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Chapter 5. Authors

Overview

0OJS 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 acrossimportant research and citation databases,
including Google Scholar, PubMed, the Directory of Open Access Journals, and others.

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

To make asubmission, you must have a user account and be enrolled as an Author. User accounts can either be created
by the Journal Mranage or, if [ournal poricies altow, you can [eaister yoursel.

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

Figure5.1. Selecting the Author'srole

Home > User Home

User Home

Journal of Open Journal Systems

= Author 4 Active [Mew Submission

My Account

The Author User Home Page

After clicking on the Author link on your User Home page, you will be directed to your Author's User Home page,

which includesinformation on Ective submissiong; alink to Fiarmanew submission; and information on any
you may have.

Active Submissions

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

Each completed submission will fall into one of the following categories:
» Awaiting Assignment: the submission has been completed by you; you cannot now delete the submission
from the system yourself. The Editor can now see the submission, and must assign an Editor or Section

Editor toit.

* Queued for Review: the submission has been vetted and is now in the review process. Y ou should receive
notice shortly on the review decision.
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* Queued for Editing: the submission has completed the review process and has been accepted for publication;
it will now make its way through the system's copyediting, layout editing and proofreading processes.

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

this fee option, authors will not have to go through this process.

Figure5.2. Active Submissions

Home > User > Author > Active Submissions

Active Submissions

ACTIVE AR,

]
]
L
m

jin] SEC AUTHORS TITLE

4 - ART Chan UNTITLED

1 12-28 ART Chan A STUDY OF
ELECTROMNIC
PLUELISHING

2 12-28 ART Chan LEARNMING TO BUBLISH

3 12-28 ART Chan

STATUS

Incomplete
DELETE
Awaiting
assignment

PAY SUBMISSION

EEE

IN REVIEW

PAY SUBMISSION

FEE

1IN EDITING

BaY TO PUBLISH

1 -4 of 4 Itemns

Start a New Submission

CLICK HERE to go to step one of the five-step submission process.

Refbacks

ALL__NEW__ PUBLISHED __IGNORED

DATE

ADDED HITS URL TITLE STATUS

There are currently no refbacks.

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

of your submission).
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Figure 5.3. Submission Summary

Home > User > Author > Submissions > #1 > Summary

EDITING
Submission
Authors Fred Chan
Title A study of electronic publishing
Qriginal file i-1-1-SM.DOCY 2009-12-28
Supp. files Mone ADD & SUPPLEMENTARY FILE
Submitter Fred Chan =1
Date submitted E:I-:gmber 28, 2009 - 07:21
Section Articles
Editor None assigned
Author test
comments
Author Fees
Article Submission 100.00 CAD BAY NOW
Fast-Track E——
Review: 100.00 CAD BAY NOW
Article Publication 100.00 CAD PAY NOW
Status
Status Awaiting assignment
Initiated 2009-12-28

Last modified 2005-12-28

Submission Metadata

EDIT METADATA

Avithave

RefBacks

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

Archive

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

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

Figure5.4. Starting a Submission

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

Submission Step One: Starting the Submission

Step 1 ensuresthat the Author understands the journal's submission rules. The Author will haveto 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

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

Encountering difficulties? Contact John Marr for assistance (604.525,.5488).

If the journal allows content to be submitted in more than one language, you will be able to choose a specific language
to complete the submission in. You must complete all required fields for the submission language you choose; you
can also optionally fill out required and optional fields for the other languages supported by the journal. For example,
if you choose French as your submission language, you must provide an article and title in French; but you may also
provide that information in English (or whichever other language(s) supported by your journal), as well as any other
metadata -- indexing keywords, etc.

Figure 5.6. Submission L anguage

Submission Language

This journal accepts submissions in several languages. Choose the primary language of the submission from the
pulldown below,

Language™ English =|

Francais (Canada)

Author Fees | romanian

Thit {animal Fhamee the fallasins sthar fese

If thejournal charges Eubmissioniees, these will be presented to the author. If the journal does not charge submission
fees, this section will not appear.
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Figure5.7. Author Fees

Author Fees

This journal charges the following author fees.

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

Fast-Track Review: 100.00 (CAD)
with the payment of this fee, the review, editorial decision, and author notification on this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 {CAD)

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

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

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

Setup Step .

Figure5.8. Submission Checklist

Submission Checklist

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

[] The submission has not been previously published, nor is it before another journal for
censideration (or an explanation has been provided in Comments to the Editor).

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

[

farmat.
[[] Where available, URLs for the references have been provided.
[] The text is single-spaced; uses a 12-point font; employs italics, rather than underlining

(except with URL addresses); and all illustrations, figures, and tables are placed within the
text at the appropriate points, rather than at the end.

