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Chapter 1: Introduction

Open Journal Systems (OJS) is an open source solution to managing and publishing scholarly journals online. OJS is a
highly flexible editor-operated journal management and publishing system that can be downloaded for free and installed on
a local Web server.

It has been designed to reduce the time 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 seeks to improve the scholarly and
public quality of journal publishing through a number of innovations, including enhancing the reader experience, making
journal policies more transparent, and improving indexing.

This book covers OJS version 3.0, released in August 2016, and features significant enhancements over the previous
versions of the software. We hope you find it helpful for your publishing projects.



Background

OJS is a journal/web site management/publishing system. OJS covers all aspects of online journal publishing, from
establishing a journal website to operational tasks such as the author's submission process, peer review, editing,
publication, archiving, and indexing of the journal. OJS also helps to manage the people aspects of organizing a journal,
including keeping track of the work of editors, reviewers, and authors, notifying readers, and assisting with the
correspondence.

OJS is flexible and scalable. A single installation of OJS can support the operation of one or many journals. Each journal
has its own unique URL as well as its own look and feel. OJS can enable a single editor to manage all aspects of a journal
and the journal's website, or OJS will support an international team of editors with diverse responsibilities for a journal's
multiple sections.

OJS supports the principle of extending access. This system is intended not only to assist with journal publishing, but to
demonstrate how the costs of journal publishing can be reduced to the point where providing readers with "open access" to
the contents of the journal becomes a viable option. The case for open access is spelled out over a wide series of articles
stemming from this project which are freely available under Research > Publications on the Public Knowledge Project
website.

The origins of OJS. The system was first released in 2001 as a research and development initiative at the University of
British Columbia, with the support of the Social Sciences and Humanities Research Council of Canada, the Max Bell
Foundation, the Pacific Press Endowment, and the MacArthur Foundation. Its continuing development is currently overseen
by the Simon Fraser University Library. For more information, see the Public Knowledge Project website.


https://pkp.sfu.ca/
http://pkp.sfu.ca

OJS Features

0JS includes the following features:
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OJS is installed locally and controlled locally

Editors configure requirements, sections, review process, etc.

Online submission, double-blind review, and management of all content
Comprehensive indexing of content

Responsive, themable reader interface

Email notification for readers

Complete context-sensitive online Help support

Multilingual support



What's New in OJS 3

OJS 3 is significantly different than its predecessor, OJS 2. It includes enhancements and new features developed from
community feedback, extensive usability testing, and new software design capabilities.

Editorial Discussions

To help track the communications that are a critical part of a submission's workflow, OJS 3 has a new internal discussion
feature for each editorial stage (Submission, Review, Copyediting, Production). Discussions work much like an online forum
— a user creates a discussion topic, invites others to participate, and sends a message (including with attachments):

Copyediting Discussions Add dacusson

Anyone involved with the submission can be included in a discussion (the editor, section editors, authors, copyeditors, etc.).
Recipients receive an email notification to inform them of the new message. Replies happen just like in a blog comment or

forum post:

And the entire discussion thread becomes a part of the permanent editorial history.
Flexible Workflow

OJS 3 consists of 4 editorial stages: Submission, where new submissions are dealt with (rejected, assigned to section
editors, etc.); Review, where peer review and author revisions take place; Copyediting, where the reviewed and revised
files are sent for copyediting; and Production, where the final, copyedited version is converted into publishable formats
(PDF, HTML, etc.), proofread, and scheduled for publication.

To increase editorial flexibility, you can easily move a submission from one stage to another without completing any of the
possible tasks on that stage. You don’t do copyediting? No problem, just skip it with the Send to Production button.

Submission Review Copyediting Production O Help

Draft Files Q Search Upload/Select Files

Participants Add

Journal editor

You can also involve any users you wish within each stage. If your journal doesn’t involve the authors in proofreading, you
can simply exclude them in the discussion.



Flexible Roles

In addition to making the workflow more flexible, you can now easily change the names of existing roles. If you'd rather
have Production Managers rather than Journal Managers, you can simply rename that role.

As well, if you want to create a new role, you can do that to. OJS 3 let's you make up any role you wish, and associate with
any (or all) stages of the workflow.
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You can also configure custom roles to have similar permissions to existing roles, such as authors, reviewers, section
editors, etc. For example, if you create a new Editor-in-Chief role, you could give that role access to all 4 editorial stages,
and the same permissions as editors and journal managers (the ability to do anything with the journal settings and anything
with submissions).
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Flexible Task Access

A common annoyance with OJS 2 was the need to switch roles to do different tasks. For example, if you were a user
enrolled as both a Journal Manager and an Editor, you had access to both the submissions as well as the journal settings.
However, if you were in the middle of editing a submission, but realized you needed to tweak a setting on the web site, you
needed to go to your user home page, select your role as Journal Manager, go to the Journal Manager home page, and
then select the appropriate setting. In OJS 3, if you are logged in as a user with permission to access both the submissions
and the journal settings, you no longer need to make that complicated switch. The settings are simply available in the left
sidebar.

Submission Files

In OJS 2, authors can submit a single “main” file (typically the article manuscript) and then other “supplementary” files that
are handled differently. In OJS 3, the author can now upload an unlimited number of main files (article manuscript, images,
tables, data sets, etc.), using the Add Another File option.
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These can all be made available as part of the peer review process, as well as in the Copyediting and Production stages.

The aim here is to reduce the artificially imposed distinction between the article manuscript and any other files. For
example, images of figures are central to the manuscript and should have the option of being treated as part of the main
submission.

Customizable Interface

In addition to making the workflow more customizable, we have also made the user interface more flexible. In OJS 2,
creating a new theme was often a challenge due to the extensive number of style sheets that needed to be modified. To
reduce this burden, we have separated the style sheets and underlying templates for the administrative interface and the
reader interface.

This brings two benefits: first, users who work with multiple OJS 3 journals (e.g., as an editor for one, an author for another,
and reviewer for a third) will always have the same user experience in the administrative interface — it will always look the
same on the inside; second, separating out the reader interface templates and style sheets means that they will be
significantly smaller and easier to modify.

Bootstrap Theming

OJS 3 allows you to upload bootstrap themes, making it easier for your journal to have a unique look.

o

Responsive Design

Lack of responsiveness (the ability of the journal’'s web page to adjust to the reader’s screen size — from a phone, to tablet,
to desktop computer) was a major issue for OJS 2. The OJS 3 reader interface is fully responsive.

Simpler Registration

To ease registration for new users, we’ve prioritized a small set of required fields on a single screen (e.g., name, affiliation,
email, etc.), and allow the registration to proceed once those few are completed.



Profile

Login

The new user can then proceed directly to make a submission or accept a review request. She has the option to fill in a
more complete profile if she wishes, or can be asked by the editor to fill in details at a later point (such as upon acceptance
of her submission).



Reader Interface

By default, Open Journal Systems is installed with a very simple, functional user interface. This includes a top header,
navigation bar, 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.

Open Journal Systems Demonstration Journal
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You can see from the screenshot that the user functions now exist from your profile menu at the top right of the screen. This
takes the managerial content in OJS 3 away from general user view. Side bar information is clearly broken out, as well as
your top navigation bar with collapsible menus for the "About" functions. Like OJS 2, each article has a linked title for
viewing object metadata and abstracts, and galleys are now clearly labeled below the titles with clearer logos.



Editorial Interface aka the Dashboard

0JS 3 now has a separate interface once you log into the editorial system. This not only makes it easier to customize the
reader interface, but also provides OJS users of different journals a consistent experience.
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The editorial interface is known as your dashboard and consists of the following elements:

1. Top Navigation Bar: To the left, you will find the name of the journal you are currently working with (e.g., Journal of
Public Knowledge). If you are enrolled in more than one journal on this OJS installation, you can use this to switch
between journals. To the right, you can switch languages if the journal is multilingual, view the reader interface, or click
on your username to view your profile or logout.

2. Left Menu Panel: These are the major sections of the dashboard, including your tasks (items needing immediate
attention), the submissions, issue management, settings, user and role management, and tools. Users with fewer
permissions (e.g., Authors) will see fewer links here.

3. Blue Navigation Bar: These menu choices are specific to the different sections of the editorial workflow. Metadata,
Editorial History, and Submission Library are all part of the submission record visible below.

4. Main Panel: In the main panel you will see the current work area. In the image above, you are looking at a submission
record.

5. Main Panel Sub-Menus: Within the Main Panel, you will often see tabs that allow you to view different information
about the content being worked on. In this example, the submission record is broken four sections (Submission,
Review, Copyediting, Production). Notice the Help tab to the right, which provides context-sensitive help for the page
you are currently viewing.

6. Right Panel: From here, you can see the action buttons, such as Schedule for Publication. Different pages have
different action buttons. Below the action buttons is the Participants table, which lists everyone (except Reviewers)
involved in the submission.



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 third-party
plugins posted to the community forum and the archived forum page.

We also welcome software testing and bug reporting contributions.



Support

A community forum and issue reporting system for technical issues can be accessed via the PKP web site.

For questions about a particular journal site, such as submission requirements, contact that journal directly, using the
contact information listed on the journal's About page.


http://forum.pkp.sfu.ca/
https://github.com/pkp/pkp-lib/#issues
https://pkp.sfu.ca

Chapter 2: Installing and Upgrading

This chapter covers how to install OJS 3 for the first time, and how to upgrade an existing installation running OJS 2.x.



Installation

Open Journal Systems (OJS) has been developed by the Public Knowledge Project. For general information about OJS
and other open research systems, visit the PKP web site at http://pkp.sfu.cal.

Licensing

OJS is licensed under the GNU General Public License v2. See the file docs/COPYING for the complete terms of this
license.

Third parties are welcome to modify and redistribute OJS in entirety or parts according to the terms of this license. PKP
also welcomes patches for improvements or bug fixes to the software.

System Requirements

Recommended server requirements:

*

PHP >= 5.3.7

MySQL >= 4.1 or PostgreSQL >= 9.1.5

Apache >= 1.3.2x or >= 2.0.4x or Microsoft IIS 6

Operating system: Any 0S that supports the above software, including
Linux, BSD, Solaris, Mac 0S 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. We welcome feedback from users who have deployed OJS on systems other
than those listed above.

Recommended Configuration

A secure deployment can be best achieved by using the following policies:

* Dedicate a database to 0JS; use unique credentials to access it.
Configure this database to perform automated backups on a regular
basis. Perform a manual backup when upgrading or performing
maintenance.

* Configure 0JS (config.inc.php) to use SHA1 hashing rather than MD5.

* Configure 0JS (config.inc.php) to use force_ssl_login so that
authenticated users communicate with the server via HTTPS.

* Install 0JS so that the files directory is NOT a subdirectory of
the 0JS installation and cannot be accessed directly via the web
server. Restrict file permissions as much as possible. Automated

backups of this directory should be roughly synchronized with
database backups.

Download

0OJS can be downloaded from the Public Knowledge Project web site.

Installation


http://pkp.sfu.ca/
http://pkp.sfu.ca

Please review this document and the RELEASE document prior to installing OJS. If you encounter problems, please also
see the FAQ document in this directory.

To install OJS:

1. Extract the 0JS archive to the desired location in your web
documents directory.

2. Make the following files and directories (and their contents)
writeable (i.e., by changing the owner or permissions with chown or

chmod) :
* config.inc.php (optional -- if not writable you will be prompted
to manually overwrite this file during installation)
* public
* cache

* cache/t_cache

* cache/t_config
* cache/t_compile
* cache/_db

3. Create a directory to store uploaded files (submission files, etc.)
and make this directory writeable. It is recommended that this
directory be placed in a non-web-accessible location (or otherwise
protected from direct access, such as via .htaccess rules).

4. Open a web browser to <http://yourdomain.com/path/to/o0js/> and
follow the on-screen installation instructions.

Alternatively, the command-line installer can be used instead by
running the command "php tools/install.php" from your 0JS directory.
(Note: with the CLI installer you may need to chown/chmod the public
and uploaded files directories after installation, if the Apache
user is different from the user running the tool.)

5. Recommended additional steps post-installation:
* Review config.inc.php for additional configuration settings

* Review the FAQ document for frequently asked technical and
server configuration questions.



Upgrading

Note: Before upgrading your installation, perform a complete backup of your data files and database. If the upgrade
process fails, you will need to recover from backup before continuing.

If you are using PHP Safe Mode, please ensure that the max_execution_time directive in your php.ini configuration file is
set to a high limit. If this or any other time limit (e.g. Apache's "Timeout" directive) is reached and the upgrade process is
interrupted, manual intervention will be required.

Upgrading from OJS 2.0.x, 2.1.x, 2.2.x, or 2.3.x

In order to upgrade from these older branches of OJS, you will first need to upgrade to an intermediate version of OJS
2.4.x. Download the latest copy of OJS 2.4.x and follow the upgrade instructions included there, then read the
docs/UPGRADE document included in this package to continue the upgrade from there.

Upgrading from OJS 2.4.x

OJS 3.x is a major rewrite of Open Journal Systems, introducing numerous new concepts and different approaches. The
upgrade process from 2.x to 3.x does its best to adapt old content to the new structures, but we strongly recommend
performing a test upgrade and exploring the new system before committing your content to the upgrade. Downgrades from
3.x to 2.x will not be supported.

Upgrading to the latest version of OJS involves two steps:

- Obtaining the latest 0JS code
- Upgrading the 0JS database

It is highly recommended that you also review the release notes (docs/RELEASE) and other documentation in the docs
directory before performing an upgrade.

Obtaining the latest OJS code

The OJS source code is available in two forms: a complete stand-alone package, and from read-only github access.
1) Full Package

It is also possible to upgrade by downloading the complete package for the latest release of OJS:

- Download and decompress the package from the 0JS web site
- Make a copy of the config.inc.php provided in the new package
- Move or copy the following files and directories from your current 0JS
installation:
- config.inc.php
- public/
- Your uploaded files directory ("files_dir" in config.inc.php), if it
resides within your 0JS directory
- Replace the current 0JS directory with the new 0JS directory, moving the
old one to a safe location as a backup
- Be sure to review the Configuration Changes section of the release notes
in docs/release-notes/README-(version) for all versions between your
original version and the new version. You may need to manually add
new items to your config.inc.php file.

