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0JS exists to serve Authors as well as journals. Not only does OJS provide an easy-to-use submission
process, it can collect and disseminate key information about Authors and their work across important
research and citation databases, including Google Scholar, PubMed, the Directory of Open Access
Journals, and others.

As an Author, your tasks include submission; submitting revised copy; copyediting; and proofreading.

To make a submission, you must have a user account and be enrolled as an Author. User accounts can
either be created by the Journal Manager or, if journal policies allow, you can register yourself.

Once you have an account, log in to the journal site and select the role of Author.

Figure 5.1. Selecting the Author's role

Home > User Home

User Home

Journal of Open Journal Systems

» Author 4 Active [Mew Submission]

My Account

= Show My Journals

he Author User Home Page

After clicking on the Author link on your User Home page, you will be directed to your Author's User
Home page, which includes information on Active Submissions; a link to start a new submission; and
information on any Refbacks you may have.

2.1. Active Submissions

This page will list any of your submissions to the journal that are still in process (e.g., awaiting
assignment to an editor, undergoing review, being edited) or incomplete (in which case you can return
and finish the submission at any point).

Each completed submission will fall into one of the following categories:

e Awaiting Assignment: the submission has been completed by you; you cannot now delete the
submission from the system yourself. The Editor can now see the submission, and must assign
an Editor or Section Editor to it.

e Queued for Review: the submission has been vetted and is now in the review process. You
should receive notice shortly on the review decision.

e Queued for Editing: the submission has completed the review process and has been accepted
for publication; it will now make its way through the system's copyediting, layout editing and
proofreading processes.
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http://scholar.google.com/
http://www.ncbi.nlm.nih.gov/PubMed/
http://doaj.org/
http://doaj.org/
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/journalManagementUserManagement.html#journalManagementUserCreating
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/journalManagementPages.html#journalManagementSetup4-1
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/basicsRoles.html#basicsRolesRegister
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/authorUserHome.html#authorActive
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/authorSubmission.html
http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/authorUserHome.html#authorRefBacks

In the example below, the journal is charging a submission fee to authors, and you must pay this
(using the Pay Submission Fee link) before the submission can be considered. If a journal does not
charge submission fees, this link would not appear. Similarly, this example journal is also configured to
require a publication fee. The author must use the Pay to Publish link to make the payment and allow
for publication to proceed. Again, if a journal has not activated this fee option, authors will not have to
go through this process.

Figure 5.2. Active Submissions

Home > User = Author = Active Submissions

Active Submissions

ACTIVE

ARCHIVE

SUBMIT

io SEC AUTHORS TITLE STATUS
a - ART  Chan UNTITLED Incamplete
QELETE
1 1228 ART  Chan & STUDY OF Awaiting
ELECTRONIC assignment
PLIBLISHING PAY SUBMISSION
EEE
2 12-28 ART  Chan LEARNING TO PUBLISH [N RE
PAY SUBMIS
3 12-28  ART Chan LLEDITING

1-4 of 4 Itemns

Start a New Submission
CLICK HERE to go to step one of the five-step submission process.

Refbacks
AlLL MEW PUBLISHED IGNORED
DATE
ADDED HITS URL TITLE STATUS ACTION

There are currently no refbacks.

As the author, you can click on the hyperlinked title of any listed submission and review it. Clicking a
submission title will bring you to your submission's Summary page. From here, you could revise the
title or abstract (by clicking the Edit Metadata link). If the editor asks for revisions, you will upload the
changes this way too (in the Review section of your submission).

