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Ethiopian Journals Online (EJOL)

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.
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Editorial Interface aka the Dashboard

OJS 3.x 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. Next to that are your Tasks
(items needing immediate attention). 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.
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2. Left Menu Panel: These are the major sections of the dashboard, including the submissions,
issue management, subscription management (if you are running a journal using subscriptions),
settings, user and role management, and tools. Users with fewer permissions (e.g., Authors,
Reviewers, Copyeditors, etc.) 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 in the Production stage.

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, and 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

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

OJS 3 also includes additional roles such as Translator and Designer. You can also create new
roles or rename existing ones.
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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.

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.

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.

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
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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

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

Reviewer

The Reviewer is selected by the Editor or Section Editor to review a submission. Reviewers are asked to
submit reviews to te 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

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.

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.

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

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.
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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

Journal of Public Knowledge

Asmouncementy Current Archiem About «

D you knaw. ¥ Morw Grest Newd Language

Weicome Frangals (Caradn)

Information
o Reader

Current Issue Bot Ak

Vol 3 No 1 [2006): The First lesue

This will open the Registration Form for you to complete with all required information

THE ETHIOPIAN JOURNAL OF HIGHER EDUCATION

JOURMNALS HOME PAGE CURRENT ARCHIVES ABOUT ~ Search all EJOL Journals Search
HOME ' Registe BROWSE
Profile The Ethiopian Journal of Education
First Name * IER FLAMBEAU
‘ Ethiopan Journal of Biological
Sciences
Middle Name The Ethiopian Journal of Business
| and Economics
All Journals
Last Name =
HOW TO USE EJOL
Affiliation *

| ‘ For Readers

For Authors

All fields with an asterisk (First Name, Last Name, Affiliation, Country, Email, Username,
Password, and Repeat Password) are mandatory. If the journal is multilingual, you will need to
select your preferred language. You can be 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.
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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

The Ethiopian Journal of Higher Education ~ @ English ® View Site & astl

View Profile

Profile
Logout

Identity Contact Roles Public Password Notifications 0 Help

Username
Submissions astul
Issues Name
Aster gebeyehu

Settings

Users & Roles

Tools

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:

1. Logging into the journal

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

4. Entering your current password and then your new password twice

5. Hitting Save
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OPEN JOURN Identity
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Submissions

Issues

Settings

Users & Roles

Tools

Site Administration

Current password

New password

Save Cancel

Notifications

Enter your current and new passwords below to change the password for your account.

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.

Open journal Systems * Tashs o

O J S Site Administration

Site Management

Administration

1osted lournal
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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

ETHIOPIAN JOURNALS ONLINE ~
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ETHIG’IAN JOURNALS ONLINE Site Administration

e Site Management

el Hosted Journals

Site Settings

Administrative Functions

System Information
Expire User Sessions
Clear Data Caches

Clear Template Cache

Clear Scheduled Task Execution Logs

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
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Administration
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» Ethiopian lournal of Lanauaaes and Literature

© English ® ViewSite & getle
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reate Journa -

You will automatically be enrolled as the manager of this journal. After creating a new journal, you will be redirected
to its settings wizard, to complete the initial journal setup.

Journal title *

Journal description
BB 7 U £ R o H Euled &

Path *

This should be a single short word or acronym that identifies the journal. The journal’s URL will be
http://ejol.aau.edu.etf/index.php/path

¥ Enable this journal to appear publicly on the site

* Denotes required field

Save Cancel

Path *

This should be a single short word or acronym that identifies the journal. The journal's URL will be

http://ejol.aau.edu.et/index.php/path

¥ Enable this journal to appear publicly on the site

* Denotes required field

Save Cancel
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Site Settings

This section will appear if you have two or more journals, and allow you to add information
regarding your overall OJS installation, not individual journals. Click on Site Settings:

Site Setup

This includes the name of your site, a site logo, an introductory statement about your site, a site
footer, a redirect option (if you only plan to have one journal on this installation), contact
information, a minimum password length for registered users, style sheet and theme options, and
sidebar management. You will have the opportunity to provide details about your individual
journal(s) at a later stage.

