u /path/stock-0js-2.1.1 /path/nodified-ojs-2.3-install > nods.diff

Thiswill generate afile called nods. di f f . Review thisfile; these changes may need to be transferred into
the upgraded installation.

 Ensurethat any schema changes you make are properly reflected in the XML database schema descriptor(s)
indbscri pts/xm (eg.dbscri pts/xm/ojs_schema. xn ). During upgrades, these schemafiles
are applied and any added or modified columns may be reverted.
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Chapter 16. Support; Development;
Troubleshooting; Reporting Problems

PKP uses a number of Open Source applications as part of the development process. Git and Bugzilla are used to
track PKP source code and bugs, respectively; Mediawiki is used to track and discuss general development issues
and roadmaps; and phpBB is used to run our support forums, which community troubleshooting and bug reporting
generally happens.

The following sections describe specifically how these different applications are used by the PK P team, and how they
can be used effectively by the community. In general, however, the forum is used as our interface to the larger PKP
community, where most questions and problems are dealt with; the wiki is used as a"living" document pool; and the
Git repository and Bugzillaare used by PKP and partner devel opersto coordinate development and testing. In practice,
roles overlap somewhat. We encourage you to browse and use these tools as you continue to use OJS.

Finding Solutions: PKP Support Forum

The PKP Support Forum is generally the first -- and last -- place community members look to for help. The forum
holds awealth of information, available viaa Google Custom Search.

The PKP team monitors most subforumsin the support forum, and triesto reply to questions within afew days. Other
community members may answer more quickly in the meantime.

Language-specific subforums (for example, the Spanish support forum) are moderated by volunteer community
members, and not directly by PKP team members. We are always happy to consider hosting other language-specific
subforums, or pointing to other PKP-specific support resources.

Please keep the following points in mind as you use the forum:

e Check the FAQ to seeif your question has aready been answered. If you aren't exactly sure what kind of
problem you are encountering, the FAQ includes many troubleshooting tips.

 Search before you post. Many questions have been answered already, and we appreciate the time you spend
infinding answers. Try searching for error messages, or even parts of messages; for wordsthat have anything
to do with the problem at hand; or even for broad categories.

» Take sometime, if you can, to contribute your own wisdom! The forums are a community endeavour, and
we appreciate any feedback, solutions, and other information you may want to provide, either to us or to
other community members directly.

Getting Source Code: Access via Git

PK P uses Git, an online distributed version control system, to manage the project's application source code. Git allows
the devel opersto quickly and easily share code online, and create special project branchesfor new function and feature
development, without disturbing core application devel opment.

Y ou can access all source code for our entire suite of web applications online at http://github.com/pkp. For example,
by visiting http://github.com/pkp/ojs, you will see a navigable snapshot of the entire OJS codebase. Y ou can see the
age and last commit message for any directory or file within the system, and who made the commit. You can also
view file information by navigating through the file structure online and clicking the filename (eg. http://github.com/
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pkp/ojs/blob/master/templates/issue/view.tpl). For each file, you have the option of seeing the raw file, or viewing that
particular file'sview history, which can be particularly helpful in understanding and tracking down previous bug fixes.
Bug reports are normally embedded within the commit message.

The PKP development wiki has comprehensive, up-to-date information on how to check out PKP applications from
Git, and how to generally work with Git and the PKP.

Reporting Bugs: Using Bugzilla

Bugs can be reported in our online Bugzilla bug tracker at http://pkp.sfu.ca/bugzilla. We welcome bug reports of any
kind, including feature requests, but ask that you include as much information as possible on the problem as well as
your server environment, including PHP, database and server information. We encourage you to search the Support
Forum and the bug database as thoroughly as possible before posting areport, in case the issue has already been raised,
but we greatly prefer getting two reports on one problem than none at al!

Future Plans and Current Procedures: The PKP
Development Wiki

The PKP Development Wiki isused to track milestones and specific application roadmaps. It also housesthe PKPEFAQ,
and community-written and editable documentation. The wiki is also increasingly being used to house frequently-
updated developer documentation and how-tos, and to list community pages.