Figure 5.3. Submission Summary
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Home > User > Author = Submissions > 21 > Summary

#1 Summary

SUMMARY REVIEW EDITING

Submission

Authors Fred Chan

Title & study of electronic publishing
Qriginal file 1-1-1-SM.DOCx 2009-12-28

Supp. files Mone ADD A SUPDLEMENTARY FILE
Submitter Fred Chan =1

Date submitted E;-:gmber 28, 2009 - 07:21

Section Articles

Editor Mone assigned

Authar test

comments

Author Fees

Article Submission 100.00 CAD PAY NOW
Fast-Track I
Review: 100.00 CAD BAY NOW
Article Publication 100.00 CAD PAY MOW
Status

Status Awaiting assignment

Initiated 2009-12-28

Last modified 2005-12-28

Submission Metadata

EDIT METADATA

Anthare

2.2. RefBacks

The RefBacks section displays any incoming links from external web sites such as blogs, news sites, or
other articles that link directly to your articles. Each RefBack can be edited: it can be ignored, deleted,
or published, in which case it appears publicly at the end of your published article on the web site.

2.3. Archive

Your Archive page will list all declined submissions, as well as any published submissions along with
information on which issue they appear in.

3. Submitting an Article

To make a submission, select the Click Here link (under Start a New Submission) to proceed to the first
step of the submission process.
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Figure 5.4. Starting a Submission

Start a New Submission
CLICK HERE to 9o to step one of the five-step submission process.

3.1. Submission Step One: Starting the Submission

Step 1 ensures that the Author understands the journal's submission rules. The Author will have to pick
the appropriate section to submit to, and will be provided with information on the journal's privacy
statement, copyright notice, competing interest statement and/or author fees, if applicable. If you need
any help the journal's technical support contact is provided at the top of this page.

Figure 5.5. Submission Steps Technical Support

1. 5TART 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

Encountering difficulties? Contact John Marr for assistance (604.525.5488).

First, if the journal charges submission fees, these will be presented to the author. If the journal does
not charge submission fees, this section will not appear.

Figure 5.6. Author Fees

Author Fees

This journal charges the following author fees.

Article Submission: 100.00 (CAD)
Authors are required to pay an Article Submission Fee as part of the submission process to
contribute to review costs.

Fast-Track Rewview: 100.00 (CAD)
With the payment of this fee, the review, editarial decizion, and author notification an this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 (CAD)
If this paper is accepted for publication, you will be asked to pay an Article Publication Fee to cover
publications costs.

If vou do not have funds to pay such fees, you will have an ocppertunity to waive each fee. We do
not want fees to prevent the publication of worthy work.

Next, the author must check each of the items from the submission checklist. These items were
established in Journal Setup Step 3.1.

Figure 5.7. Submission Checklist
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http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/journalManagementPages.html#journalManagementPaymentOptions
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Submission Checklist

Indicate that this submission is ready to be considered by this journal by checking off the following
(comments to the editor can be added below).

& submission has not been previously published, nor is i ore another journal for
Th bm h tb | blished t bef th I
consideration (or an explanation has been provided in Comments to the Editor].

1 The submission file is in OpenOffice, Microsoft Word, RTF, or WordPerfect document file
farmat.

o
L
[[] Where available, URLs for the references have been provided.
[l

=i

The text is single-spaced; usas a 12-point font; amploys italics, rather than underlining
{except with URL addresses); and all illustrations, figures, and tables are placed within the
text at the appropriate points, rather than at the end.

[7] The text adheres to the stylistic and biblicgraphic requirements cutlined in the Author
Guidelines, which is found in About the Journal.

| If submitting to a peer-reviewed section of the journal, the instructions in Ensuring a Blind
Review have been followed.

The journal's copyright policy will appear next, and, if configured as a requirement, the author will need
to agree to this policy. If the journal has not added a Copyright Notice, this section will not appear.

Figure 5.8. Copyright Notice

Copyright Notice

Submission of an original manuscript to the Journal will be taken to mean that it represents original
work not previously published, that it is not being considered elsewhere for publication; that the
authar is willing to assign copyright to the journal as per a contract that will be sent to the author
just prior to publication and, if accepted for publication, it will be published in print and online and it
will not be published elsewhere in the same form, for commercial purposes, in any language,
without the consent of the publisher.

The journal takes the stance that the publication of scholarly research is meant to disseminate
knowledge and, in a not-for-profit regime, benefits neither publisher nor auther financially. It sees
itself as having an obligation to its authors and to society to make content available online now that
the technology allows for such a possibility.