ETHIOPIAN JOURNALS ONLINE ~ @ English ® View Site & getk

]:THIDPIAN JOURNALS ONLINE Settings

Site Setup Languages Plugins
Tasks :3
Administration Site Name *
ETHIOPIAN JOURNALS ONLINE
Site Logo
File Name

ETHIOPIAN JOURNALS ONLINE

EJOL

Uploaded date

17-06-24 05:41 AM

Alternate text

Delete

2 Upload

Languages

0JS 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.

Open Journal Systeers  ~ Taska ° Q English ® View Sits & »dmin
OJ S Settings
2o weitoess Site Setup anguages Plugins Navigation Menus
Administration
Languages Install Locale
¥ h .

0JS 3.1 doesn't yet have as many transiations as OJS 2, but we expect to have more contributed over time. Contributions
are always welcome.
Plugins

From here, you can choose to enable or disable various plugins, making them available (or not) to all of the journals on this
0JS installation.
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SFU Library Journals
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Use this section to modify your site-wide menus
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Next Steps

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

Administrative Functions

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

SFU Library journals - Tasks o Q English ® View Site & admin

O J S Site Administration

Site Management

Administration

Hosied loyrnals

s Satting

Administrative Functions

System Information

Use this section to find out details about the server running your installation

SFULibraryJournals = Tasks () @ English  ® ViewSite & admin

O ] S Sjrstem Information

Current version: 3.0.2.0 (October 2, 2017 - 07:31 PM)
Administration

Check for updates

Version history

Server Information
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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.

Login as Journal Manager

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.

The Ethiopian Journal of Higher Education ~ @ English @ ViewSite & astul

Profile

Identity ~ Contact  Roles  Public  Password  Nofifications 0 Hel

Username

Submissions astul

Issues Name

gebeyehu
Settings Journal

firlelle Name Last Name *

Users & Roles Website
Ag

Tools Workflow

Distribution

It consists of Journal Settings, Website Settings, Workflow Settings, and Distribution Settings
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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 Ethiopian Journal of Higher Education ~ @ English ® ViewSite & astul

Journal Settings

Warning
There is a new version of 05 available! You are currently using QJS 3.0.2.0. The most recent version is OJ5 3.1.2.1. Please contact your Site Administrator (getle ge,
getnet.tefer@gmail.com) to notify them of this new release. More information can be found here.
Submissions
Issues Masthead Contact Sections O Help
Settings L. L
Journal Name * Journal initials * Journal Abbreviation
Users & Roles The Ethiopian Journal of Higher Education EJHE
Tools
Publisher
The name of the organization publishing the journal may be included in metadata provided to third-party archival bodies

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 worldwide 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.

0JS 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.
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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.
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Contact

Use this section to add journal contacts.

The Ethiopian Journal of Higher Education ~ Q@ English ® View Site & ast
OPEN ILI\H:rTI.".I SYSTEMS Warmng

There is a new version of OJS available! You are currently using 0J5 3.0.2.0. The most recent version is OJ5 3.1.2.1. Please contact your Site Administrator (getle ge,

Tasks o getnet.tefer@gmail.com) to notify them of this new release. More information can he found here.

Submissions

Masthead Contact Sections

Issues 0 Help
Settings .
Mailing Address *
_ < Al P
Users & Roles P.0.Box 150535, Addis Ababa,Ethiopia
Tools y
Principal Contact
Enter contact details, typically for a principal editorship, managing editorship, or administrative staff position, which can be displayed on your publicly accessible

WeD

Berhanu Abera (PhD) Researcher and Managing Editor

Nome *

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.
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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 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.

Journal of Public Knowledge ~ Tasks o @ English @ View Site & dbarnes

OJ S Journal Settings
i AL 5T Masthead Contact Sections
Submissions
Sections Order Create Section
Issues
Title Editors
Subscriptions
> Articles Berardo, Buskins
Settings > Reviews Inoue

Users & Roles

Editing a Section

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

There are no section editors yet. Add this role to at least one user via Management > Settings > Users & Roles first.