Updating from github is the recommended approach if you have made local modifications to the system.



2) git

If your instance of OJS was checked out from github (see docs/README-GIT), you can update the OJS code using a git
client.

To update the OJS code from a git check-out, run the following command from your OJS directory:

$ git rebase --onto <new-release-tag> <previous-release-tag>

This assumes that you have made local changes and committed them on top of the old release tag. The command will take
your custom changes and apply them on top of the new release. This may cause merge conflicts which have to be resolved
in the usual way, e.g. using a merge tool like kdiff3.

"TAG" should be replaced with the git tag corresponding to the new release. OJS release version tags are of the form "ojs-
MAJOR_MINOR_REVSION-BUILD". For example, the tag for the initial release of OJS 3.0.0 is "0js-3_0_0-0".

Consult the README of the latest OJS package or the OJS web site for the tag corresponding to the latest available OJS
release.

Note that attempting to update to an unreleased version (e.g., using the HEAD tag to obtain the bleeding-edge OJS code)
is not recommended for anyone other than OJS or third-party developers; using experimental code on a production
deployment is strongly discouraged and will not be supported in any way by the OJS team.

Upgrading the OJS database

After obtaining the latest OJS code, an additional script must be run to complete the upgrade process by upgrading the
OJS database and potentially executing additional upgrade code.

This script can be executed from the command-line or via the OJS web interface.
1) Command-line

If you have the CLI version of PHP installed (e.g., /usr/bin/php), you can upgrade the database as follows:

- Edit config.inc.php and change "installed = On" to "installed = Off"
- Run the following command from the 0JS directory (not including the $):
$ php tools/upgrade.php upgrade
- Re-edit config.inc.php and change "installed = Off" back to
"installed = On"

2) Web

If you do not have the PHP CLlI installed, you can also upgrade by running a web-based script. To do so:

- Edit config.inc.php and change "installed = On" to "installed = Off"
- Open a web browser to your 0JS site; you should be redirected to the
installation and upgrade page
- Select the "Upgrade" link and follow the on-screen instructions
- Re-edit config.inc.php and change "installed = Off" back to
"installed = On"



Chapter 3: User Accounts

OJS 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.
For example, one person could be both an editor and author for the same journal, as well as being only an author in one
journal, a reviewer in another, and an editor in a third.

When a user logs into the system, they will be taken to their Dashboard. From here, they will see all of the functions of the
system to which they have access. For example, a Reviewer will only see the submission they have been assigned to
review, while an Editor will see all of the submissions in the editorial workflow.



Roles in OJS

The OJS workflow revolves around different roles for different users, allowing them access to different parts of the workflow,
and different permissions and responsibilities.

Major roles include Site Administrator, Journal Manager, Editor, Section Editor, Author, Reviewer, Copyeditor, Layout Editor,
Proofreader, and Reader.

0JS 3 also includes additional roles such as Translator and Designer. You can also create new roles or rename existing
ones. More information on configuring roles is available in Chapter 5.

Site Administrator

The Site Administrator is responsible 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 all other OJS roles, there can only be one Site Administrator.

See Chapter 4: Site Administration 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.

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 Tools, view Statistics and Reports, and more.

Many Journal Managers also enroll as Editors, allowing them to easily manage both the journal settings as well as
submissions in the editorial workflow.

Note

Although the Journal Manager is a journal-specific 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 Chapter 5: Setting up a Journal 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
submission files and to provide metadata or indexing information (the metadata improves the search capacity for research
online and for the journal). The Author can upload multiple 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 participate in the
copyediting and proofreading of submissions accepted for publication — by logging in to the journal's website.

See Chapter 9: Authoring for more details.



Editor

The Editor oversees the entire review, editing and publishing process. The Editor, working with the Journal Manager,
typically establishes the policies and procedures for the journal.

In the editorial process, the Editor assigns submissions 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,
production, and proofreading) although in some journals this remains the responsibility 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.

Many Editors also enroll as Journal Managers, allowing them to easily manage both the editorial workflow as well as the
journal settings.

See Chapter 10: Editorial Workflow 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, production, 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 Chapter 10: Editorial Workflow for more details.

Reviewer

The Reviewer is selected by the Editor or Section Editor to review a submission. Reviewers are asked to submit reviews to
the journal's website and are able to upload attachments for the use of the Editor and Author. Reviewers may be rated by
Section Editors, again depending on the policies for this journal.

See Chapter 8: Reviewing 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 a Layout
Editor or Production Assistant to turn into the galleys that will be in the published format of the journal.

Some journals have an Editor or Section Editor play this role.

See Chapter 10: Editorial Workflow for more details.

Layout Editor

The Layout Editor transforms the copyedited versions of the submission into galleys in HTML, PDF, XML, etc. -- files which
the journal has elected to use for online publication.



Note

OJS does not currently provide software for automatically converting word processed documents to galley formats
(although a project is in development), so the Layout Editor should have access to and be able to use third-party

software packages for creating galleys.
In some cases, the Editor or Section Editor will also serve as Layout Editor.

See Chapter 10: Editorial Workflow 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 Chapter 10: Editorial Workflow for more details.

Reader

The Reader role is the simplest role in OJS, and has the fewest capabilities. Readers receive a notification email with the
publication of each issue, which includes the Table of Contents for that particular issue.



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 Settings), but Journal Managers can always register users at any time, and for any role.

To register with a journal, click the Register link on the upper right corner.
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This will open the Registration Form for you to complete with all required information.
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All fields with an asterisk (First Name, Last Name, Affiliation, Country, Email, Username, Password, Repeat Password) are
mandatory. If the journal is multilingual, you will need to select your preferred language.

You will be automatically registered as a Reader and an Author. You will be given the option to register as a Reviewer as

well.

You will not be able to self-register for an Editorial Role (e.g., Editor, Section Editor, Copyeditor, Layout Editor, Proofreader,
or Journal Manager). If you need to be enrolled at that level, contact a current Journal Manager or Site Administrator.



Registering with a Journal
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Viewing and Changing your Profile

To view and edit your profile, log in and click your Username link from the upper right corner. Choose the View Profile link.
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From here, by choosing the different tabs, you can update your personal details, contact information, change your roles,
add a personal image (which some journals may publish along with your article or on a list of editors), determine your
notification settings, or update your password.



Resetting your Password

You can reset your password by:

Logging into the journal

Selecting your username and View Profile from the upper right corner of the screen
Choosing the Password tab

Entering your current password and then your new password twice

a M 0N =

Hitting Save

Journal of Public Knowledge ~

OJRY

ISentity Comtact Roles Pubiic I SWOrT Notifications

Tasks (P

Subemnissions

Current password
Isswes

Settings

New password

Users & Roles seramrane

Tools

Your password is now changed.

ENTer YOUT QaTent angd Mew Sassateds Delow 1o (hange the password lfor Yo CCoLn



Chapter 4: Site Administration

As part of installing OJS, you will have created a Site Administrator user account. When you log into OJS with that account
you will have access to Site Administrator settings from the Dashboard.

You will be able to create new hosted journal instances, manage language support across your system, and perform other

administrative functions.



Site Management

To get to Site Management, login as the Site Administrator, and choose Administration from the left menu.
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Administrative Functions
Settngs

Taon

Adminhtration

Hosted Journals

From here, choose Hosted Journals. One the resulting page, you will see all of the journals in this OJS installation. In the
example, below, there is only one.
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To edit the existing journal, click on the blue arrow to the left of the journal name. You will see options to edit, remove, or
update the settings.

Name Path

¥ Journal of Public Knowledge jpk

Edit Remove Settings wizard

Edit will let you change the title, description, or path.



Journal title *

journal of Publc Knowledge

Journal description

D & B 7 M | 82 o 3% WEuposs 3

A Journal for testing OfS 3.

Path*
1px

. HP

This shoud e & Sy n]te SHOeT wWord OF ¢ fOfyM Thal Jentfes the Ourral The Lurral’s URL will be

NI .'.']:lun‘4|§. ST Ca LU/ INOex phavpant

8 Enable this journal 1o appedr pubicly on the ste

Remove will let you delete the journal from the installation. You will be asked to confirm that you really do want to do this,
as it is irreverisible.

Are you sure you want to permanantly delete this journal

and all of its contems?

Settings Wizard will take you to the various settings options for that journal. We'll go over these settings in detail in
Chapter 5.



Masthead Contact Appearance Submission indexing Users
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Journal Name * Journal initials * Journal Abbreviation
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Publisher
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Siman Fraser University Lbrary

ISSN
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1452.383)

Back on the Hosted Journals page, you can use the Create Journal link to add a new journal to this OJS installation. From
the resulting form, fill in the fields with the new information.



You wil automatically be enrciled as the manager of this journal. After creating a new journal, you will be redirected

to &3 settings wizard, to complete the Initial journal setup.

Journal title *

The Journal of Software Decumentation

Journal description
Dy & B 7 N E E X % & 82 O 28 Muposd | o

This is a test journal used for decumenting Q)5 3,

Path*
|5
This should be & sngle Short 'word or acranym that identifies the journal, The journal's URL will be

hergesjournals st caisiuindex, phovpath

@ Enable this journal 1o appear publicly on the site

Note: If you do not want the new journal to be visible yet, uncheck the Enable this journal to appear publicly on the

site box.

Site Settings

This section will allow you to add information regarding your overall OJS installation, not individual journals.

Site Setup

This includes the name of your site, an introductory statement about your site, a redirect option (if you only plan to have
one journal on this installation), a description of your site, contact information, a minimum password length for registered
users, and indexing registration.

You will have the opportunity to provide details about your individual journal(s) at a later stage.
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OJS is a multilingual system and you can add additional languages to your site here, making them available to all of the

journals on your installation.
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Languages
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Inutadl Locale
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OJS 3 currently only has translations for English, German, Portuguese, and Spanish, but we expect to have more

contributed over time.

Plugins

From here, you can choose to enable or disable various plugins, making them available (or not) to all of the journals on this

OJS installation.
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Once you've created a journal and configured the site settings, you may want to create a user account for the Journal

Manager or Editor -- see Chapter XX for details.



Administrative Functions

This section provides detailed information about the server on which your OJS installation is running.
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System Information

Use this section to find out details about the server running your installation.
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OJS Version information shows which version is currently installed, and your version history including any upgrades. You
can click the Check for updates link to see if you are using the most recent version of OJS.

The Server Information provides details about the server environment hosting your OJS installation.
The OJS Configuration section displays all of the configuration options and their values as they are in config.inc.php.

You can find more information about config.inc.php configuration parameters in the file itself.



The final section on this page displays additional 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 this information can be useful when trying to troubleshoot a problem.

Expire User Sessions

Clicking Expire User Sessions immediately clears all active user sessions in the system, requiring any user that is currently
logged in to sign in to the system again. This can be useful before an upgrade, to ensure all users are logged out.

Clear Data Caches

Clicking Clear Data Caches clears all 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.

Clear Template Cache

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

Clear Scheduled Task Execution Logs

If scheduled tasks have been enabled for your journal, clicking Clear Scheduled Task Execution Logs will delete the task
execution log files from your server. The execution log files include dates that correspond to previously completed
scheduled tasks (e.g. sending automatic email review reminders).



Chapter 5: Settings

The Settings section allows you to configure your OJS installation to best meet your publishing needs.

You can find the Settings in the left menu panel when you are logged in as a user with Journal Manager permissions.
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communnies

It consists of Journal Settings, Website Settings, Workflow Settings, and Distribution Settings, each of which will be covered
in this chapter.



Journal Settings

The Journal Settings page includes details about the journal.

Use the tabs to navigate to the different sections of Journal Settings: Masthead, Contact, Sections.

The Jowrval of Wamars O wmariiotion = O begled ® Ve e & b jsdrmin

Journal Settings

Contact Lections

Journal Name * Journal initials * Journal Abbreviation

Publisher

Tl
ISSN

Addmsiruntr ofin

Masthead

Journal Name is the name of your journal. E.g., Journal of Software Documentation
Journal Initials are the initials of the journal. E.g., JSD.

Journal Abbreviation is the abbreviation of your journal name. E.g., JSoftDoc.
Publisher is the name of the organization publishing the journal.

ISSN (International Standard Serial Number) is an eight-digit number which identifies journals. 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 ISSN web site. This can be done at any point in operating the journal.

OJS journals will typically have an online ISSN, but some may also publish a print version, which requires a different print
ISSN.

Journal Summary is a brief description of your journal. If you are on an OJS installation with multiple journals, this text will
appear with your journal listing.

Masthead allows you to add the names of your editorial team or anyone else you wish to mention. This will appear on the
public website under About > Editorial Team.

About the Journal is a space to add any information about your journal which may be of interest to readers, authors, or
reviewers.

This could include your open access policy, the focus and scope of the journal, copyright notice, sponsorship disclosure,
history of the journal, a privacy statement, and inclusion in any LOCKSS or CLOCKSS archival system.

Hit the Save button to save your changes.

Contact


http://www.issn.org/

Use this section to add journal contacts.
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Users A Aodes
Took
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Mailing Address: Add your journal's official mailing address here. This will appear on the journal's Contact page.
Principal Contact: Add contact information for the journal's main contact person.

Technical Support Contact: Add contact information for the journal's technical support person. This information will
appear on the journal's Contact page and also in different points in the workflow to offer assistance to users.

Hit the Save button to save your changes.

Sections

Use this page to configure the different sections of your journal. E.g., Articles, Editorials, Reviews, Commentary, etc.

All of your existing sections will appear here. OJS requires at least one section, and creates an "Articles" section by default.

The Jurns of Softwsrs Decsvermyscn * O Tagheh » View Son & phpadoin

Journal Settings
Waitheed Cantact
Sectioms Creste Section

You can modify sections by clicking on the blue arrow to the left of the section name. This will reveal options to edit or
delete the section.

Editing a Section

Selecting the edit link will open a new window with different configuration options.