[] The authors agree to the terms of this Copyright Notice, which will apply to this submission if
and when it is published by this journal {(comments to the editor can be added below).

Authors can then review the Privacy Statement. If the journal has not added a Privacy Statement, this
section will not appear.

Figure 5.9. Journal's Privacy Statement

Journal's Privacy Statement

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

Finally, the author can add any comments, which will be visible to the editor. Move to the next step by
hitting the Save and Continuebutton.

Figure 5.10. Comments for the Editor
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Comments for the Editor

Enker text
(optional)

ADLDD@@| e 7 uyu=i=| @ v @ N

[ Save and continue_ SRR

3.2. Submission Step Two: Uploading the Submission

Submission Step Two allows you to upload the submission file, typically a word-processing document.

Seite 7

Click Browse to open a Choose File window for locating the file on the hard drive of your
computer.

Locate the file you wish to submit and highlight it.

Click Open on the Choose File window, which places the name of the file on this page.

Click Upload on this page, which uploads the file from the computer to the journal's web site
and renames it following the journal's conventions.

Once the submission is uploaded, click Save and continue.

Figure 5.11. Uploading the Submission

Home > User > Author = Submissions > New Submission

Step 2. Uploading the Submission

L. START 2.UPLOAD SUBMISSION 3. ENTER METADATA 4, UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

To upload a manuscript to this journal, complete the following steps.

1. On this page, click Browse {(or Choose File) which opens a Choose File window for locating
the file on the hard drive of your compuber.

2. Locate the file you wish to submit and highlight it.

3. Click Open an the Choose File window, which places the name of the filz on this page.

4. Chck Upload on this page, which uploads the hile from the computer to the journal's web site
and renames it following the journal's conventions.

5. Once the submission is uploaded, click Save and Continue at the bottomn of this page.

Encountering difficulties? Contact John Marr for assistance (604.525.5488).

Submission File

File name 5-8-2-5M.docx
Original file name test.docx

File size 9KB

Date uploaded 2009-12-28 04:29 FM

Replace submission file | [ Browse. | Uplad

ETETET _ Cancel




3.3. Submission Step Three: Entering the Submission's Metadata

The third step of the submission process serves to collect all relevant metadata from the author. The
first section of metadata covers the authors. The submitting author will have their personal information
automatically appear. Any additional information, such as Competing Interests should also be added at
this time, if required.

Figure 5.12. Authors

Authors

First name™* IFrcd

Middle name |

Last name™* I'Chﬂl'l

Ermail™® [fe@mailinator.com
URL [

Affiliation

Country | E'

Competing interests )
CI POLICY I have no competing interests.

& 2B EE B F U S @ wm 3 W)
io stat t
{Elé?giad:;?:ment Departmant of Health Studies
and rank) Univerzsity of Anywhere

& DB @mEs| B r U icis =

If there are multiple authors for the submission, their information can be added using the Add
Author button. You can also re-order the list of authors, make one of the authors the principal contact
with the editor, and delete any authors added in error.

Figure 5.13. Biographical Statement
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(Elé_?gﬁt:;:il:nent Department of Health Studies

and rank) Univarsity of Anywhare

h LA HE| B I US| @ v 3 W
1 L Reorder authors to appear in the order they will be listed on publication.

@ principal contact for editorial correspondence.  Delete Suthor

Firet name* [3illian

Middle name I

Last name® |MacIntosh

Email* [imac@mailinator.com
URL |

Affiliation

Next, enter the submission title and abstract.

Figure 5.14. Title and Abstract

Title and Abstract
Title® [raries and Fublishing: New Options for Research Support Services
Abstract™

Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do
eiusmod tempor incididunt ut labare et dolore magna aliqua. Ut
enim ad minim vaniam, quis nostrud exercitation ullamce labaris
nizi ut aliquip = #a commodo consequat. Duis aute irure dolor in
reprehenderit in voluptate velit esse cillum delore eu fugiat nulla
pariatur. Excaptaur sint occaecat cupidatat non proident, sunt in
culpa qui officia deserunt mollit anim id est laborum.