[] 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 journa has not pdded , this section will not appear.

Figure5.9. Copyright Notice

Copyright Notice

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

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

[[] The authors agree to the terms of this Copyright Motice, which will apply to this submission if
and when it is published by this journal {comments to the editor can be added below).
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Authors can then review the Privacy Statement. If the journal has not pdded a Privaecy Staiement, this section will
not appear.

Figure 5.10. Journal's Privacy Statement

Journal's Privacy Statement

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

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

Figure5.11. Commentsfor the Editor

Comments for the Editor

Enter text
(optional)

4 A @ B 7 UE

_&!__u WTTL _JI -‘.

ETETEITITN  Cancel

Submission Step Two: Uploading the Submission

Submission Step Two allows you to upload the submission file, typically a word-processing document.
* Click Browse to open a Choose File window for locating the file on the hard drive of your computer.
* Locate thefile you wish to submit and highlight it.
* Click Open on the Choose File window, which places the name of the file on this page.

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

» Once the submission is uploaded, click Save and continue.
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Figure 5.12. Uploading the Submission

Home > User = Author = Submissions > New Submission
Step 2. Uploading the Submission

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

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

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

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

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

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

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

Encountering difficulties? Contact John Marr for assistance (504.525.5488).

Submission File

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

File size SKB

Date uploaded 2009-12-28 04:29 PM

Replace SI..IbI'I"IiS\S\iDn file I [ Browse.. ] Upload

| Save and continue P

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 thistime, if required.
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Figure5.13. Authors

Authors

First name®
Middle name
Last name*
Email*®

URL
Affiliation

Country

Competing interests
CI POLICY

Big statement
(E.g., department
and rank)

Pddﬁutlw|

IFrad

IChan

If:@mailinatnr.mm

I have no competing interasts,

* hA @I B I U

Departmant of Health Studies
University of Anywhers

o DB @m B JIU

—

—

i= | R

1= | @3 %

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

added in error.
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Figure 5.14. Biographical Statement

(Bé?gﬁt:;::ﬁ:ﬂent Department of Health Studies

and rank) Univaersity of Anywhare

A DA@mE| B I US| @ w3 W
t 1L Rearder authors to appear in the order they will be listed on publication.
@ principal contact for editorial correspondence.  Delete Author

First name* [Jillian

Middle name I

Last name® [MacIntosh

Email*® Ijmac:@rnailinatur.cum
URL |

Affiliation

Next, enter the submission title and abstract.

Figure5.15. Titleand Abstract

Title and Abstract
Title® |raries and Publishing: New Options for Research Support Services
Abstract®

Loream ipsum dolor sit amaet. consectetur adipisicing alit. sed do
eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut
anim ad minim veniam, quis nostrud exercitation ullamco laberis
nisi ut aliquip ex ea commodo consequat. Duis awvbe irure dolor in
reprehenderit in veluptate velit esse cillum delere au fugist nulla
pariatur. Excapteur sint occaecat cupidatat non preident. sunt in
culpa qui officia deserunt mollit anim id st laborum.

Y ou will then add indexing information. Thiswill help others find your article. The suggested indexing options were
determined by the Journal Manager in [SelUp Step 3.4

166



PKP | pusLiC KNOWLEDGE PROJECT

Figure5.16. Indexing

Indexing

Provide terms for indexing the submission; separate terms with a semi-colon (terml; terma2;
term3).

Academic |Library Studies

discipline and o o ) ) _

sub-disciplines Fublishing; Communications; Library Studies; Education

Subject |Libraries - Public Services

classification )
Library of Congress Classification

Keywards [I:braries, publishing, research services

Scholarly Communication; Libraries; Publishing; Open Source

Language an

English=en; French=~fr; Spanish=es. Additional codes.
The next section allows you to enter the name of any organization that may have supported your research.
Figure 5.17. Supporting Agencies

Supporting Agencies

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

Agencies I

[ Sove and continueJReR]

Depending on how the journa is configured, you may find an option to provide your list of references separately.
Thiswill allow thejournal's Editors and Copyeditorsto check your references using a Citation Markup Assistant. Y ou
should provide your list with each reference on a separate line.
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Figure 5.18. References

References

Provide a formatted list of references for works cited in this submission. Please separate individual references with
a blank line.

References bg;;_ugl. Jana Evans and Mannur, Anita. "Nation, Migration, Globalization:

Points of Contention in Diaspora Studies.” In Theorizing Diaspora: A
Reader. Ed. Jana Evans Braziel and Anita Mannur. Bodim, UK: Blackwel
R 2003. 1-22.

Minneapolis: U of Minnesota P, 1998, 216-29.