There are no section editors yet, Add this roke 1o a1 least ane yser via Management > Sertings > Users & Roles first

Artices ART
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Section Policy
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This section s open [0 &8 authors, SUbMISSIONS 10 this section Must be based an original research and will be
SUbjeLL to peer review,

Word Count Raview Form
200 None ! Free Form Review §
Indexing

Wil not be poerreviewed
Da not require abstracts

From here, you can change the name or abbreviation of the section.

Section Policy: Use this field to add important details such as submission requirements, peer review, etc.
Word Count: Use this to limit the number of words for abstracts in this section.

Review Form: You can select specific review forms for each section. Learn more about Review Forms here.

Indexing: Each section can have different indexing settings. For example, an Editorial section will not typically be peer-
reviewed.

Identify items published in this section as a(n): This used by some indexing systems. Note that it is not a required field.

Hit the Save button to save your changes and return to the Sections page.

Create Section

From the sections page, select the Create Section link to open a blank window, exactly the same as the window used for
editing a section described above.
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Indexing
Wil nct be peerreviewsd
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Fill in the details and hit Save to record your work.

Ordering Sections

When you have more than one section created, you will see an Order link. Use that to reorder how those sections display

on your journal website.
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Hit the Done button when you are finished.
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Website Settings

The Website Settings allow you to configure how your journal's website looks and operates. It consists of tabs for
Appearance, Information, Archiving, Languages, Plugins, and Announcements.
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Appearance

Logo: Use this space to upload a journal logo to the upper left corner of your reader interface.

Page Footer: This allows you to display text at the bottom of each page of your website.

Theme: As new themes become available, you can enable them here.

Journal Style Sheet: Use this to upload a unique style sheet for your journal.

Sidebar Management: This allows you to move different blocks in or out of the sidebar in the reader interface.
Homepage Image: Uploading an image here will will place it on your journal's home page.

Journal Favicon: Add a favicon to display in the reader's browser address bar.

Additional Content: Any text entered here will appear on your homepage.

Lists: Limit the number of items (for example, submissions, users, or editing assignments) to show in a list before showing
subsequent items in another page. Also, limit the number of links to display to subsequent pages of the list.

Journal thumbnail: Upload a small logo or image representative of the journal that will be used in lists of journals on this
OJS installation. This will only be used on OJS installations with multiple journals.

Hit Save to record your changes.

Information

Use these fields to modify the text in the For Readers, For Authors, For Librarians pages on the journal website.


https://en.wikipedia.org/wiki/Favicon
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Remember to hit Save to record any changes.

Archiving

If you are a member of a LOCKSS or CLOCKSS network, use this page to activate your journal.
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Languages

Use this page to configure the languages used by your journal.
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Primary Locale: One language must be set as primary.
UI: This will enable all selected languages to appear on the reader interface.
Submission: This will enable all selected languages to be available to submitting authors.

Forms: This will enable all selected languages to be available when filling in online forms.
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» View She
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If a language is unavailable on this page, contact the Site Administrator to add it for you. See Site Administration for details.

Plugins
Use this page to see all of the installed plugins and find new plugins.

Installed Plugins

All of the plugins listed here are available in your OJS installation. Use the Enable link to use them.

Metadats Mugine 4

. NV LS meteOsts

Awahoritation Mugim |

You will notice that some plugins are required for the system and cannot be disabled.

Plugin Gallery
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The Plugin Gallery will eventually provide access to external plugins, not included in your OJS installation, but available for

download and activation.



Announcements

This section allows you to create and display news announcements on the journal's website.
Announcements: Configure how announcements will appear on your journal website.

Announcement Types: You can create different types of announcements (e.g., News, New Issue Alert, etc.). Use the Add
Annoucment Type link to create them.

Annoucements: Use the Add Annoucement link to create a new announcement for your Announcements page.



Workflow Settings

The Workflow Settings allow you to configure various parts of the journal's editorial workflow. Its tabs include Components,
Submission, Review, Publisher Library, and Emails.
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Components

When an author makes a submission, they can upload multiple files. Typically, one file will be the article text, and others
can include interview transcripts, data, images, etc. Each of these files is a component of the submission. The
components available for the author to choose from when making her submission are listed here.
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Using the links provided, you can change the Order of the components (how they will be listed to the submitting author),
Add a Component (if something you need is not included by default -- e.g., Video), or Restore the Defaults (if someone
has made too many modifications and you just want to reset everything).

Edit Component

You can also edit each component by selecting the blue arrow to the left of the component name. This will reveal an Edit
link and a Delete link.



Name *
Artcle Text

Designation *

Options
Allow flies of this type to be sorted by chapter
Mark files of this type as depencers: files |e.g. not 10 De istec wah published content)

Mark files of this type as supplementary files {e.g. not primary submission content)

File type grouping

Document

* Denoces roguived feld

Name: This is the name of the component, as presented to the author.
Designation: This is a unique code to identify the component.
Options: Choose how the files associated with this component will be treated and displayed.

File Type Grouping: Determine whether this component is associated with the submission document, artwork, or is a
supplementary file.

Submission

Use this section to configure the submission process.
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Author Guidelines: Use this field to add guidelines for your authors. This information will be displayed on the journal
website.

Submission Preparation Checklist: Authors must check off that they agree with each item on this list. Use the Order link
to change the order of the items, use the Add lfem link to create a new item, and use the blue arrow to the left of the item
name to Edit an exiting item.

Checklist Item *

YWhere gealable, URLS for the references have Deen provded

Save Cancel

* Denodes requved fHield

Notification of Author Submission: Add an email address here to be contacted whenever there is a new submission.

Submission Metadata: This section allows you to determine which metadata fields to use for your journal.



Submission Metadata
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Each entry is a different metadata type available for every article in your journal.
Some journals may want to activate all of them, but many will wish to keep it simple and just choose Keywords.
If you choose Enabled, that metadata type will be added to your submissions for completion by an editor.

If you choose Submission Form, that metadata type will also be presented to your authors for them to fill in during their
submission.

Remember to hit the Save button to record any changes to this page.

Review

This tab allows you to configure your journal's review process.
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Default Review Deadlines: Indicate how long reviewers have to decide to accept or decline a review request from the
editor, and how long they have to make a recommendation.

Automated Email Reminders: Set automatic reminder email messages to be sent to late reviewers. Note that some
system settings must be configured by the Site Administrator.

Review Forms: Review forms provide reviewers with a set of questions to respond to. This can help focus their feedback in
ways that is more useful to you.

Create Review Form: Use the Create Review Form link to make a new form.



Title *

Article Form

Description and Instructions
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Please complete this farm. Al feedback for authors will be kept anonymous)

* Denctes required figly

Back at the Review Forms page, select the blue arrow to the left of the form name to reveal the Edit link.

Review Forms Create Review Form
Title In Review Completed Active
¥ Article Form 0 0

Edit Preview Delete

Select the Edit link and complete the form.
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How would you assess the methodology of the submission?
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Response Options Add Item
1. Very Strong x
Z.Strong =
3. Savstactory x
4. Someana: Satisfactory =
5. Poar x

Items are form questions.
You can choose whether to make the question required and visible to the author.
You can then choose the type of response, including:

e a single word text box

e asingle line text box

e an extended text box (for longer answers)

e checkboxes (where the reviewer can select multiple possible reponses)

e radio buttons (where the reviewer can only select one possible answer)

e dropdown menu (also where reviewers can only select one possible answer)

Response Options are the selections you make available for the checkboxes, radio buttons, or dropdown menus. A good
example of a checkbox response is a Likert scale, where the reviewer must choose only one option: E.g., Good, Neutral,
Bad.

Remember to hit the Save button to record your changes.

Use the Preview tab to test out the form.


https://en.wikipedia.org/wiki/Likert_scale

Review Form Form Items

Article Form

1. Very Strong
2 5"0[";
3, Satisfactory

4, Somewhat Satisfactory

Foor

Proview Form

Please complete this form, Al feedback for authars will be kept ananymous

How would you assess the methodology of the submission?

Blind Review: Check this box to display a link for instructions on ensuring all submission files are anonymized.
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Competing Interests: Add your competing interest disclosure policy statement here.
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Reviewer Competing Interest statement: Add a checkbox that reviewers agree to comply with your competing interest

statement.

Review Guidelines Provide your reviewers with criteria for judging a submission's suitability for publication in the press,

which may include instructions for preparing an effective and helpful review.



Review Options: Select whether your journal will follow an double blind, blind, or open review process.

Reviewer Access: Enable the first option to provide reviewers with one-click access to the review, by-passing the need to
go to the website, login, and find the submission. For security reasons with this option, editors are not able to modify email
addresses or add CCs or BCCs prior to sending invitations to reviewers.

Enabling the second option will limit access to submission files until after the reviewer has agreed to do the review.

Hit the Save button to record your changes.

Publisher Library

Use the Publisher Library to store important documents, such as your journal's Marketing Plan, and share them with your

editorial team.
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Emails

The section allows you to configure the emails that are sent out from the system.
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Signature: The information in this field will be added to the bottom of every email sent out by the system.

Bounce Address: A notice will be sent to this email address of any system-sent emails that fail to deliver, such as when
the targeted email address is no longer valid.

Prepared Email Tempates: Pre-written emails are an important part of OJS. You see all of them here, and use the Edit link
(as always, found by selecting the blue arrow to the left of the template name) to make any modifications.



Distribution Settings

The Distribution Settings focus on helping to raise the visibility of your journal. The tabs consist of Indexing, Access,
Payments, and Permissions.

Indexing

This section helps you enhance your search engine optimization.
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Search Engine Indexing

Description

Custom tags

Tooh
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Use Description to provide a brief description of your journal for search engines.

Use Custom Tags to add custom HTML header tags to the header of every page of your journal (e.g., META tags to
temporarily block search engine indexing).

Access

OJS 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.

By default, the open access option is selected. However, if you wish to only use OJS for editorial management and not for
publishing, select the last option.

Payments

0OJS provides the ability to collect online payments. Use this section to determine the default Currency type (e.g., Euros)
and Payment Method (e.g., Paypal).

Permissions

This section covers copyright issues for your journal.
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Copyright Notice: Add your journal's copyright statement here. It will be visible on the journal website.
Check the box to require authors to agree to your copyright statement.

Base new article's copyright year on: Choose whether the copyright date is based on the issue (under a traditional,
issue-based publishing model) or on the article (based on a continuous publishing model).

Copyright Holder: Select who holds copyright to the articles published by your journal. The trend in open access
publishing is to allow authors to retain copyright of their work.

License: Select the license for your journal. CC Attribution 4.0 is a widely used license for open access journals, allowing
for maximum sharing and reuse.

Reset Article Permissions: If you journal later changes its licensing policy, use this button to reset the copyright on all
published content.



Chapter 6: Issues

From the left menu, select Issues to manage all of the issues for your journal.

The Joar=s of LoMware Dnourmesestion 9 Trghen * View i & papeder

O)5 ==

nss )

Submnsions

Balk [ysues O Wep

Future Issues Croate Iysae

lzzues

Settings

Users b boses

Yooty

Administration



Future Issues

Future Issues are all of your unpublished issues. You can create as many of these as you wish, and schedule submissions
to any of them.

Create Issue

To create a new issue, use the Create Issue link and fill in the form.

Identification

1 3 2017

B Voiume 8 Number B Year Rie

Description
D © B 7 N & 82 o % Mwee o2

Cover image

Mag and 0rop a Nle here 10 Dig POsd Upload File

There are spaces to add volume, number, year, and title information (e.g., Special Issue #1), as well as a description and a
cover image (if needed).

Edit Issue

You can also edit an existing future issue by selecting the blue arrow to the left of the issue entry on the Future Issues
page.
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This will reveal an Edit link, which will open a new window of information.

Issue Management: Vol 1 No 6 (2016): june 2016

Table of Contents issue Data Issue Galicys

Articles
Resource requirements and Costs of dewsloping and celvering MOQCS
ASSUMRTIONS and challenges of gpen stholarship
Guidelines far Transferfing Resdential Courses intg Wed
Inival rends in enrciment and CoMmpletion of massive ogen

Protecting students’ imelleciual prapey

gmotional Inteligence as a Determinant of Readiness

Design and Development of 3 Vinmual Inmernship

Table of Contents: For a new issue, this will be empty, but for issues that have had submissions scheduled, they will be
listed here.

Use the blue arrow next to each submission to reveal links to go directly to the submission record (more about this in
Chapter 10) or remove it.

You can also use the Order link to reorder the entries.
Issue Data: This provides access to the volume, issue, number data you entered when first creating the issue.

Issue Galleys: This allows you to upload galley of the complete issue -- e.g., one PDF containing all articles. This will be
linked from the issue web page.

Identifiers: Use this space to add a DOI for the issue, if your journal supports issue-level identifiers.

Preview Issue

Using that same blue arrow will also reveal a Preview link, letting you get a look at the issue before publishing it.



Publish Issue

Once you are happy with the issue hit the Publish Issue link to publish it on your journal website.

Delete Issue

You can use the Delete link to remove the issue. Any assigned articles will revert to their unpublished status.



Back Issues

This tab lists all of your published issues.

Future [ssues Back Issues 0 Malp

Back Issues
Submisstons

Issues
L NG 1 (2016); The First Iss

Settings

As with Future Issues, using the blue arrow will reveal similar options as described above (Edit, Preview, etc.).



Chapter 7: Users and Roles

This section provides access to all of the user accounts associated with your journal, as well as the opportunity to manage
roles and permissions.



Users

In addition to managing the journal web site, the Journal Manager is also responsible for all of the user accounts in the
system.

To view the user accounts, select Users & Roles from the left menu.
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Users are displayed in last name order.
You can edit a user account by selecting the blue arrow to the left of an entry.
Current Users Q Search Add User

» Ximen ppadmin pkpadmin@maiinator.com

v Karim Al-Khals; kalkhafa) kalkhafajigmaiinator.com
tma £t User Disabie Remeove Logm As Merge User

» Mohsan Amin mohsanamin mohsan.amnBlivecom

This opens the options to Email, Edit User, Disable, Remove, Login As, Merge User.

Email opens a window allowing you to quickly send a message to that user.