You will then add indexing information. This will help others find your article. The suggested indexing
options were determined by the Journal Manager in Setup Step 3.4.

Figure 5.15. Indexing
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Indexing

Provide terms for indexing the submission; separate terms with a semi-colon (terml; term2;

term3).

Academic |Library Studies

discipline and i e z z .
sub-disciplines Publishing; Communicaticns; Library Studies; Education
Subject |Libraries - Public Services

classification A—
Library of Congress Classification

Keywords [Ilbraries, publishing, research services

Schalardy Communication; Libraries; Publishing; Open Source

Language &y

English=&n; French=fr; Spanish=es. Additional codes.

The final section allows you to enter the name of any organization that may have supported your
research.

Figure 5.16. Supporting Agencies

Supporting Agencies

Identify agencies that provided funding or support for the work presented in this submission.

Agencies I

[ Save and coniinve RSl

Hit the Save and Continue button to move on to Step 4.

3.4. Submission Step Four: Uploading Supplementary Files

This step is optional. If you have any supplementary files, such as research instruments, data sets, etc.,
you may add them here. These files are also indexed by the author, identifying their relation to the
submission, as well as their ownership. Supplementary Files can be uploaded in any file format and will
be made available to readers in their original format.

Locate the file you wish to submit and highlight it.
Click Open on the Choose File window, which places the name of the file on this page.

e Click Upload on this page, which uploads the file from the computer to the journal's web site
and renames it following the journal's conventions.

e Once the submission is uploaded, click Save and Continue.

Figure 5.17. Uploading Supplementary Files
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Home > User > Author > Submissions > New Submission

Step 4. Uploading Supplementary Files

R R R R R

1. START 2. UPLOAD SUBMISSION 2. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

Thiz optienal step allows Supplementary Files to be added to a submizsion. The files, which can be
in any fermat, might include (a) research instruments, (b) data sets, which comply with the terms
of the study's research ethics review, (¢) sources that otherwise would be unavailable to readers,
(d) figures and tables that cannot be integrated inkto the text itself, or other materials that add to
the contribution of the work.

I TITLE ORIGINAL FILE NAME  DATE UPLOADED ACTION

No supplementary files have been added to this submission.

Upload supplementary file | | Browse_ | Upload |

[ Sove and cortinue JESY

3.5. Submission Step Five: Confirming the Submission

This final step provides a summary of your submission.

Figure 5.18. Confirming the Submission

Home > User > Author > Submissions > New Submission

Step 5. Confirming the Submission

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 3.
CONFIRMATION

To submit your manuscript to Journal of Open Journal Systems click Finish Submission. The
submission's principal contact will receive an acknowledgement by email and will be able to view
the submission's progress through the editonal process by logging in to the journal web site. Thank
vou for your interest in publishing with Journal of Open Journal Systems.

File Summary

o ORIGINAL FILE NAME TYPE FILE SIZE DATE UPLOADED

8 TEST.DOCK Submission File KB 12-28

If the journal charges submission, fast-track review, or publication fees, your required payment will also
be detailed here. If you paid previously, use the checkbox to indicate that you have. If you require a fee
waiver to be considered, check that box and an provide an explanation (required).

Figure 5.19. Author Fees
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Author Fees

This journal charges the following author fees.

Article Submission: 100,00 (CAD) Bay Now
Authors are required to pay an Article Submission Fee as part of the submission process to
contribute to review costs.

Fast-Track Review: 100,00 (CAD) pay nNOw
With the payment of this fee, the review, editorial decision, and author natification on this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 (CAD)
If this paper is accepted For publication, you will be asked to pay an Article Publication Fee to cover
publications costs.