Articles ART

1

ection title Abbreviation

Section Policy - - R
h © | B Z VU [ =X x | P 22 <« 3T | EUpload || &

This section is open to all authors. Submissions to this section must be based on original research and will be

subject to peer review.

Word Count Review Form
200 None / Free Form Review ¥

Limit abstract word counts for this section (0 for no limit)
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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.

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.

Create Section

There are no section editors yet. Add this role to at least one user via Management > Settings > Users & Roles first.

Section title Abbreviation

Section Policy ) B B
h 5 | B 7 Y |i= = | X x | £ g2 o 2  KUpload | 4

Word Count Review Form
None / Free Form Review %

Limit abstract word counts for this section (0 for no limit)

Indexing
| Will not be peer-reviewed
Do not require abstracts
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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.

Journal of Public Knowledge ~ Tasks o @ English ® View Site & dbarnes

O] S Journal Settings
N JOURNAL ! Masthead Contact Sections
Submissions
Sections Order Create Section
Issues
itle Edito
Subscriptions )
S Articles Berardo, Buskins
Settings + Reviews Inoue
Users & Roles Done Cancel ordering

Tools

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,

Announcements, and Navigation Menus.

The Ethiopian Journal of Higher Education ~ © English  ® ViewSite & astul

Website Settings

Appearance Information Archiving Languages Plugins Announcements Static Pages © Help

Logo
Submissions X Upload

Issues
Page Footer

Settings

h & B 7 Y &£ &2 o H [Eupead

Users & Roles

Tools

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.

Typography: Quickly choose the fonts for your journal.

Colour: Quickly change the colour of your journal's header.

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 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.
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Information

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

Journal of Public Knowledge ~ Tasks o Q@ English ® View Site & dbarnes

O J S Website Settings
N Jo Appearance Information Archiving Languages Plugins Announcements Navigation Menus o Help
Submissions
Descriptions
Issues Brief descriptio f the journa br ns and pre ut e t r I | | t (
(s i< been adde:

Subscriptions
For Readers

bhh & B 7 U &£ R o

Settings

(%]
Csl

[ad Upload 4,

Users & Roles

We encourage readers to sign up for the publishing notification service for this journal. Use the Register link at the top of the home page
for the journal, This registration will result in the reader receiving the Table of Contents by email for each new issue of the Journal. This list

Tools
2ment, which assures readers that

also allows the journal to claim a certain level of support or readership. See the journal's Privacy
their name and email address will not be used for other purposes.

For Authors

hh & B 7 Y &£ &2 o ¢ EUpoad &

urnal page for the journal's section policies, as

Interested In submitting to this journal? We recommend that you review the About t

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.

Journal of Public Knowledge ~  Tasks () Q@ English ® View Site & dbarnes

Website Settings

Appearance Information Archiving Languages Plugins Announcements Navigation Menus

Enable Archiving
Enable LOCKSS to store and distribute journal content at participating libraries vla 3 LOCKSS Publisher

Enable CLOCKSS to store and distribute journal content at participating libraries via a CLOCKSS Publishe
Subscriptions

LOCKSS
Settings

Open Journal Systems supports the LOCKSS (Lots of Copies Keep Stuff Safe) system to ensure a s

Users & Roles LOCKSS Is open source software developed at Stanford University Library that enables librarles to preserve selected web journals by regularly

polling registered journal websites for newly published content and archiving it. Each archive tinually validated against other library

caches, and if content is found to be corrupted or lost, the other caches or the journal is used to restore it.

Tools

Setting up LOCKSS support for Open Journal Systems does not need to place until after publishing is fully underway, at which point follow

these two steps:

Identify 6-10 libraries that will register and cache the journal, For example, turn to institutions where editors or Board members work ar

institutions already participating in LOCKSS. See the LOCKSS community
CLOCKSS

permanent

SS (Controlled Lots of Copies Keep Stuf

Open Journal Systems aiso supports the C ) system to ensure a secure anc

archive for the journal. CLOCKSS Is based upon the open source LOCKSS software developed at Stanford University ary that enables

newly published content and archiving it. Each

libraries to preserve selected web journals by regularly polling registered journal websites f:

archive 1s continually validated against other library caches, and if content is found to be corrupted or lost, the other caches or the journal 1S
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Languages

Use this page to configure the languages used by your journal.