To

Karim A-Khafa: <kakiafals

mallinator.com>

Send Email Cancel

* Denctes requaved ey

Edit User allows you to make changes to that user's account.



User Details

Name

Karim ALKPaTas

Username

KakPata)

Contact
Kalknafal lmailinator com

Password

" oy OwG e | ' .o . N - 4 v ! 1L 'vg 1 Iracter

Disable keeps the account in place, but blocks the user from accessing it.

Remove clears the user account out of your journal records and the user can no longer login, but the account remains in
the system.

Login As allows you to temporarily log in as that user, for example, to complete an outstanding task.

Merge User lets you fold this user account, including any submissions or assignments, into another user account on your
system.

Note: This is the only way to completely delete an account from the system.

You may want to create a dummy user account (e.g., Deleted Users), and use that to merge unwanted accounts into.

Search

When you have a large number of users, you will want to take advantage of the search feature.

Current Users ~ Search Add User

Seoreh
All Roles :
facihude wiers alth No roles in this journel Search
* 2dmin pipadmin pipadmn@maiinatar.com
*  Xarwm A-anaral xalinafayl Kalichafa{i®#maninecor.com

This can help you quickly find a user when you know a first name, a last name, or some other piece of information.



Note: If you leave the Search field blank, select a Role, and hit Search, you will get a list of all users in that role (e.g., all
copyeditors).

Current Users « Search Add User

Seavch
Copryecter :
frciude esars with no soles b his fosmal Search
:
* Mar Frigz mfritz mirtz@malinator.com
* Sarah vegt svogt svogu@mallinator.cam

To add a new user to your journal, select the Add User link. This will open a new window with a set of fields to fill in.

Step #1: Fill in User Details

Name

Suggest

Contact

Password

Once these fields are completed and you hit Save, you will then be asked to assign roles to the new account. Use the Add

Role link to open the role selector.



Step #2: Add User Roles to Jane jones

Add Roles Add Role

Reviewer

Sawve Cancel

* Denctes requved sl
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Once you have added all of the roles, hit the Save button.



Roles

Users in the system must have one or more roles.

Roles define what a user can do within the system. An Author can make submissions and little else. An Editor can manage
submissions, and a Journal Manager can configure the journal's settings.

One user can have more than one role, for example, being a Journal Manager, Editor, and Author in the same journal.

OJS 3 has multiple roles available, each with different permission levels.
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From this page, you can see each role, and the editorial stage each role can access. A good example of this is the
Copyeditor role, which can only access the copyediting stage. Copyeditors cannot jump to the Review stage to see what
happened during the peer review process. See Chapter 10 for more information about the different editorial stages.

Editing Roles

Unchecking a box removes access to that stage for users with that role.

Selecting the blue arrow to the left of the role name reveals the edit link. Clicking this opens the editing window.



Role details

Permission level *

o

journal Assiscant

Role Name *
Copyeditor

Abbreviation *
CE

Stage Assignment
Sumission
Review

8 Copyediting
Production

Role Opr.ions
Sharw role title in contributor list

Alow user seif-ragistratiorn

Permission Level: This indicates how much a user with this role can do in any stage. The Journal Assistant level can
communicate with other users and upload and revise files.

Role Name: You can use this field to easily rename any role.
Abbreviation: Each role must have a unique abbreviation.
Stage Assignment: This allows you to determine which stage users with this role can access.

Role Options: Use these checkboxes to show anyone with this role in the contributor list (e.g., the author list) as well as
whether users can self-register in this role. Authors and Reviewers are good candidates for self-registration. You would
definitely NOT want to allow users to self-register as Journal Managers or Editors!

Create New Roles

Use the Create New Roles link to open a window where you can create a new role for your journal, including setting which
stages it can access and how much permission it should have.



Site Access Options

This page allows you to determine how readers can access your journal.
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Additional Site and Article Access Restrictions: Choose from these options to limit access.

User Registration: This option allows you to determine whether users can create their own accounts or must be enrolled
by a Journal Manager.

Allowing users to register themselves, but only into Author, Reviewer, or Reader roles, is a good choice.



Chapter 8: Tools

The Tools section can be accessed from the left sidebar menu.
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Tools consist of an Import/Export tab and a Statistics tab.



Import/Export

Import/Export allows you to easily get data out of your OJS journal and get data into it.
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Some of the tools allow you to export to third-party systems, such as PubMed or the DOAJ.
Others allow you to import or export user or article data.

For more information on the Crossref XML Export Plugin, see the PKP Crossref Guide.



Statistics

The Statistics page provides access to a variety of reports from your journal.
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The system generates reports that track the details associated with site usage and submissions over a given period of time.
Reports are generated in CSV format which requires a spreadsheet application to view.

View Report: Provides a report on galley and abstract views by readers (i.e., how many times a PDF for an article has
been viewed).

Articles Report: Provides a spreadsheet of all published articles.

Review Report: Provides a spreadsheet of all review activity.

Generate Custom Report

Use this feature to build your own reports.

Jourval of Pubic Krowiedpe * ¥ taghh * vhow Uns & phpadrin

OJS

Default repoct temmplates

Teis O

L of LS DAge v

Aggregate stats by

O Couslry

Admirints stion Select report range

o

Or select range by:

ay Mes




Statistics

77



Chapter 9: Authoring

In this chapter, you will learn about how an author works in OJS 3 from registration through to proofreading the final galley.



Registering with the Journal

To make a submission to an OJS 3 journal, you will first need to register as an Author (see Registering with a Journal).
After that, when you login, you will be taken to your Dashboard.
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It is currently empty as you have made no submissions.



Submitting an Article

Start a new submission by clicking the New Submission button on the right side of the screen. You will be taken to Step 1
of a 5-Step process to upload and describe your submission.
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In Step 1 you will provide preliminary information about your submission.
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To begin select the appropriate section for your submission (e.g., article, review, etc.). If you aren’t sure which section is

appropriate, make your best guess.

Read and agree to the statements in the submission checklist by checking each box. Include any comments for the editor,

read the journal’s privacy statement, and then click the Save and Continue button to move to Step 2.

Step 2



On Step 2, a window will open allowing you to upload your submission file.

1. Upload File 1 Review Detalls 3. Confirm

Article Component *

Select article component

~ Denotes reguired fleld

First, you MUST select an Article Component. This lets the system know whether the file is the body of the manuscript, an
image, a data set, etc. This must be selected before your file will upload.

Upload Submission File b 4

1, Upload File 2. Ruview Details 3. Confirm

Article Component b
Artice Text

“«»

Drag and drap a Tike here 1o beg wlcad Upload Flle

* Denores required frekd

Cantnue Cancel

s

Once you’'ve made that selection, you can then upload your first file. It is important to note that you can only upload one file
at a time. Additional files can be uploaded later in the process. Typically, this first file will be the body of your manuscript. Hit

the Continue button once the file uploads.



1. Upload Flle 2. Review Detalls 3 Comfirm

mishkin, Author, submission-manuscript.docx / fane
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After uploading the file, you will be asked to review the name of the file. Use the Edit link to make any changes.

Click the Continue button.
Next, you have the option to repeat the process to upload additional files (e.g., a data set or an image).

Once you have finished uploading all of your files, click Complete; this will close the upload window.

Upload Submission File

1. Uplead File 2. Review Detalls 1. Confirm

File Added

Add Another Hie

Comglete Cancel

You will be brought back to the Submit an Article screen where you will see the files you've uploaded. If you need to make
changes, expand the blue arrow to the left of your file and make any changes using the Edit link.

Click ‘Save and Continue’ to move to Step 3.

Step 3

On Step 3, you will be asked to add more information about the submission, including the title of the submission (broken
down into prefix, title, and subtitle), the abstract, and scrolling down...
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You can add more contributors (e.g., co-authors), by clicking the Add Contributors link. This will open a new window with
fields to enter their information.



Name

Frederk Serletis

Contact
SELBEMANINALOr. COM

Country

fanads
Lafdla
-

Hit Save, and the new contributor will appear on the screen.

List of Contributors Order  Add Contributor
Name e-ma Ro‘e nmary Contact N growse Lists

*  Apostolos Mishkin mishkin@mailinator.com Author ~ £

» Frederic Serletis seletis@mailinator.com Author &

Depending on the journal you are submitting to, you may see additional fields to complete, such as keywords.

Additional Refinements

Keywords
elearning x  query management x &
Save and continue Cancel

To enter keyword, simply type the word or phrase and hit your Enter key. The word or phrase will be formatted as a
keyword.

Click Save and Continue to move forward.

Step 4

On Step 4, you will be asked to confirm that you are happy with your submission.

Click Finish Submission.
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A box will pop up asking you to confirm you are finished. Click OK.

Are you sure you wish to submit this article to the journal?

Step 5
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Your submission is now complete! The editor has been notified of your submission. At this point, you can follow the links to:

e Review this submission
e Create a new submission
e Return to your dashboard

Dashboard

And here is your submission in your Dashboard. You can see that it is currently in the Submission stage.
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Over the coming days, it will move into the Review stage, and if accepted, into the Copyediting and Production stages
before being published.



Responding to a Review

Once the review process has completed, you will be notified via email by the editor of their decision.

After receiving the email, login to your dashboard.

Submnissions

My Assigmed

Select the Review link next to your submission to view the decision.

approach for externalization of expert tacit knowledge

Aportalos Mishkn, Frederic Serlotis

Submission Review Copyooing Procuction

Round 1 Status

R SONS have Deen reguested

Notifications

Reviewer's Attachments

From here, you can see the decision (revisions requested) and a link to the editor's notification.

Q Search

Q Search
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[JPK] Editor Decision
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Apostolos Mishiin, Frederi Seretis:

We have reached a dedision regarding your submission 1o journal of Public Knaowiedge, *approach for
externalzation of expert 1ack knowiedge®

Qur decsion is: Revisions Required
Stephanie Berardo

University of Toronto
sberardo@mailinator.com

Reviewer A
This 5 & very Qood articke:

Based on the information in the editor's message, you must now prepare your revisions.

Uploading the Revised File

By scrolling down the page, you will find a panel for Revisions.



Round 1 Status

Revisiens Mive Deen requested

Notifications

(1K1 Editor Deciion

Reviewer's Attachments

Revisions

Review Discussions

Use the Upload a File link to upload your revised manuscript.

Upload Review File

1. Upload File 2. Review Detalls 3. Confirm

If you are uploading a revision of an existing file, please indicate which file.

Author, submission- manuscript.docx

Q Search

Q Search

Upload File

Add discussion

Article Component *

Asticle Text

Drag and drop a file here to begin upioad

* Oenodes requived feld

Cortinue Cance!

Use the dropdown menu to choose that you are uploading a revision of an existing file.

Then upload the revised file and hit Continue.

Upload File




1. Upload File Z Review Details 3. Confirm

Author, submission-manuscript.docx / fdn

Check the file details and hit Continue again.

1. Upload File 2. Review Details 3. Confirm

File Added

ASS Another i

Comphete Cancel

If you have any additional files to upload, do so now. Otherwise, hit Complete.

Your revised file is now visible in the Revisions panel.

Revisions Q Search Upload File

» [ 1641 Author, submission-manuscript.docx Article Text

Inform the Editor

Your next step is to inform the editor that the revised file is now available. To do so, go to the Review Discussion panel.

Review Discussions Add discussion
Name From Last Reply Replies Closed

No Items

From there, select the Add Discussion link.



Participants Add User

AD0SL0l0s MBhKIN <mishknSmalinator Lom» -
Stephanie Berardo <sDerandoBmMainator Lom> -
Subject *

Revision uploaded

Maessage *

Dy B B 7 ¥ &L 8 © 8 KHugoss
Dear Stephanie,

1 have now uploaded my revised flle.

Thank you,
Apostoios

Use the Add User link to add the editor.
Add a subject line and a message.

Hit OK to send the message.

An email has now been sent to the editor and you (and the editor) can see the message in the Review Discussions panel.

Review Discussions Add discussion

Name

* Revision uploaded mishkin . 0
Aug/30

At this point, the author needs to wait to hear back from the editor as to whether the revisions are acceptable.

Revisions Accepted

You will receive an email that your revisions have been accepted.

In addition, notifications will appear on your dashboard.



Submasion Review Copyeciting Production

Round 1 Status

Submismon atcepted

Notifications
[PK]) Editor Decision 200830 QR 3I2 PM
IPK] Editor Decision 20160831 026 AM

The later notification is the current one. Click on it to open the message (which is the same as the email you would have

also received).

[JPK] Editor Decision

2016.08.37 0226 AW

ApOstols Mishiin, Freder Senets

W have reached & dedision reganding your submisson 1o Journal of Public Knowledge, "approach for
SReNRIZAON OF €xpeet TACK nowedge”

Qur 0eCs N 1§ 10 ALCept Submisson
Daniel Barnes

University of Melboume
dbarnes@mailinatar com

ournal of Public Knowledos

Use the X in the upper right corner to close the window.

Further down your dashboard, you will also see a discussion reply from the editor.



Revisions Q Search Ugload File

. : 1647 ALhor, SUDmSSEMA-IMINUSIPLIcCK
Review Discussions Acd discussion
* ESionunioaaec mighiin dbames 1

Aug/IC Augt

Clicking the discussion title will open it up.

Participants Eot

Stephanie Bera do (sberarco)

ApOSTOioSs Mishin (mishiin)

Messages

1ve uploaded the flie

The revisions look great. Were ready to mowe 10 the next stage.

Congratulations! You've been accepted and your submission file is moving on to the Copyright stage.



Resubmitting for Review

If the editor’s decision is to resubmit for review, you will need to log in and select the article in your submissions page. The
resubmission is done in the review stage, there is no need to start a new submission.

At the review stage you will need to do two things to resubmit once you have revised your document:

Upload the new file in the revisions section. To upload a new file click on ‘Upload file." A new window will open allowing you
to upload your file(s). Select the appropriate option from the dropdown menu to indicate you not submitting a revision of an

existing file.
Add a discussion to notify the editor that you have re-submitted.

The peer review process will be repeated, and you will likely receive additional revisions to make. Once these are
completed and accepted, you will then be moved to the next stage.