For the most part, pages on the wiki are open to anonymous editing, although there are some pages that are protected
for various reasons. (For example, al application roadmap pages are protected, so that only PKP team members can
edit them, since we are the ones who drive the roadmaps in the first place.) Modifications and additions to community
and developer documentation are more than welcome on the wiki.
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Chapter 17. Other Administration
Components

System Administrators are often tasked with other configuration tasks when administering OJS, such as configuring
scheduled tasks; email; and plugin installation and management. The following sections detail some of the more
common Site Administration tasks. Further information can be found on the forum, in the wiki, or in other
documentation.

General Configuration Options

While OJS strives to be an easily-installed, low-maintenance system requiring minimal external configuration, a
handful of options need direct system access to be configured. These options are largely setinconfi g. i nc. php.
Thefollowing is not acomprehensive breakdown of that file - rather, it you will find hereinstructions on administering
the most commonly changed components.

Note

When you enablean optioninconf i g. i nc. php you must ensurethat it is not commented out in order for
them to take effect. Linesin thisfile are commented out using a semi-colon. Therefore, to enable Scheduled
Tasks,

; schedul ed_tasks = O f
should be changed to
schedul ed_tasks = On

in order to function properly.

Scheduled Tasks

0JS includes a scheduled tasks script that will periodically execute certain tasks (such as send out periodic Review
Reminder emails). To enable this script, you will have to enable the option inconfi g. i nc. php, and also set up
the appropriate cron job on your server.

Openconfi g.inc. php and under thegener al section find

; schedul ed_tasks = O f

Change that lineto

schedul ed_tasks = On

keeping in mind to remove the semi-colon at the beginning of theline.

Y ou will then need to instruct your server to periodically execute (as the same user your webserver is running under)
the PHP script found at t ool s/ runSchedul edTasks. php inyour OJS directory. On *nix operating systems,
this is typically done by adding a simple cron task, whereas on Windows systems you can use the Windows Task
Scheduler. Detailed instructions for each can be found in docs/ READIVE.
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If using the scheduled tasks script, it is recommended that the script be set up to execute at least once per day.
On *nix operating systems, this can be done by adding a simple cron task:

# crontab -e www
0 * * * * php / path/to/ojs2/tool s/runSchedul edTasks. php

In this exampl e the script would be executed every hour.

On Windows XP systems, this can be done by using the Windows Task Scheduler:

1. From the Control Panel, double-click on Scheduled Tasks.

2. Right-click within the Scheduled Tasks window and choose: New > Scheduled Task

3. Under the Task tab, in the Run field, enter: php c:\path\to\ojs2\tool s\runSchedul edTasks.php

4. You will also be asked to specify the folder to start this task in (which will usually be the folder that PHP was
installed into) and the user under which the task will be executed as.

5. Under Schedul e tab and the Settingstab, you can more specifically configure the task. For example, you can choose
start and end dates for this scheduled task and a so how often to execute this task.

Email Settings

By default, OJSusesPHP'snai | () functionto send email. Y ou can configure OJSto use SMTPto send mail instead.
To do so, you will need to uncomment and configure the relevant lines in confi g. i nc. php, under the Email
Settings subheading. Y our final configuration might look something like the following:

; Use SMIP for sending mail instead of mail ()
sntp = On

; SMIP server settings
smt p_server = nmil.exanpl e.com
sntp_port = 25

; Enabl e SMIP aut henti cation

; Supported nechani sns: PLAIN, LOA N, CRAM MD5, and DI GEST- MD5
smp_auth = PLAIN

snt p_usernanme = usernane

st p_password = password

You will have to find the appropriate SMTP information (server, port, authentication type, username and password)
from your I1SP.

To alow for natification of bounced emails (sent to the email address specified in Journal Setup 1.4) you will have
to uncomment and enabletheenvel ope_sender configuration optioninconfi g. i nc. php; you may also want
to provide a default email address.