Chow, Rey. Writing Diaspora: Tactics of Intervention in Contemporary
Cultural Studies. Bloomington and Indianapalis: Indiana UP, 1993.

Daftary, Farhad. The Ismalilis: Their History and Doctrines. Cambridge:
Cambridge UP, 1992,

Fanon, Frantz. The Wretched of the Earth. Trans. Constance Farrington. |7
Hit the Save and Continue button to move on to Step 4.

Submission Step Four: Uploading Supplementary Files

This step is optional. If you have any supplementary files, such as research instruments, data sets, etc., you may add
them here. These files are 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.

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

» Once the submission is uploaded, click Save and Continue.
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Figure 5.19. Uploading Supplementary Files

Home > User > Author > Submissions > New Submission

Step 4. Uploading Supplementary Files

L. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4, UPLOAD SUPPLEMENTARY FILES 5.

CONFIRMATION

Thiz optional step allows Supplementary Files to be added to a submizsion. The files, which can be
in any format, might include (a) research instruments, (b) data sets, which comply with the terms
of the study's research ethics review, (c) sources that otherwise would be unavailable to readers,
(d) figures and tables that cannct be integrated inkto the text itself, or other materials that add to

the contribution of the work.

I TITLE ACTION

Upload supplementary file

[ Sove and continve_ SRS

Submission Step Five: Confirming the Submission

Thisfinal step provides asummary of your submission.

Figure 5.20. 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

ID ORIGINAL FILE NAME TYPFE FILE SIZE

DATE UPLOADED

8 TEST.DOCK Submission File SKB 12-28

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

check that box and an provide an explanation (required).
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Figure5.21. Author Fees

Author Fees

This journal charges the following author fees.

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

Fast-Track Review: 100.00 (CAD) pay NOwW

With the payment of this fee, the review, editorial decision, and author notification on this
manuscript is guaranteed to take place within 4 weeks.

Article Publication: 100.00 (CAD)

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

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

Already Paid

Payment has already been sent

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

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

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

Click Finish Submission to submit your manuscript. Y ou will receive an acknowledgement by email and will be able

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

Authors and Submission Review and Editing Process

Totrack your submission's progress through the review and editoria process, you will need to log into thejourna web
site, and choose your role as Author. Click on the linked title to go to the submission record.
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Figure5.22. Active Submissions

Home = User = Author = Active Submissions

Active Submissions

ACTIVE  ARCHIVE
MM-DD

ID SUBMIT SEC AUTHORS TITLE STATUS
i 12.28 ART Chan A STUDY OF ELECTRONIC Awaiting
PUBLISHING assignment
EEE
2 12-28 ART Chan LEARNING TO PUBLISH IN REVIEW
PAY SUBMISSION
EEE
& 12-28 ART  Chan, MacIntosh AR Awaiting
assignment

3 12-28 ART

Chan

OPTIONS FOR
RESEARCH...

OPFEN SOURCE SOFTWARE

AND SCHOLARLY
PLELISHING

BAY SUBMISSION

EEE

IN EDITING

BAY TO PUBLISH

1 -4 of 4 Items

Summary

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

will provide details about your submission.

Figure 5.23. Selecting Submission Summary

Home > User > Author > Submissions > £6 > Summary

#0 Summary

SUMMARY REVIEW EDITING

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

The Summary section contains several sections, including Submission, which displays the author names, submission
title, original submissionfile, any supplementary files, the ability to add asupplementary file, the name of the submitter,
the date submitted, the section the article is assigned to, the editor responsible for the submission, and the comments
to editor you made as part of your submission (see above).
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Figure 5.24. Submission Summary

Submission

Authors Fred Chan, Jillian Maclntosh

Title Libraries and Publishing: New Options for Research Support Services
Original file 6-8-2-SM.DOCX 2009-12-28

Supp. files None ADD A SUPPLEMENTARY FILE

Submitter Fred Chan £

Date submitted Eﬁlcember 28, 2009 - 05:55

Section Articles

Editor MNone assigned

Author comments  please consider.

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

Figure5.25. Author Fees

Author Fees

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

The Status section lets you know where your submission isin the publishing process (see abovefor status possibilities).
It also lets you know when you made your submission and the date of the most recent status change.

Figure5.26. 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. Y ou can modify any of thisinformation by selecting Edit Metadata.
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Figure 5.27. Submission M etadata

Submission Metadata

EDIT METADATA

Authors

Name Fred Chan 53

Affiliation -

Country -

Competing interests | have no competing interests.
CI POLICY

Bio statement Department of Health Studies

University of Anywhere
Principal contact for editorial correspondence.