Responding to a Copyediting Request

The next step in the workflow is to inspect your submission files that have been copyedited.

You will receive an email indicating that files are available. To see them, login to the journal and go to your dashboard.

poarnal of Pulde Erombedge - O baghts . View the & mdbie

Submissicos
’ )
My Assigned Q Seerch Nen Sebrsasoe
Wy Asthored 2 Search

You can see your entry in the My Authored panel. Select the Copyediting link to go to the full submission record, including
the notification in the Copyediting Discussions panel.

Jrwrral of Puta hnowredge v

OJS

Taies o

Sutwniisaborn

appeoach Tor externalization of expert tacit knowledge

AZOUSIOA WAL, Treden! Sereiis

Sutmibalen toview vdn Precuxction

Copyediting Discussions Add dacusyon

Click on the linked discussion to open it, read the message, and open the attached file.



Responding to a Copyediting Request

Copyediting check

Participants
Saran Vogr (svogt)

ADoSIoles MBshKin (mshking

Messages

Netle 0
Please review the attached copyedited files and et me know if you have svogt
any comments. Aug 37

Y svoge, Copyeditor, submissionmanuscript doox

Add Message

Once you have read the attached file, you can respond to the copyeditor indicating an required changes or your approval.
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Messages

Please review the attached copyedited files and let me know if you have svogt
any comments Aug 31

Voge, LCU_y‘tC tor, submission-manuscript.oocx

Message *

Dy b B 7 U &L 22 o X EUpost e,

™is loks good|

Attached Files Q Search Upload File

oK Cance

If needed, you could attach a revision, but for this example we will simply approve the changes and hit OK.

On your dashboard, you can see that you were the last person to reply to the message.

prorn of Pribvic Krowadge

approach for externalization of expert tacit knowledge

ASC00kn Mahiun, Frederc Sefeth

Tasks o —

Ssbrrasan Review Copyediting Production
cheituont

Copyediting Discussions Add Elucunsan

Your role in the copyediting process is now complete and you can wait for the request to proofread the final galleys (e.g.,
PDFs, HTML, etc.) before publication.



Responding to a Copyediting Request
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Responding to a Proofreading Request

The next step in the workflow is to inspect your submission files that have been converted into galleys (e.g., PDF, HTML,
etc.).

You will receive an email indicating that files are available. To see them, login to the journal and go to your dashboard.

Joamal of Pubic Krowiedge @ fnghsh * View Ste & meren
O] S Submissions
My Quecs 0 Melp
Tasks )
My Assigned Q Searh B ——
Subenbalons
My Authored Q Searth

You can see your entry in the My Authored panel. Select the Production link to go to the full submission record, including
the notification in the Production Discussions panel.

Submvssion Library View Metadata

approach for externalization of expert tacit knowledge
Apostoios Mishidn, Fredernc Seretis

Submission Review Copyediting Productor

Production Discussions Add discuasion
Aug

Click on the linked discussion to open it, read the message, and open the attached file.



Responding to a Proofreading Request

Galley ready for proofreading

Participants
Graham Cox (goox)

ADostolos Mishkin {meshking

Messages

NOte

Please take a look at the attached gatiey and let me know If it is ready to Qrou
publlsh. Aug 3

") geax, Layout Edtor, submissionmanuscriptpaf

Once you have read the attached file, you can respond to the Layout Editor indicating any required changes or your
approval.

Galley ready for procfreading

Participants
Graham Cox (goo)

Apostolos Mishkin {myshkin)

Messages
Please take a look at the attached galiey and let me know If it is ready to QCox
publish, Aug 31

Y geox, Liyout Edtor, submission-manuscript pof

Massage *
D B B J Y &£ 22 o 3% [Rupoxd &

This looks perfect. Thank you{

That's it! Your role in the editorial workflow is now completed.
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Responding to a Proofreading Request
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Chapter 10: Editorial Workflow

In this chapter, you will follow as submission throughout the workflow, from first submission to final publication.
The workflow is divided into 4 stages:

Submission: This is where new submissions land while being assigned to Section Editors and considered for moving into
the Review stage.

Some submissions are clearly inappropriate and never make it beyond this stage.
Review: This is where the peer review happens, as well as any revisions required by the author.
Some submission will not pass review and end here. Those that are accepted move to the next stage.

Copyediting: Accepted articles move to this stage, where they are improved by the work of a copyeditor. Authors can be
given the opportunity to review the copyedits.

Production: Once the copyedits are completed and approved, the submission moves to this stage. In Production, the
copyedited files are converted to galleys -- HTML, XML, PDF, etc. Again the author has the opportunity to proofread the
galleys. Once everyone is satisfied, the submission is scheduled for publication in a future issue.



Tasks

Your Tasks are available from the left menu of your Dashboard. Note the number "14" in the image below. This indicates
that there are 14 tasks in your list.

Journal of Pudiic Knowledoe ~

0)s ==

My Queus Allive Archives
Tasks () , : ,
A tew articie has been submitted 1o which an sditor needs 1o be assigned,
A0 Toy anler il 240 0N oF Q0w T L0 T ancwmiados
Submissions
AN At a5 hew Wb el ow ary oI 2or neects 1« -“.0'.v|il--'
Issues A0 s1and g e Imna(t of Madha o Stress Maduratirg SMect of Mgher Educationd anitutes

Graham Cox started & discussion: ready” see galley

Settings .
"09 SN and Ui Qirwre 4 Yl amahp 'ragre
Users & Roden Graham Cox started & discussion: Done Layout! Yahoo! Danlel We're good to ¢
mobond Yiel Qe e o & Dl At OF Badd neid By Onine Ledrning

Toolks

Rosanna Rossl replied to Galley Proofread” Dear Graham, This look grest. Thae
fast turnaround. RR

EMobLong el gece & & Dl At OF Bdd s Ky Onine Ladrning

Graham Cox started a discussion: Galley Proofread?: Dedar R, Rossl, Please see t
galley. We'd like to heir you feedback, TY, GC

EMOLONE 0l e & & Dwler Wt of Badd ness K Onine Lédrning
YO Dave Dy a5 e eale 3 jox ! ML trends In enrciment and comple
L - >

Tl trends eframmind o Compaten of Mative 00 Orine Courws

A ew article has been submitted 10 which an editor needs 10 be assigned

NS Sland g T Impat of Madia o Stress Waeduratirng SfMect of Hgher Educationd Irstitutes

Tasks provide a quick look at items that need your attention. Bold entries are unread, and unbold entries have been read.

Use the checkbox to mark tasks for deletion (the delete link is available at the bottom of the list).



Submissions

When an author makes a new submission to your journal, the editor is automatically emailed. When you log into your
Dashboard, you can find it either from your Tasks, or from one of the queues (My Queue, Active, and Archives).

S vl ol P ubds Crwmbeige - W beglan * View Ve & N
OJ S Submissions

Teies (D

L ]

Active Archives

Unassigned 1 Search Mo Ly s

My Assigned Q Search

My Queue

This page is divided into 3 sections:

Unassigned: This panel includes submissions added to sections without section editors.

My Assigned: This panel includes submissions added to sections where you are a section editor.

My Authored: This panel includes submissions that you wrote, and should be assigned to a different editor.

The Search tool for each queue can sometimes be helpful in tracking down submissions.

Active

This section includes a list of all submissions, without being organized into queues.



Jrwrnal of Putile Crewodge * @ Tnghh * View B & Paccmy

O]5

Wy Queus . . Ar(™ives O Wiy
tasks ()
Active Q Seanh
L w v v f A 3
F ) )
ol -
. ] - Ha ~ L
This section includes a list of all submissions either rejected or already published by the journal.
Jour val of Publc Krowiedge - v tagiht . View See & Sarven
Submaissions
My Queus Actrew T
Archived Sobmissions Q Search

[ - reme '
Rawr ata Moo e " w 3 com v Y y 3 =
e erTpace Ve cer anc omerg » caemer -
A  Yegra Vhatetyow an ettical diere
- v - \ o sroorbed L e [
e
Rokarr #0 A C
e m e . 3 a wevelzp 3
emet. A Review " ors e Mero ¢ fo ] Ne

Our Submission

For this demonstration, we are looking for the Mishkin submission, entitled Approach for externalization of expert tacit
knowledge. It can be found in the Unassigned queue, as well as at the bottom of the Active queue.



Unassigned Q Search

") AMithes tis :_3).".
» 4 Yagna Whistleblowsng: an ethical clemma Publshed
» n Balyewu, A dOuMment in & rew section Without section edzors Submisson
. & Melio o 2l Menina ¢ bonita Submisson
* & Ary Understanding the Impact of Media on Stress: Moderating EMect of Submissan
Higher Educational [nstrutes In Lanore, Pakistan
L Arvry Understanding the Impact of Media on Stress: Moderating EMect of Submission
Higher Educational [nstxutes in Lahore, Pakistan
» K2 Mishkin et al.; approach Tor externalizaton of expert tadit knowledge Submissan
1M af1! items

Once you find the submission, you can use the blue arrow to reveal options to Delete or find More Information.

v |52 Mishkin et al.; approach for externalization of expert tacit knowledge Submission

Delete More Information

11 of 11 items

Delete will remove the submission and More Information will bring up the submission's history.

Mishkin, approach for externalization of expert tacit knowledge

History Notes

» 2016.08.30 Apostoios Mihkin An emall has been sent [IPK]
2016.08-30 Apastolos Mihkin Inkial submission completed.
» 2016.08.30 Apostoios Mihkin An emaill has been sent [JPK] Suomission Acknowledgement

» 20160830 Apastolos Mihkin A fle "suomissionmarusoipe.docx” was uplcaded for
suDmissien 52 by mishion

Submission Record



To view the submission in more detail, select the Submission link to the right of the title. This will take you to the submission
record.

Jour el of Publc Lacwmbsdpe - O Laglt * View She & Rutiivea

OJ5 m——

approach for externalization of expert tacit knowledge

APOROios Mahiin, Frader s Serwt s
Tases ()

Submisuonm

Baview Copyediting Productinn

0 welp

Taasses

Submissicn Files Q Search Uploac Fle

Settings ) Participants Ade

Drevs A Rodes Authar
Dzwnioad ANl Foe:

Temeda

Pre-Review Discussions ADS SisCusson

From here, you can see:

Submission Files: This panel lists the files that have been submitted. In this view, there is just one file, but multiple files
could have been submitted.

Pre-Review Discussions: This panel allows the editor to communicate with the author, or with others on the editorial team.
For example, to ask the author for some additional information, or to ask a section editor to take responsibility for this
submission.

Participants: This panel is where you will see the list of participants involved in the submission. Currently, there is only the
submission author's name. Other names (editors, section editors, etc.) will appear here as they are added in subsequent
steps.

In addition, in the blue bar along the top, you can see:

Metadata: Where you can view and revise the submission metadata.



Submission and Publication Metadata

Submission Identifiers

oMTIIthe A 18411 1o St fy ™ LN 1 o0 Sertns 3 { Py " { -\!,nn.’,' g
Asticles ’
Prefix Title *
AN spproach for exterralization of expert tacit xnowledge
Subtitle

l_l:‘ir‘-J & QuEry Management SySTem in an &-Rarming envronment

[ 5 y ' r afev 0 2ol . e nh
L il W appe ) WY / '

Abstract *
D © B 7 ¥ = 2 ¥ x & @& o H Buced o

E-learning or electronic learning platforms faciftate delivery of the knowledge spectrum 1o the leaming
rammuining theaonh infremarion and commuinicarian reehmlanies The rracslee of kevradonne rakes nlare fram

Use the Identifier tab to also view or add a unique identifier.

Submission and Publication Metadata

Submission identiflers

Editorial History: Where you can view the history and any notes about the submission.



Mishkin, approach for externalization of expert tacit knowledge

History Notes

201640830 Daniel Barnes Notfication sent to users.

201640830 Daniel Barnes Stephanie Berardo was assigned to this submission as a Section
edror.

» 2016408.30 Daniel Barnes An emal has been sent: [[FK] A message regarcing Journal of
Public Knowiedge

» 207640830 Apostoios Mishkn An emal has been sent: [PK]
2016408.30 Apostoios Mishikin Initial submission completed.
2016408.30 Apostoios Mishkn An emal has been sent: [[FK] Submission Acknowiedgement

2016408.30 Apostolos Mishikin Afile “submission manuscript.docx” was uploaded for

submis=on 52 oy mishkin,

Use the Notes tab to also view or add any editorial notes.

Mishkin, approach for externalization of expert tacit knowledge

There are no notes to display.

Add Note

Submission Library: Where you can add any relevant documents to the submission's library.



Submission Library

Add a file View Document Library

Permissions

Assigning the Submission

To move the submission forward, the next step is to assign an editor or section editor. To do so, select the Add link in the
Participants panel.



Add Participant

Locate a User

Section editor

Sewth

David Busking
s Stephane Berardo
MiInoti Inoue

Demo Editor

Choose a predefined message to use, or fill out the form below.

[JPK) A message regarding journal of Publc Xnowiedge

Message

D & B 7 U &L R o o WNwpoa g

You will have the option to locate a user by role, choose an individual, and send them a message requesting their
assistance.

Hit the OK button to make the assignment and send the message.



Metadata  Bditorial History  Submission Library

approach for externalization of expert tacit knowledge
Apcstolos Mahkie, Frederic Serietis
submission Review Copyediting Production 0 Mew
submission Files Qsewcn  vponrne
» 163-7  mishiin, Agthor, Submisson-Mmanuseriptdocs A # Text Serd to Copyediting
oo [
Participants Add
Pro-Review Discussions Add giscuision Sottien odiser
* Septanie Berardo
¢ [ A me s egarding Jaur wlof fubig ot n [
e 3 ) e nes Author
Krowiedge Aug 3o
» AOOStolos Mshin

You can now see that the Section Editor is listed under Participants, and new Action buttons are available:
Send to Review: Moves the submission on to the next stage.
Send to Copyediting: Skips the Review Stage and moves the submission directly into Copyediting.

Decline Submission: Rejects the submission before going through the review process. The submission would then be
archived.