If you do not have funds to pay such feesz, yvou will have an opportunity to waive each fee. We do
not want fees to prevent the publication of worthy work,

Already Paid

Payment has already been sent

Select this box if you've already sent your payment to the journal in order to finish the
submission process. The submission will not be reviewed until the payment arrives. Click PAY
NOW above to see the payment instructions.

Request Waiver
™ Please consider waiving the Article Submission Fee for this article

Please use the comments box below to indicate why fees should be waived.

Finizh Submizsion Cancel I

Click Finish Submission to submit your manuscript. You will receive an acknowledgement by email and

will be able to view your submission's progress through the review and editorial process by returning to
the Active Submissions section of your Author page.

3.6. Authors and Submission Review and Editing Process

To track your submission's progress through the review and editorial process, you will need to log into
the journal web site, and choose your role as Author. Click on the linked title to go to the submission

record.

Figure 5.20. Active Submissions
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http://pkp.sfu.ca/ojs/docs/userguide/2.3.1/authorUserHome.html#authorActive

Home = User = Author = Active Submissions

Active Submissions

ACTIVE ARCHIVE

MM-DD
SUBMIT SEC AUTHORS IITLE

(5]

1 12-28 ART Chan STUDY OF ELECTRONIC Awaiting

BUBLISHING assignment

PAY SUBMISSION

EEE

2 12-28 ART  Chan LEARNING TO PUBLISH IM REVIEW

PAY SUBMISSION

EEE

[ 12-28 ART  Chan, Macintosh RAR Awaiting

BUBLISHING; NEW assignment

OFTIONS FOR PAY SUBMISSION

RESEARCH... FEE

3 12-28 ART  Chan OPFEN SOURCE SOFTWARE IN EDITING
EUELISHING

1-4 of 4 [tems

3.6.1. Summary

From the resulting 'Summary' page, you will see links to Summary, Review, and Editing pages. Each of
these pages will provide details about your submission.

Figure 5.21. Selecting Submission Summary

Home = User > Author > Submissions > #6 > Summary

#6 Summary

SUMMARY REVIEW EDITING

Submission
Authors Fred Chan, Jilian MacIntosh
Title Libraries and Publishing: New Options for Research Support Services

The Summary section contains several sections, including Submission, which displays the author
names, submission title, original submission file, any supplementary files, the ability to add a
supplementary file, the name of the submitter, the date submitted, the section the article is assigned
to, the editor responsible for the submission, and the comments to editor you made as part of your
submission (see above).

Figure 5.22. Submission Summary
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Submission

Authors Fred Chan;, Jillian Maclntosh

Title Libraries and Publishing: New Options for Research Support Services
Original file 5-8-2-SM.DOCX 2009-12-28

Supp. files Mone ADD A SUPPLEMENTARY FILE

Submitter Fred Chan EJ1

Date submittad Eﬁcember 28, 2009 - 05:59

Section Articles

Editor Mone assigned

Author comments please consider,

The next section outlines any required author fees. If the journal does not charge author fees, this
section will not appear.

Figure 5.23. Author Fees

Author Fees

Article Submission 100.00 CAD PAY NOW
Fast-Track Review: 100.00 CAD BAY NOW
Article Publication 100.00 CAD BAY NOW

The Status section lets you know where your submission is in the publishing process (see above for

status possibilities). It also lets you know when you made your submission and the date of the most
recent status change.

Figure 5.24. Status

Status

Status Awaiting assignment
Initiated 2009-12-28

Last modified 2009-12-28

The final section outlines the submission metadata, including author details, title, abstract, indexing,
and supporting agency. You can modify any of this information by selecting Edit Metadata.

Figure 5.25. Submission Metadata
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Submission Metadata

EDIT METADATA

Authors

Name Fred Chan &2
Affiliation -
Country -

Compsating interests [ have no competing interests.,
CI POLICY

Bio statement Department of Health Studies
University of Anywhere

Principal contact for editerial correspondence.