Name Jillian MacIntosh E3

Affiliation -

Country =

Competing interests [ have no competing interests,

Sl POLICY

Bio statement -

Title and Abstract

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

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

Indexing
Academic Library Studies

discipline and
sub-disciplines

Subject Libraries - Public Services

Review

If your submission is In Review, you can view its detailsin the Review section (linked from the top of your page).
Figure 5.28. Selecting Submission Review

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

#6 Summary

SUMMARY REVIEW EDITING

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

First, you will see the basic submission information again.
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Figure 5.29. Submission Information

Submission

Authors Fred Chan, Jillian MacIntash 3

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

Editar Jane Smith £

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., aversion of your original submission file with changes marked in) uploaded by each
reviewer (Reviewer A, Reviewer B, etc.).

Figure5.30. Peer Review

Peer Review

Round 1

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

Initiated 2009-12-238

Last modified 2009-12-28

Uploaded file Reviewer & 6-10-1-RV.DOCY 2009-12-28

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

Figure5.31. Editor Decision

Editor Decision

Decision Revisions Required 2009-12-28

Motify Editor =1 EditorfAuthor Email Record ' 2009-12-28
Editor Version Mone

Author Version MNone

UP|D-_:‘|C| Author I [ Browse._ Upload I
Version

Possible decisions include:
» Accept: Your submission has been accepted asis.

* Revisions Required: Y our submission requires minor changes and will be accepted once those have been
compl eted.

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

» Regect: Y our submission was not accepted for publication with thisjournal, either because it was not seen to
be of high enough quality, or its subject did not match the journal.
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Editing

Y our submission is considered "In Editing" once it has been approved for publication. It will then need to go through
copyediting to correct any grammatical or stylistic errors, layout editing to create the published 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 isIn Editing, you can view its detail sin the Editing section (linked from the top of your page). The
first section again includes basic submission information.

Figure5.32. 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 5.33. Copyediting

Copyediting
REVIEW METADATA REQUEST UNDERWAY COMPLETE
1. Initial Copyedit 2009-12-28 - 2009-12-28
File: 5-11-1-ED.DOCX 2009-12-28
2. Author Copyedit 2009-12-28 2009-12-28 i
File: None
[ Browse. | Upload
3. Final Copyedit — - -
File: Mone
Copyedit Comments ““'No Comments COPYEDIT [NSTRUCTIONS

» Step 1: The journal's Copyeditor has made changes to the reviewed submission file. Y ou can download a
revised copy here (e.g., 6-11-1-ED.DOCX).

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

» Step 3: The Copyeditor takes a last look at your changes before passing the submission over to the Layout
Editor. No action isrequired by the author.
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Note

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

Layout Editing
The next stage in the editorial processis layout editing. The Layout Editor takes the final copyedited version of the

submission and convertsit into aformat suitablefor publishing on the journal web site (e.g., typically HTML or PDF).
These are known asthe "galleys'.

Figure 5.34. Layout

Lavout

Galley Format FILE

1. PDF VIEW PROOF E-14-1-PE.PDF 2009-12-28 0
Supplementary Files FILE

None

Layout Comments “Ne Comments
Proofreading
The final editing stage is proofreading. It is aso broken down into 3 steps.

Figure5.35. Proofreading

Proofreading
REVIEW METADATA

REQUEST UNDERWAY COMPLETE
1. Author 2009-12-28 2009-12-28 )

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 5.36. Active Submissions

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

Figure5.37. Layout

Layout

Galley Farmat FILE

1. HTML VIEW BROGE 1-85-1-PA HTML 2010-01-15 o
2. PDOF VIEW PROOF 1-96-1-PR.PDF 2010-01-15 0
Supplementary Files FILE

HNong
Layout Comments “+'No Comments

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

Figure5.38. Corrections

Corrections
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No Comments

Subject |Clinical Research and Application

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

paragraph 3 on page 5.
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m Save and email | Gusel

* Denotes required field

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

Figure 5.39. Proofreading
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Thiswill generate an email informing the Proofreader and Section Editor that you are satisfied with the galleys.

Figure 5.40. Sending Email

Send Email
To |Jirnrny Jazz <jjarz@mailinator.com>
cc ISB“? Jones <sj@mailinator.com=>
BCC I
Add Recipient | AddcC | AddBeC |
7] senda copy of this message to my address (fc@mailinater.com)
Attachments I [ Browse_ ] Upload |
From "Fred Chan” <fc@mailinator.com>
Subject |13035] Procfreading Completed (Author)
Bady Jimmy lazz:

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

Fred Chan

=Tl Concel | _Siip Emal |

2. Thejourna's own Proofreader will also check for errors and make their own notes and inform the Layout Editor
when al proofreading is complete. No action is required by the Author.

3. The Layout Editor takes al of the notes and incorporates al of the changes into revised galleys. These are then
ready to publish. No action 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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