Although in this example, the editor assigned a section editor, it would also be possible for the editor to assign herself to the
submission.

Section Editor

Now that the Section Editor has been assigned, she can login and view her dashboard. The submission can be found at the
bottom of the My Assigned queue.



Submissions

My Queue Archives 0 wip
My Assigned Q Search
* Bokar: BB Asticle Tost ! Pubilahed
L | tdcier; Gerte Ar of Imparvng Software PreQuinon
> I Kuehie et 2 Stugy of Open Scurce Publsning Software abmis=on
> B Jones et al; Sy=tem Dyramis In Diszance Education ang 2 Call to Deselop a Budizhed

Randcard Model
L Al Krafa)( test asubmisson

> |15 Mishidn et 2. ap2roach for exterralization of expert tach knowledge submizson

Clicking on the Submission link opens the full submission record.

Netacata tditorial History Submission Uibrary

approach for externalization of expert tacit knowledge
Apostoios Mshion, Frederic Seretis

Submission Review Copyediting Production

0 Ve

submission Fies Qe wporie [ ———

> 1621 #shiin, Ahor, SUBMSEOMA-MIMmsCr o docs A e Tes Send to (ogyediting
oo [

Participants Ade
Pre-Review Discussions Add discussion Section editer
2 . * Srepharve Berardo
* [IPX]A message regargng ournst of Mubk dbarmes 0 Ahay
Knowhedge Aug'30

* ADOSISIOS Mishiin

Note the Pre-Review Discussion, which was the Editor's invitation to edit, as well as Stephanie now being in the
Participants list.

Accepting the Assignment

It is not required, but the Section Editor could reply to the Pre-Review Discussion to inform the editor that she will be
proceeding with the assignment.

Communicating with the Author

If the Section Editor has any questions for the author, she can use the Pre-Review Discussions.

Sending to Review



Once the Section Editor is satisfied that the submission is appropriate for the journal, she can select the Send to Review
button to move the submission to the next stage.

Select files balow to send them to the review stage
Q

Submission Files Q Search Upload File

_ myshkin, Author. sSubMSSION-ManuK

Keep the files that are to be reviewed checked off.



Review

Review

When the submission enters the Review Stage, a notification indicates that Reviewers need to be assigned.

approach for externalization of expert tacit knowledge
Apostoios Mehion, Frederic Seriecs

Subméssacn Review Copyediting Production 0 New

Round 1 New Review Round

Round 1 Status
Waing for reviewers 10 De Seledled

Review Filos Q Search  Uplosd/Select Fdes Regeast Savisiars

. 21631 AUTNGr, SULMISSON-MEanusSCrign docs 2 » Tox Ressbmn far Review

Reviewers Add Reviewwr

Participants Ade
From the Reviewers panel, you can select Add Reviewer to assign a new Reviewer.

This opens a new window, where Reviewers are listed and can be selected one at a time.
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Locate a Reviewer

Seavch Rewewers By Name

+ More search optians

Search
Mohsan Amin 0 0 - 0
DeMo Author 0 0 - 0
Bozana Bokan 1 0 Juné 0 spiritualny
valera brarcolini 0 0 - 0
Peter Cerle 0 0 - 0
o Agela Galkgo a 0 Jul 21 6
Paul Hugson 1 0 ul 29 6

Note the details visible about the Reviewers, including their interests, past assignments, etc.
At the bottom of this form, you will see options to:
Select Reviewer: Use this to confirm your selection once you have picked a Reviewer from the list.

Create New Reviewer: If none of the Reviewers are suitable, you can use this button to create a new Reviewer. This is a
new account in the system.

Enroll Existing User: If none of the Reviewers are suitable, you can enroll an existing user as a Reviewer.

Lucas Melo o 0 g educacdo, ensino,
didatica
Feter Rabbit o 0 o
ANec K Smecher ] 0 Juné o
tom tiddier o 0 a
Select Reviewer Create New Reviewer Enroll Lxisting User

For this demonstration, we will pick Adela as our Reviewer and hit the Select Reviewer button.



Review

This initiates a new window with a message for the Reviewer.

Selected Reviewer
Adein Govey Change

Emall to be sent to reviewer
Dy & B 7 U &£ R ¢ ¥ Ruoc 4

NAML

[ Befieve that you would serve as an excelient revfewer of The Manuscript “appraach for externalzation of expert
LaCit knowledge,” which has been submimed 1o jJournal of Public Knomiedge. The submission's abstract is inserted
below, and 1 hope that you will consider undertaking NS important task for us,

Please log into the journal web ste by sesrosss sue oane 10 indicate whether you will undertake the revdew Or not,
as wedl as to acoess the submission and to record your review and recommencation. The web site Is
hetec/ournals sucandunindex. phadpk

You can revise any of the prepared text.

Further down the form, you will see the additional details that are sent to the Reviewer including title, abstract, important
dates, and a link to the files to be reviewed.
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Review

the most conversant pecple as experts an a particular topic to retrieve valuable knowledge. To acdress this
problem, we propose an approach that externaltzes the tadt knowiedge of a subject expert by creating 2 dynamic

query handling system that automaticaly transfers a user guery to the best subject expert.

Do not send emal 1o Reviewer

Important Dates
2016-09-20 2016-09-27

esoonss Due Doy oview D Doy

+ Close Fle Selection

Flles To Be Reviewed

. 3

Review Type
© Oouble-bind
Blind
QOpen

ASd Revmwer Cancel

Hit the Add Reviewer button to send the message and assign the Reviewer.

Back on the Review Stage, we can see the Reviewer is now listed.

Reviewers

» Adela Gallego Request Sent

Response due: 2016-09-20

You can make additional changes using the blue arrow toggle next to the Reviewer's name.

Reviewers

¥ Adela Gallego Request Sent

Response due: 20160920

Review Detalls Email Reviewer Edit Unassign Reviewer

Authoe, submession-manuscrpt, decx Artice

History

Q Search

Add Reviewer

Add Reviewer
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Review

Review Details: Provides details on the review.

Review Detalls: approach for externalization of expert tacit knowledge

Adela Gallego

Notfied: 20760830 07:27 PM

Reviewer Files

Recommendation

oV AW econ

Choose One

Comfirm Canced

Email Reviewer: Allows you to send a message to the Reviewer.

Q Search

Upload Flle
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To

Adela Gallega

Subject *

Body *
M & B 7 ¥ o & © 5 Mupce &,
* Denxotes requived el
Send Esail Cancel

Edit Review: Allows you to change the review dates and files.
Important Dates
2016.09.20 20160927

Nespanse !

Files To Be Reviewed

Flies To Be Reviewed
g AUhoOr, SUDMYSSION-MarusOnpt O
ox Cancel

Q Search




Unassign Reviewer: Allows you to unassign the Reviewer.

History: Provides a brief history of the review.

2016-08-30 07:27 PM Assigned
2016-08-30 07:27 PM Notified

At this point, we could add additional Reviewers, and then wait for their recommendations to come in.

Responding to Reviews

Once the Reviewers have completed their work, the Section Editor can see the results in their dashboard.Here they will see
notifications that new reviews have been submitted and whether all reviews are in.

Submisan Review Copyediting Production O help

Rawnd 1 New Review Round

Round 1 Status

New reviews have 2een submied.

Notification
Al reviews ace |h avd & dechion I needed n Nevew,
Review Files Q Search  Upload/Select Files fequese havitens
> 631 Authar, SubmisSon mManuscrpt.oome e Tex Resubmit for Review

Reviewers piireiene ——

* Acgela Galiego Rewview Submitted Reod Rovew
Recorsmendation: Revision Participants Ade
Requ -1

Section editor

Use the Read Review link in the Reviewers panel to read the comments from the Reviewers, including those for both the
Author and Editor as well as for the Editor only.



Roview: approach for externalization of expert tacit knowledge

Adela Gallego

Recommendaton: Revisons Required

Reviewer Comments
For author and editor
This &5 avery goog articie.
For editor only

This 5 goodd, Dut not the best,

Select the Confirm link at the bottom of the screen.

Reviewers Add Reviewer
» Adela Gallego Review Confirmed Thank Reviewer
Recommendation: Revisions
Required

In the Reviewers panel, you can now see a Thank Reviewer link. Choose that to thank the Reviewer.



Reviewer

Agdels Galeco <agafegoBmalinatar Lom»

Email to be sent to reviewer

D B B /7 R &L &2 o K

g
i
[«

Adela Galego!

Thank you for completing the réview of the submission, “approadh for exterralization of expert tadit knrowledge,*
for Journal of Public Knowledge, We appredate your ContyiDulion 10 the guaity of the work that we publsh,

Stephanie Berardo
University of Toronto

sberardo@mailingior, com

Do not send emal 1o Reviewer.

Thank Reviewer Canced

= |
Hit the Thank Reviewer button to send the message.
Making the Decision
Based on the Reviewer recommendations, you can use the action buttons to make a decision.
Review Files Q Searth  Uplosd/Select Files faguent Sevisions
» 2 63T ALthor, sumstion-minusoiot, docs Resubewt for Srvaw
Aeviewers e ———
* Adels Gallego Complete Tevert Decision
Inconwand Participants Acd
Section editor
*  Swephanie Berardo
Revisions Q Searth  Upload File Author

* ApOstolos Mshken

Options include:
Request Revisions: This will require the Author to make minor changes, but no further peer review is required.

Resubmit for Review: This will require the Author to make major changes and another round of review will need to take
place.



Send to Copyediting: This means the submission is accepted without revisions and can proceed to the Copyediting stage.

Decline Submission: This means that the submission has not passed peer review and is unsuitable for further
consideration. The submission would then move to the Archives.

Request Revisions

In this demonstration, we are going to request that the Author make some minor revisions before acceptance.

To do so, select the Request Revisions button. This results in a new message window.

fequest revisons from the authar.

Author{s)

Apastolas Mishkin, Froderic Sorietis

Emall to be sent to author
Dy & B 7 ¥ & 8B © ¥ Mo &

Apostolos Mishkin, Frederic Serlatis:

We have reached a decision regarding your submission te Jowmnal of Public Knowledge, “approach for
externalizavion of expert tacit knowledge”,

Our decision is: Revisions Reguired

Stephanie Berarde
+ Add Reviews to Emall
Do noxt send author emall
You can modify any of the text before sending the message.

Use the Add Reviews button to import the Reviewer's comments from the Editor and Author field. Comments in the Editor
only field will not be displayed.



Email to be sent to author

D § B 7 Y & &2 © 3 Mwpoca g

Reviewer A
This Is a very good article.

* Add Reviews to Emall

DO not serd authhor emall

Reviewer's Attachments Q Search
Rexerd Edtorial Decision Cancel

If there are any attachments, such as marked up file created by a Reviewer, you can attach it here (as long as it has been
anonymized).

Hit the Record Editorial Decision button to send the message.

You must now wait for the Author to respond with her revisions.

Author Responds

Once the Author has made the revisions, you should receive a message (via email and the Review Discussions panel).



Review Files Q Search  Upload/Select Flles AT Revisions

' 1831 ANOr, Sbmss lon-maruscrgt.docs Aticle Tex Aesubms for Bevew
Reviowers e ——
¢ AdelaGallego Complete Reveet Decision
tocommentaan heviions Participants Acd
- Section editor

*»  Stephanie Berardo

Revisions Q Search Upisad Hite Author
. ) A o, shor RIS docs e ¢ » ADOSI0K0S Mshn
Review Discussions Add discusalon
v Revisian yplasded mishiin - 0
Augio

You will also see the revised file in the Revisions panel.

At this point, you can download the revised file, check to make sure it is ready, and communicate with the Author using the
Review Discussions panel.

In this case, we're going to inform the Author that we are accepting the revisions. To do so, click on the linked title of the
discussion. This will open the discussion box.

Participants Edit

Stephanie Berardo {sberardo)

Apostoios Mishkin (mishkin)

1've uploaded the fe

Use the Add Message button to reply.



Participants Eoi

Stephanie Berardo {sberardo)

Apostolos Mishin (mishin)

Messages

I've uploaded the fie

Message *
M B B 7 ¥ &£ &} o

Milpcac &,

The revisions look great. We're ready 10 Move o Ihe net stage.

Another option would be to ask for further revisions, but at this point, we're ready to move on.

Moving to Copyediting

The submission is now ready to be moved to copyediting. To do so, use the blue Send to Copyediting button.

Review Files
L 18351 ATTOr, SLOMISSOoN Mansuscriplooox
Reviewers
*  Acela Gabego Complete
i v dat
Req
Revisions
g 166t  Auhor, submisson masuscript docx

This will open a new window.

Q Search Upload/Select Files

Add Reviewer

Rewvert Detisan

Q Search Upload File

Requist Reviswens
Resubrnit for Review

Send ts Copyediting

Participants Add
Section edner
*  Stegharve Berarce

Author

*  Apostoios Mishkin



Review

Send to Copyediting

Not#y the author that their submission has been accepted.

Author(s)
Apostolas Mishkin, Frederic Seriesis

Emall to be sent to author
D & B 7 ¥ &L &2 o 28 Mupced &,

Apostolos Mishkin, Frederic Serletis:

We have reached a gecision regarding your submission to Jowumnal of Public Knewledge, “approach for
externalizavon of expert tacit knowledge”,

OQur decision is to: Accept Submission

Danlel Barnes

+ Add Reviews to Esmail

Do not sangd author email

Hit the Record Editorial Decision button at the bottom of the window.

The submission is automatically moved to the Copyediting stage.
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Copyediting
When a submission is approved in the Review Stage, it will automatically move to the Copyediting stage.

Metatsta Fltarial Histery Submission Library

prrmm of Porilc Kormadge + O Tngins * View Bee & thewrie
approach for extarnalization of expert tacit knowledge

Adenlcies Mathie, Preder it Serietn

.mo S

Ssbmixson Rrview Copye "0 Preduction 0 W

Sutmuzions

Orat Fies Qs e [ ————

Participants Acd

Copyediting Dvscustions A discussion * SLpruae Berarde

Adding a Copyeditor

When the submission enters the Copyediting Stage, a notification indicates that a Copyeditor needs to be assigned.
Copyeditors can be assigned using the Add link on the Participants panel.