Hame Jillian Maclntash =1

Affiliation -

Country =

Competing interests [ have no competing interasts,

CIPOLICY

Bio statement -

Title and Abstract

Title Libraries and Publishing: Mew Options for Research Support Services
Abstract Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod

temper incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam,
quis nostrud exercitation ullameco laboris nisi ut aliquip ex ea commodo
consequat. Duis aute rure dolor in reprehendert in voluptate velit esse cillum
dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident,
sunt in culpa gqui officia deserunt mollit anim id est laborum.

Indexing
Academic Library Studies

discipline and
sub-disciplines

Subject Libranes - Public Services

3.6.2. Review

If your submission is In Review, you can view its details in the Review section (linked from the top of
your page).

Figure 5.26. Selecting Submission Review

Home = User = Author > Submissions > 6 > Summary

#6 Summary

SUMMARY REVIEW EDITING

Submission
Authors Fred Chan, Jillian Maclntosh
Title Libraries and Fublishing: New Options for Research Support Services

First, you will see the basic submission information again.

Figure 5.27. Submission Information
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Submission

Authors Fred Chan, Jillian MacIntash £

Title Libraries and Publishing: New Options for Research Support Services
Section Articles

Editor Jane Smith 51

Below that is the Peer Review section. You will see information about each round of review (there may
be one or more) and any revised files (e.g., a version of your original submission file with changes
marked in) uploaded by each reviewer (Reviewer A, Reviewer B, etc.).

Figure 5.28. Peer Review

Peer Review

Round 1

Review Version 6-9-1-RV.DOCX 2009-12-23

Initiated 2009-12-28

Last modified 2009-12-28

Uploaded file Reviewer A 5-10-1-RV.DOCK 2009-12-28

Last on this page is the Editor Decision section. From this section you can notify the editor once you
have submitted your revised submission file, view the reviewer comments (click on the cloud icon), and
upload your revised submission file (if revisions were required).

Figure 5.29. Editor Decision

Editor Decision

Drecision Revisions Required 2009-12-28

Notify Editor =1 Editor/Author Email Record ' 2009-12-28
Editor Version Mone

Author Version Mone

Upll:u_al:l Author I I Browse._ Upload
Version

Possible decisions include:

e Accept: Your submission has been accepted as is.

e Revisions Required: Your submission requires minor changes and will be accepted once those
have been completed.

e Resubmit for Review: Your submission needs significant re-working. A new file must be
submitted and another round of review will take place.

e Reject: Your submission was not accepted for publication with this journal, either because it was
not seen to be of high enough quality, or its subject did not match the journal.
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3.6.3. Editing

Your submission is considered "In Editing" once it has been approved for publication. It will then need
to go through copyediting to correct any grammatical or stylistic errors, layout editing to create the
published galleys (e.g., HTML or PDF), and proofreading to take one final look at the article before it is

made publicly available.

If your submission is In Editing, you can view its details in the Editing section (linked from the top of
your page). The first section again includes basic submission information.

Figure 5.30. Selecting Submission Editing

Home » User > Author > Submissions > #6 > Editing

#6 Editing

SUMMARY REVIEW EDITING

Submission

Authors Fred Chan, Jillian MacIntash 53

Title Libraries and Publishing: Mew Options for Research Support Services
Section Articles

Editor Jane Smith &1

Copyediting
In the next section, you can follow the copyediting process.

Figure 5.31. Copyediting

Copyediting
BEVIEW METADATA REQUEST UNDERWAY
1. Inial Copyedit 2009-12-28 -
File: 5-11-1-ED.DOCX 2009-12-28
2. Author Copyedit 2008-12-28 2008-12-28
File: None
[ Browse_ | LUpload
3. Final Copyedit - -
File: Mone
Copyvedit Comments ““No Comments CODYERIT [NSTRUCTIONS

e Step 1: The journal's Copyeditor has made changes to the reviewed submission file. You can

download a revised copy here (e.g., 6-11-1-ED.DOCX).

e Step 2: You will review the Copyeditor'ss changes, and make any final changes of your own. You
then upload your revised submission file here. Be sure to use the email icon to notify the

Copyeditor that you have submitted your file.

e Step 3: The Copyeditor takes a last look at your changes before passing the submission over to

the Layout Editor. No action is required by the author.
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Note

Copyedit comments can be added using the icon near the bottom of this section. There is also a link to
"Copyedit Instructions".