; All ow envel ope sender to be specified
; (may not be possible with some server configurations)
al | ow_envel ope_sender = On

; Default envel ope sender to use if none is specified el sewhere
def aul t _envel ope_sender = ny_address@ry_host. com

There are a number of other email options in confi g.i nc. php but they are sufficiently explained in the
configuration file, and are rarely, if ever, changed from the default.
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CAPTCHA Settings

You can configure OJS to use CAPTCHA challenges to prevent user registration and comment abuse. Find the
CAPTCHA Settings sectioninconf i g. i nc. php and uncomment and change to the following:

[ capt cha]

; Whether or not to enable Captcha features
captcha = On

; Whether or not to use Captcha on user registration
captcha_on_regi ster = On

; Whether or not to use Captcha on user conments
capt cha_on_coments = On

; Font location for font to use in Captcha inages
font _location = /usr/share/fonts/truetype/freefont/FreeSerif.ttf

Please note that your server needs to support the IMLIB library for this to work, and that you need to point your
font | ocati on variableto afont that exists on your system, which may be different than the default provided.

Debugging Options
If things start to go strange with your OJS installation, you have several debugging options available to you.

« If you encounter a blank page, chances are there's a PHP error of some sort happening in the background.
PHP errors are normally sent to your web server or system log file. To send any PHP errors to the browser,
put the following line near the top of theroot i ndex. php file:

ini_set('display_errors', E ALL);

When you rerun the task or reload the page you were having problems with, any PHP error messages that
were being sent to the log files should now be displayed on the web page.

Note

Of course, you can always check your server's error log for errors as well.
There are also a number of debugging variablesinconfi g. i nc. php.

» You can set the system to display database output in the page header. Under the Dat abase Setti ngs
section of confi g. i nc. php, setthedebug variableto On:

; Enabl e dat abase debug output (very verbose!)
debug = On

Turning database debugging on will display every database query for that particular page, regardless of any
errors (or the lack thereof) in the page header. Y ou may also see afew warnings about headers in the debug
info too: those are harmless and can be ignored.

With debug turned on, certain parts of the system may not function (for example, trying to log in). The debug
option should only be used to try and diagnose a problem and may expose private information. Additionaly,
asthewarning in the config file suggests, it is very verbose - it prints out every database query regardless of
whether the system has encountered an error, and so should not be turned on by default.
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e Turning on show st ats (Under Debug Setti ngs atthe end of confi g. i nc. php) will display
execution stats provided by the included PHP Quick Profiler.

; Display execution stats in the footer
show stats = On

The Profiler will give you information and metrics on load times, database queries, files included, and more,
and is useful for pinpointing bottlenecks and other points of failure.

» Thest ack_trace option (foundjust after theshow st at s option) will cause OJSto display afull dump
of the current call stack if an error occurs. This makesit easier to find out where in the process of execution
an error occurred, by displaying the full list of functionsthat are running at the time. It may expose avariety
of private information, depending on where the error occurs, and should be left disabled on a production
machine.

Finding and Installing Plugins

0OJS comes with a number of useful plugins by default, and more can be easily installed. Y ou can view extra plugins
at our Plugin Gallery online at http://pkp.sfu.ca/support/forum/viewforum.php?f=28.

Most plugins should come with a readme file of some sort, and should also list which versions of OJS they are
compatible with. To install aplugin, you should simply need to copy thefilesto the correct pl ugi ns subdirectory in
your OJS installation. For example, if the plugin you want to install is considered a 'generic' plugin, copy the plugin
folder topl ugi ns/ generi c/ ;if itisclassed asan import plugin, it should gointo pl ugi ns/ i npor t export;
and so on.

Most plugins operate at the Journal Manager level, and require no additional system configuration - that is, Journal
Managers can enable and configure them once they are installed - but some plugins require additional configuration
at the system level, or are only operable by Site Administrators. For more information, you should consult the plugin's
documentation.
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