This will open a new window.



O Help

Locate a User
Copyeditor ¢
Search
-4
Maria Fritz
[+ Saran Voge

Choose a predefined message to use, or fill out the form below.

(JPK] Coprpediting Request

“»

Message
Dy €& B 7 ¥ & & o KX Eucks

Kave

Twould ask that you undertake the copyedting of "approach for externalzation of expert tacit knowledqge” for

You can use the role dropdown to choose Copyeditor and hit the Search button. This will bring up all Copyeditors.
Select one of the Copyeditors for this submission.

Choose a prepared message.

Make any changes needed to the message.

Hit Send.

You can now see the new notification that the submission is awaiting copyedits, the Copyeditor is now included in the
Participants list, and the request is visible in the Copyediting Discussions.



approach for externalization of expert tacit knowledge
Apcstolos Mishiin, Frederic Serets

Submiseon feview Copyeaning PFroducoon 0 Welp
Notification
A Q Capyents
Draft Files Q Search Uptsad/Selnct Files Sand To Productien
Participants Ade
Section editor
Copyediting Discussions ASd Sacussion * Stepharie Berarco
Copyeditor
» (1P Copnmaiting Reguest sherardo » Sarah vegt
Aug3
Author
APOSTONOS Miskkir
Copyedited Q Search Updoad/Salect Files
You can now wait for the Copyeditor to do her work.
Copyeditor
The Copyeditor will receive an email message from the Section Editor requesting her to take on the submission.
To get started, she must login and find the submission from her dashboard.
peninad of Pl Losledge - VO Erglan ® View e & wop

Wy Q - Archives N
J
T )
Wy Assigned Q Sesrch
temrisiainra
Vo deros ey D ety A Reviews The Lte e A
2l fvaerce
Barews ¥ O oo 35 27400 e gera DO
Voodh; F « Argerr Argume
. cher; Gostie Ar rr woftaars
NaMen et ol 2020000 o exte naiiraton of expert tath krowledse

Then, she can click the Copyediting link next to the submission name. This will take her directly to the Copyediting stage for
this submission.



nad of Pulds Lnonbedge ~ o Caglbr . View B & gt

0JS

Tanks o

tdetorial Matory Sebraiasion Liteary

aspproach for externalization of expert tacit knowledge

ApOaioion Nishein, Freadex Serwin

Submavion Arview pywsitir Proauction

Lo twmnia dinra 0 welp
Draft Files Q searen Uproadselect Foes
Participants
Section editor
¢ Stephanie Berarco
Copyediting Discussions Ad¢ Sacussicon Cepyedroe
» Sarsh Voo
y e ¢ FoQutiL steraro v Author
Avgd
* Apo "
Copyedited 0 Search Upload/Select Fles

From here, she can see the Draft Files. These are the files that require copyediting. Clicking on the linked title will download
the file to her desktop.

Outside of OJS, she will do her copyediting work.

To check the submission metadata, use the Metadata link in the blue bar at the top.

Jowrval of Pubiic Knowiedge « 9 fngixs * ow Gan & thenree

OJ5

idihortal Histery  Submission Litwary

appreach for externalization of expern tacit knowledge

Apazsiat Maskin Frecenic Sereas

Tases )
SUDmIEH e Lrvew gyedinng Preguctien -
Zubmezzont 2 =
Draft Fies Qe st ———
.
Participants aod

This would include checking the article title, abstract, author names, keywords, etc.



Submission and Publication Metadata

Subimission Identifiers

So rche apg e SaCtion for this submssion (3ee SecCtic N 11 About the Joi

Artices ¢

Prefix Title *

AN Approach for externalzation of expert Lack knowkedye
A o A L

Subtitle

USINg & query management system in an elearning erwironment

Whanol SAnhiie il oaonsar ary ? Cvon oming Ny

Abstract *
D B B 7 N = E ¥ x & 2 o 3 RUposd .o

E-learning or ekclronk kearming platforms fadilitate delivery of the knowledge spectrum o the learing
community through information and communiKation technologies, The transfer of knowledge takes place from
Experts 10 learmers, and externalization of the kndraledge transfer is Significant. [n the e-dearning emdronment, the

If any changes are made, hit the Save button before exiting this window.

Consult with the Author

Once she has finished copyediting, she will run the changes past the Author by adding a new discussion, using the
Copyediting Discussions panel's Add discussion link.

From the Add Discussion window, she must choose the Author and add a subject line and message.



Copyediting

Participants Add User

Sa1an Vot <svogtEmalinator Lom> x

ADO0SLolos MBhKIN <mishknBmalinator Lom> x

Subject *
Copyediting check

Message *
Dy B | B 7 U &£ 2 o X GEuposs 3

Pleaze review the attached copyedted files and let me know # you have ary comments.

Attached Files Q Search Upload File  Select Files

Further down that same window, she must upload a copy of her copyedited file.
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Subject*
Copyediting check

Message *
Dy 6 B 7 N &L 22 o 20 Bupksd .

Please review the attached copyedited fles and et me know ¥ you have any comments

Attached Flles Q Search Upload Mle  Sedect Flles

» Denotes required flekd

oK Canced

To do so, use the Upload File link. This will open a new window where you must choose the Article Component (e.g., article
text) and upload the file.

2. Review Details

1. Confirm

1. Upload Fie

Article Component *

Artics Text

-

v ogR, Copyeditar, SubMISSION-Manuscripl aocx Crange File

* Danares reguired freld




Hit Continue to proceed.

This will open the next step, where you can edit the filename if needed.

Upload a Discussion File

1. Upload Flle 2. Review Detalls 3. Confirm

svogt, Copyeditor, submission-manuscript.docx / tdix

23K8

Comtinue Cance!

Next, you can upload more files if necessary, or hit Complete.

Upload a Discussion File

1. Upload File 2. Review Detadls

File Added

Add Ancther Fik

Comphete Cancel

Back on the Add window, you can now see the attached file.

Attached Files Q Search Upload file  Select Flles

’ 1669 SvOogt, CopyedRor, SUbMSSIDN-Manusorpl.oocx \rticie 3

* Denores réquired field

oK Cancel

Hit OK to send the message to the author.



Copyediting

It is now visible in the Copyediting Discussions.

approach for externalization of expert tacit knowledge
Apastolos Mishkin, Frederic Serletis

Submission Review Copyediting Production

Draft Files Q Search  Upload/Select Files
: Partic
WS Author, SUDMSSION-Manuscnpt, docs Aticle Text
Sectio
g f-(l'l:
Copyediting Discussions Add discussion Copye
Mame From aee Reply Repies Qozed * Saa
[PX) Copyediting Request sherardo : 0 Autho
Augli
13 A“,
*  Copyediing chech SVOGR - 0
Augi31
You can now wait for the author's response.
Author Responds
Once you hear back from the author, you can review his feedback by checking the discussion reply.
Copyediting Discussions Add discussion
Name From LAst Reply Reples Closeo
(IPK] Copyediing Request sberardo . 0
ALg/31
* Copyegning check svogt mishiin !
Aug/31 Aug/31

From here, you can see no further changes are required.
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Participants Edt
Sarah Vogt (svogt)

ApOSIODS Mishiin (mishin)

Messages

Please review the attached copyedited files and let me know If you have vogt
aAny comments Aug 31
] svOgt, Copyeditor, sSUDMISSIONMAENUISONPL 00C
* This boks good! reshk
\ | ._1‘ 11
ASd Messoge

The Final Copyedited File

Now you can go ahead and upload the final copyedited version to the Copyedited panel, near the bottom of the screen.

promniof Puri Crcwedye + O GEngieh " View See & vog
N ’ J
P Approach for externalization of expert tacit knowledge

ADOUOI0S Mahk A Treder' < Serlets

Tasdy o

Submbsben Reven cgyediting Prad.ction & Siok
Sutemnaiom v
Draft Files Q Search Uplood Select Thes
Participants
. A
Sectan editor
. Seoror e RBeravco
Copyediting Discussions Ad discusson Copyecnsr
. » ]l
v 9 wers Aher
A3
*  ADOSDA NS MshEN
" CoRy woeg L)
N3 Au3
Copyedited Q Search Vo £ elect Hies

Use the Upload/Select Files link to upload the final copyedited version.



Upload/Select Files b 4

Copyedited Upload File
Show files from al) ocessibie workiow stoges

Copyediting

’ NIHOT, SUDMISSION Manusript Jocx ' e

’ ¢ svnge, Copyednor, Submitson manuscriptgoce \ e Text

oK Cancel

— e e
It is important to note here that you have a few choices.
1. You can use the Upload File link to upload a new file (e.g., a file with some recent changes since you showed it to the
author).
2. You can select the Author's original version (unlikely).

3. You can select the Copyeditor version, which is the version you sent to the author (if you made no further changes,
choose this one).

For this demonstration, we will select the Copyeditor version by checking the box to the left of that file.
Hit OK.

The file is now visible in the Copyedited panel (near the bottom of the screen), indicating to the editor that this is the final
version, which is ready for the Production stage.



Copyediting

Draft Flles Q Search

> w15 AUChoe, SUDIMSSION-Manusorpr 00Cs ACT i

Copyediting Discussions
Pyt L e P} \|.!. ]
LPK) Copsediting Bequses Derard0
Augin
v Copyediing chedk wwugt mishkin
Augdn Aug/3

Copyedited Q Search

RO SvogL Copyaditor, SubmiSSion-manusoipt dodx ATt

Inform the Section Editor

The final step is for you to inform the Section Editor that the copyediting is complete.

To do so, start a new Copyediting Discussion by using the Add Discussion link.

Copyediting Discussions
Name Fom Last Reply
UPK] Copyediting Request sberardo
Aug/31
»  Copyediting check svogt mishkin
Aug/s31 Aug/31

In the discussion window, add the Section Editor, a subject line, and a message.

Upload/select Files

Add discussion

Arpim Cloee

0

Upload/Select Files

Add discussion
Reglies Closed

0
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Participants

Saran Vogt <svogr@malinator Lome

Subject *
Copyediting complete

Message *
h & B 7 ¥ & &2

The copyeditng is now compliete]

Hit OK to send the message.

Stephanie Berardo <sherardoBmalinator (om>

e INllplosa

Returning to the Copyediting stage, you can see the message is posted.

Copyediting Discussions

1PK] Cogreediting Reguest

»  Copyeditng chech

»  Copyeditng (omplete

You work as the Copyeditor is now complete!

Moving to Production

sterarde
Aug3t
Svoqgt
LL|}~3'
Svoqgt

e

Au}' ;|

Add User

Add discussion

0
mishin 1
Augs3t

0

The Section Editor will receive an email that the copyediting is complete, and see a notification in the discussions.



prarval of Pulibe Ermimdyn -

OJ5

approach for externalization of expert tacit knowledge

ADIelas Vit Freders Serlets

Taskn o
Subemiaien Reviww Pracuctian
Sulwriisions
Draft Files Q Seerth Uslosd/Select Flies
.
Copyediting Discussions Croer Azc digcussion

You can download and review the final copyedited version from the Copyedited panel.

Copyedited Q, Search

> 3 167-1 svogt, Copyeditor, submission-manuscript.docx

O laghh » View e & Gerardn

fdeerial Mistory Scberizston Libeary

Participants Acd

Section editor
. Sepharie Beravde

Coprypeditor

Upload/Select Files

At this point you could communicate further with the Copyeditor, or, if you are satisfied, move the submission to the

Production stage.

To do so, select the blue Send to Production button.

This will generate an official notice to the Authors that the submission is moving to the next stage.



Send To Production

Author(s)

AROSIONS Mshkin Fregderit Sereas

Email to be sent to author
D © B /7 N & 2 © 3 EBwe o

Apostolos Mishkin, Frederic Serletis

The editing of your submssion, “approach Tor externaization of expert Tadt nowiedge.” is compiete, We are now
serding It Lo production,

Submission URL: Mitp./Aowrneh afy caryluxfndes phpdps/suthorDabooardubmission$2
Stephanie Berardo

Do not send author emall

Copyedited

: } svogl Copyednor, SUbMSSION-marusoript.s

Recerd Edizorial Decision Cancel

Notice that the appropriate file, from the Copyedited panel, is included and will be automatically transferred to Production.

Hit Record Editorial Decision to proceed.

The Copyediting stage is now complete.



Production

With the completion of the Copyediting stage, the submission now moves to Production. From here, the copyedit files (often
Microsoft Word files) will be converted to publishable formats (e.g., PDF, HTML) and proofread before publishing.

To start working in Production, the Section Editor must login to the system and choose the submission from her dashboard.
Submissions

My Queue Archives

My Assigned Q Search
’ 27 Bokany 8B Artice Test Y Puliished
’ L tckdler, Gentle Art af Impoeving Softvaae Productic

’ 3 Kuehle o a1 Study of Open Source Publshing Software b ress o
® i3 Jores & al, Systermn Dynamics n Dstance Education and a Cal to Déevelop @ Pubdished

Standard Mode
g M A ‘.'!.'h.l, 1851 Suhiression

» 52 Mishkin & al, appraach for externalzation of expert 1act knowledge Prodiatic

Choosing the Production link will open the submission record.

Joarral of Public Kncwtedge © O frghe " Vew i A wharyrdo
’ approach for externalization of expert tacit knowledge
Aposdoios Nushsin, Frederx Serietn
Toxthes o R ——
Submiason Teview Copyediting Prod P—

Submiztions v

Notification

ASHON & e L0 Credte galeyy yaing e A0 A 'w Participanes lise

Production Ready Files s e [ ————E

Partcipants [z
Lection o¢ ner

Production Discussions Add Gacusiion * Stepharve Deraroo

You will see the copyedited files are now available in the Production Ready Files panel.



A notification banner also indicates that you must assign someone to create the galley files (e.g., the PDFs, HTML, etc.)
from those production ready files.

This can vary from journal to journal -- you may have layout editors or production assistants to do this work.

To make the assignment, use the Add link in the Participants list. This will open a new window.