Layout Editing

The next stage in the editorial process is layout editing. The Layout Editor takes the final copyedited
version of the submission and converts it into a format suitable for publishing on the journal web site
(e.g., typically HTML or PDF). These are known as the "galleys".

Figure 5.32. Layout

Lavout

Galley Format FILE

1. PDF VIEW PROOF E-14-1-PE.PDF 2009-12-28 1]
Supplementary Files FILE

Nane

Layout Comments ““Ne Comments

Proofreading

The final editing stage is proofreading. It is also broken down into 3 steps.

Figure 5.33. Proofreading

Proofreading
REVIEW METADATA

REQUEST UNDERWAY COMPLETE
1. Auther 2009-12-28 2009-12-28 i)

2. Proofreader - - -
3. Layout Editor - - -

Proofreading Corrections “+'No Comments PROOFING [NSTRUCTIONS

1. Once the galleys have been uploaded by the Layout Editor, you will receive an email from the
editor asking that you review them and note any errors in the Proofreading Corrections
comments. Proofing Instructions are also available. To view these, you will need to login to the
journal and select the appropriate submission link:

Figure 5.34. Active Submissions
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Active Submissions

ACTIVE ARCHIVE
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"1 1228 ART Cham  AGTUDY GF ecTRONiC eysigung | (N EOETINGI COBVEDIT
Publication Fee Paid

On the resulting screen, you can use the View Proof links to display the files. You can click the
linked file names (e.g, 1-95-1-PB.HTML) to download a copy.

Figure 5.35. Layout

Lavout

Galley Format FILE

1. HTML VIEW PROOE 1-95-1-P8 HTML 2010-01-15 o
Z. PDF VIEW PROOF i-96-1-PR PDF 2010-01-15 a
Supplemeantary Files FILE
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Layout Comments “No Comments

Review the files and make any comments using the Layout Comments icon.

Figure 5.36. Corrections

Corrections
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Mo Comments

Subject |Clinical Research and Application

Comments™
In the POF galley. a period is missing at the end of line & in

paragraph 3 on page 5.
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I _saveandemal | Close |

* Denotes required field




Once you have completed your review and noted any necessary changes, hit
the Complete button.

Figure 5.37. Proofreading

Proofreading

REVIEW METADATA

REQUEST UNDERWAY COMPLETE

1. Author Z2010-01-15 2010-01-15 =
2. Progfreader - - -
3 Layout Editar - - -

Proofreading Corrections “<'No Comments

This will generate an email informing the Proofreader and Section Editor that you are satisfied
with the galleys.

Figure 5.38. Sending Email

Send Email
To |Jirnm-,r Jazz <jjazz@mailinator.com:>
cC |5a!|y Jones «=sy@mailinator.com:=
BLCC I
Add Recipiert | AddCC | Addecc |
O] senda copy of this message to my address (fc@mailinator.com)
Attachments I [ Browse_ ] Upload 1
From “Fred Chan” <fcgmailinator.com=
Subject [[3035] Proofreading Completed (Author)
Body Jimmy Jazz:

I have completed proofreading the galleys for my manuscript,
“Clinical Research and Application,” for Journal of Open Journal
Systems. The galleys are now ready to have any final corrections
made by the Proofreader and Layout Editor.

Fred Chan

ST _Concel | _Skip Emad |

2. The journal's own Proofreader will also check for errors and make their own notes and inform
the Layout Editor when all proofreading is complete. No action is required by the Author.
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3. The Layout Editor takes all of the notes and incorporates all of the changes into revised galleys.
These are then ready to publish. No action is required by the Author.

You have now completed all of the steps involved in submitting to the journal and participating in the
review and editing of your submission.
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