Locate a User

Layout Egitor

Search

0 Graham Cox

Stephen Meller

Choose a predefined message to use, or fill out the form below.

PK) Request Galleys

Message
D B B 7 R &£ &2 © KX EHwos o

NAMYE |

The submission “approach for externalization of expert tact inowledqe” to journa of Public Knowledqe now

Use the role selector and search button to find appropriate users, select one, choose a predefined message, and hit OK to
send.

The user has now been notified via email and in his dashboard.



approach for externalization of expert tacit knowledge
ADoolos Muhkin, Fredwric Seretls

Submission Nevww Copyediting yactic

O Help

Notification

ANITING Galiey=

Production Ready Files Qs uposire [

Participants Acdd
Soction editor

Production Discussions Ade discussion b Stephanie Derardo
Layout Lditor

SHMEEL alys Derrco C » Lratham Coax
Author

» Apostaos Mehkn

Notice that the notification now indicates the submission is "Awaiting Galleys". You can see the layout editor in the
Participants list, and you can see the request notice in the Production Discussions panel.

You can now wait for the Layout Editor to complete his tasks.

Layout Editing

As the Layout Editor, you will have received a message inviting you to create the galleys for the submission.

To get started, login to the system and go to your dashboard.

Journal of Public Knowledge =

Q ] -S Submissions

My Queue Archives
Tasks @

My Assigned Q Search
Subemisstons

> L2 Rossi Initial trends in enrolment and comaletion of massive ooen online Prodiuctian

COLrSes
> & Rossi f‘--:?m"_:vrl.: students’ ingelleciual property Prodiyctian

> & Rosst Emotional Inteligence &5 & Determinant of Readiness for Online Production

Learning
» ] Rosst Design and Development of 3 Vietual Irernship Program Production

> w2 Mishkin et al.; approach Tor externalization of expert tadit knowledge Productior

From here, find the submission and select the Production link.



This will take you to the submission record.

Jror vl o Putils Linmmindyn = O nglied . View She & o

approach for externalization of expert tacit knowledge
ADITas Manan Freders Seilets
Tashen Q
Subeminsien Review Copyediting —
Sutwnitulons
Production Ready Files Q Search  Uplcad File Participants
s gz, Copye 3¢ LI SO ¢ Secten editor
¢ Stephanie Beravda
Layeut Coeae
Production Discussions Ace dixuzzon -
Authee
S35yl steraros
' A I
Asg/d P
Golleys ADS gatey

From the Production Ready Files panel, download the files to your desktop and work outside of OJS to convert them to the
formats appropriate for your journal (e.g., HTML, PDF, etc.).

Note: PKP is currently working on a project to automate the conversion of Microsoft Word documents into other
formats, including XML, HTML, PDF, EPUB, etc. Keep an eye on our blog for updates.

Contact the Author

Next, you will want to share the PDF with the author for a final look and sign-off.

To so, use the Add Discussion link in the Production Discussion panel. This will open a new window.



Add discussion

Participants Add User

Graham Cox <gCon@mailinator Lom> x

APOSTOS Mishiin <mishkin@mailnator, come x
Subject *

Galley ready for proofreacing

Message *
Dy & B 7 ¥ &£ 2 ¢© 3 Mupocaw g

Flease take 2 look 2t the attached galley and let me know ¥ it is ready to publish.

Attached Files Q Search  Upload File  Select Files

Remember to add the author at the top of the window, and then add a subject and a message.

Before sending, however, attach a copy of the PDF file using the Upload File link. This will make it available to the author.



Upload a Discussion File

1. Upload File 2. Review Detalls 3. Confirm

Article Component *

Aticle Taxt

v Qeox, Layouwr Editor, submssion-manuscripl pdf Change Fie

* Derctes reguaved gl

Comtinue Cancel

Remember to select the correct Article Component, and then upload the PDF.

Hit Continue.

Next, make any changes to the file name (usually you don't need to do anything here).

1. Upload Fie 1 Review Detalls 1 Confirm

gcox, Layout Editor, submission-manuscript.pdf o

odf 23K5

And then, you can upload additional files, if necessary.



1. Upload File Z Review Detalls 3. Confirm

File Added

Add Anotner Flle

Complete Cance!

Once you are done, hit Complete.

The file is now attached and you can send the message using the OK button.

Subject *
Galley ready for proofreacing

Message *
M & B 7 YU &L & o 3 Muwcea 4,

Flease take 3 Jook a¢ the attached galley and let me know i€ it Is ready to publish,

Attached Files Q Search  Upload Flle

g 1591 goax, Layout Earar, suomissian-manuscripopar

* Devotes requaved fisly

oK Cancel

The Author has now been notified and you can await his response.

Author Response

Select Files



Once the author has had a chance to review the galleys and respond, you will receive an email notification and will see a
reply in the Production Discussions.

Production Discussions Order Add discussion
*  [PK] Sequest Galleys sberardo . 0

Augr3t
*  Galley ready for proofreading QLo mishidn 1

ALgr3t Augr3t

Add Galleys

Now that the Author has proofread the galleys, you can make any final changes, an then upload them to the Galleys panel.

Galleys Add galley

No Items

To do so, use the Add Galley link, which will open a new window.

Create New Galley

Galley Label
POF

."')l‘.'l

\

This galley wil be available &1 & separate webste

Add an appropriate label (e.g., PDF, HTML, etc.) and Hit Save.



Upload a File Ready for Publication

1. Upload Fide 2 Review Detaily 3. Confirm

Article Component *

Articie Tast

v sherardd, Section edtor, SUbmission-manusoript pef change File

* Denores required flekd)

From this window, choose the appropriate article componenet (e.g., article text) and upload the galley file. Hit Continue.

Upload a File Ready for Publication

1. Upload Flle . Review Detalls 3. Confirm

geox, Layout Editor, submission-manuscript.pdf 7 fdin

pat 2358

If necessary, change the filename. Hit Continue.



Upload a File Ready for Publication

1. Upload File 2. Reew Details

File Added

If you have more files, upload them now. Otherwise hit Complete.

You can now see the galleys in the Galley panel.

Galleys Add galley

v PDF

Edit Change File Delete

You can make changes to the upload by selecting the blue arrow to the left of the galley label, which reveals options to edit,
change the file, or delete.

Inform the Section Editor

Finally, you will need to inform the Section Editor that the galleys have been completed. To do so, use the Production
Discussion panel and choose the Add Discussion link.



Participants Add User

Graham Cox <gcax@mailinator.com> x
Stephanie Berardo <sberardo@maliinator.com> .
Subject *
galley is ready
Message *®

D © B 7 8§ & & © X Hweee o

The galley file i5 now completed and uploaded

Add the Section Editor to the top of the page, and then include a subject line and message. Hit OK to send the message.

You can now see the final discussion.

Production Discussions Add discussion
[IPK] Rex Jue st (‘..nl--jg wher v cho 0
Augrn
» l_.._alwl s |" for prog fregd 0 oo mshkin '
Aug/n Aug/
» galley is repdy GO 0
A,:",'.V

Section Editor Informs Editor

At this point, the Section Editor receives the notification from the Layout Editor and reviews the galley files.

She can either ask the Layout Editor to make additional changes (using the Production Discussions) or inform the Editor
that the galleys are ready for publication.

To inform the Editor, use the Production Discussion panel's Add Discussion link.

Scheduling for Publication

Upon receiving notification of the completed galleys, the editor logs into the submission record, and checks the uploaded
galley files.



If the galleys look ready, the editor can hit the blue Schedule for Publication action button.

approach for externalization of expert tacit knowledge
ASOSIODS Mshkn, Frederic Seretis

Submission Review Copyediting Productisn
Production Ready Files Q Search
» 1587 svor, Cogyedtor, SubmsSsSion ManusopL.oocK

Selecting this button opens a Publication window.

Publication

Schedule for publication in

Future [S80es

Permissions

Attach the Tollowing permissions 1o the submession

N
[curnal of Pubic Knowledge

r Mnlae

Use this to add the submission to a future or back issue of the journal.

0 Help
v ———— 8
Participants Acd

You also have the option to add page numbers, permission, and licensing information.

Hitting Save will publish the submission to the selected issue. If the issue is already published, the submission will be

immediately available to readers.

Congratulations! You have now come to the end of the editorial workflow.
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As a reviewer, you will learn of the review request via email or by checking your dashboard:

pouirad of Pubin Erarwiudge O Pagihh . View e & supmepe

OJS [

Wy € Archives

0 ey

Tasks @)

Sacbwrnissinpen

Wy Aszigned O Search

Vit agere yooe
» ¥ ] o y v Lo Adpater Setwesn S N 3 [
B g% 4 3] "¢ Condhiton
» Y YT L33 LA Deve »
. s » L SO f
> » " EXTRA A 2AT0% OF @xert LA A rOnMage

From the My Assigned list, find the title and Review link. Notice the lack of any author information in this double-blind peer
review process.

Selecting the Review link will take you to the first review step in the submission record, which is much more limited than the

editor’s view, and contains no author information.

Review: approoch for externalization of expert tocit knowledge

qucs 2 Quidelnea 3 Download & Review 4. Completion

Requaest for Roview

You have been selected 25 a potentid reviewer of the folowing submission, Below 15 an overvew of the sLbmession, as weil a3 the tmelize for this revies

We hape that you are able to partcpate

Article Title
Approact for externalzation of expert tact rowieoge
Abstract

Eearning or efectronic learnizg pixforres faciitate delivery of the tnowiedge spectrum to the leaming community throwgh isformation and

communcacion tecrnolegies. The ranster of tnowiecge takes place from experts 10 leamers, and exersalzazon of the nowecQe transfer is signfcane. [n
the o leaming envioniment, the learmers seck sublect eapertise Lo clanfy thelr subiect gueries, and & lecamer guery can be routed 1o an exdert for

externalization of expert krowledge provided the lsarme knows the subect expert or the exp rouE, Howeve:, i0amers new 1o ¢ leaming sysems e

noe yware of the expertize group 10 which the query shosld be sent which results in time delays, nan-resgonse,

<5 of knowiecge
capture. Several moceis Nave Deen Droposed 20 resdive Tis tasy, but thus far, these efores have foluses comaetely on recurn Nng the Mast conversant

poopie at experts o a particuar 1opic e retrieve valuable knowiede, To addtest this proliem, We Bropote 2 approack that exterralizes the tach

knowledge of 2 sublect expert Dy Cating 3 dmamic query handling syssem that automat caly transfers a user guery to the best subljert expert

This first step consists of the following sections:

Request for Review: provides some text inviting you to act as a reviewer.
Article Title: provides the title of the article.

Abstract: provides the abstract text.

Further down the screen, you will find additional information.



Review Schedule

20608 30 201609 20

60527

About Due Dates

Accopt Review, Cantiaue to Sep 92 Ducine Auview Roguu st

The View All Submission Details link will open a window with additional information, including all of the non-author
metadata:

View All Submission Detalls

Articies

Prefix Title *
An approach for externalization of expert tacit knowledge
Subtitle

Using a query managemeant System in an & earming emercament

he Asevinnnd o heils R ——— fo wime 2l it f'e
£ ORIV SUH e " GOOeC 87 O CONNT . LGN £ ma i

Abstract *

<pE-learning or electronic learning platforms faciftate delivery of the knowiedge specirum 1o the leaming
community through infermation and communication echnologies, The transfer of knowledge takes place from
xPers 1o kearners, and externalization of the knowledge transfer s significant. In the e-arming envionment, the
earners seek subiect expertise 1o clardy their sublect queres, and a learner guery Can be routed [o an expert far
externalzation of expert knowledge provided the earmer Knows the subect expert or the expetise group

However, Barrers new 10 e leaming systems are not gware of the expertise groyp 1o which the guery should be

Note that none of these fields are editable by the reviewer, and are only provided to help you conduct a thorough review.

Close this window and move further down the screen. From here you can see the Review Schedule, including all of the
relevant due dates.

From here, you can decline or accept the review. If you decline, you will be dropped from the process. If you accept, you
will move to review step 2, where you would be able to read any reviewer guidelines provided by the journal.
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Review: approach for externclizetion of expert tocit knowledge

1. Reguest 2. Guicdelines 3. Download & Review 4. Completion

Reviewer Guidelines

Please complete the réview with 3 CONSTrUCTvE perspective

Comtinue Lo Step 43 Go Back

Hit Continue to move to step 3. From here you can download a copy of the review files and enter your review comments.
The first window is for comments to the editor and the author; the second window is just for the editor.

Review: approach for externoNzotion of expert tacit knowledge

LR 2. Guidel 3. Download & Review 4. Completion

Review Files Q Search

1651 Author, submssion manuscript Jocx

Reviewer Guidelines
Review Gudelres

Review

e o Pese QUr Ieview this supb $HC 10 the It nelow

D & B 7 U £ 8 o 3% Mupce o

This Is a wery good article,

Once you have read the paper and added your comments, scroll down the page to optionally upload a marked up copy of
the review file (remember to strip any personal identification from the file before uploading it).
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Upload

Reviewor Files Q Search Upload File

Recommendation

Chodtee Ote

Sutmit Review Go Back

* Demcdes roquaved fiold

Next, you must then make your recommendation using the dropdown menu.

Your choices include:

Accept Submission: it is ready to go to Copyediting as is.

Revisions Required: it requires minor changes that can be reviewed and accepted by the editor.
Resubmit for Review: it requires major changes and another round of peer review.

Resubmit Elsewhere: it doesn’t seem like a good fit for the focus and scope of this journal.
Decline Submission: it has too many weakness to ever be accepted.

See Comments: if none of the above recommendations make sense, you can leave a comment for the editor detailing your
concerns.

Finally, hit the Submit Review button to complete your task. You'll be asked to confirm.

Are you sure you want to submit this review?

OK Cancel

Hit OK. You will be taken the final confirmation screen thanking you for your work.
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Review Submitted

Thank you for completing te review of this submissicn. Your review has been submitted successtully. We appreciste your contributicn
10 the QUAILY Of the work that we PUBISH; The Editor May CONAC you SGain far mare Information If needed,

That's it! The review is now complete.
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