Journal of Public Knowledge ~ Tasks o Q@ English ® View Site & dbarnes

O] S Website Settings

Appearance Information Archiving Languages Plugins Announcements Navigation Menus © Help

Submissions

Languages
Issues

Subscriptions

English e 4 v o
Settings Francais (Canada)

Users & Roles

Tools

Primary Locale: One language must be set as primary.

Ul: 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.

If a language is unavailable on this page, contact the Site Administrator to add it for you.

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.
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Journal of Public Knowledge ~ Tasks (@) @ English ® View Site & dbarnes

OJ E Website Settings
WEN JOURNAL > Appearance Information Archiving Languages Plugins Announcements Navigation Menus ® Help
Submissions
Installed Plugins Plugin Gallery
Issues
Subscriptions -
Plugins Q. Search
Settings |
Users & Roles Metadata Plugins (4)

Dublin Core 1.1 meta-data ntritbutes Dublin Core version 1.1
Tools
MODS 3.4 meta-data Contributes MODS 3.4 schemas

OpenURL 1.0 meta-data Contributes OpenURL

NLM 3.0 meta-data nt &s NLA hemas al

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

Plugin Gallery

The Plugin Gallery provides access to externally-created plugins that may not be included in

your OJS installation, but are available for download and activation.

Journal of Public Knowledge ~  Tasks o Q@ English ® View Site & dbarnes

O J S Website Settings
AL SYSTEN Appearance Information Archiving Languages Plugins Announcements Navigation Menus 0 Help
Submissions
Installed Plugins Plugin Gallery
Issues
Subscriptions
Plugin Gallery Q Search
Settings ;
Users & Roles Hypothes.is plugin in 1e Hypothes,is tatior in Up to date
Tools
ranslator plugir its u itlo L ated ar [ Up to date
CQinS 15 plugin embe OpenURL C g JIsa Up to date

QuickSubmit < } 14 2rmits jo \l Managers 1o quick Up to date
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Selecting the plugin title will provide additional details, including the author, status, description,
and compatibility.

Overview Description

Maintainer
Latest Compatible Release

Alec Smecher

Public Knowledge Project Version: 1.0.1.0

Release Date: 2017-02-01
Homepage
Release of the QuickSubmit plugin for

https:/fgithub.com/pkp/quickSubmit OJs 3.0.2.

Summary

The QuickSubmit plugin permits Journal Managers to quickly enter submissions through the OJS

website, bypassing the editorial workflow.
Status

Plugin already installed and up-to-date.

Announcements

This section allows you to create and display news announcements on the journal's
website.

Journal of Public Knowledge ~ Tasks o @ English ® View Site & dbarnes
O] S Website Settings
ALSYSTHA Appearance Information Archiving Languages Plugins Announcements Navigation Menus 0 Help
Submissions
Announcements
Issues I I blishe f I nt |
| n I
Subscriptions Enable Journal Managers to add journal announcements
Display v Of the most recent announcements on the journal homepage

Settings

Users & Roles ! ny addit nform displayed to n the Annot 1ent

Dy &5 B 7 YU &£ R © ¥ MEuUpoad &
Tools

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 Announcement Type link to create them.
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Announcements: Use the Add Announcement link to create a new announcement for
your Announcements page.

Navigation Menus

This section allows you to configure your navigation menus, such as including new links.

Journal of Public Knowledge ~ Tasks o Q English ® View Site & dbarnes

O ] S Website Settings
) Appearance Information Archiving Languages Plugins Announcements Navigation Menus O Help
Submissions
Navigation Menus Add Menu
Issues
» User
Subscriptions
» Primary
Settings
Users & Roles
Navigation Menu Items Add item

Tools

» Reqgister

* Login

»  {sloggedinUsername}
» Dashboard

» View Profile

Navigation Menus: Configure the User Menu (which includes Language, View Site,
and Username) or the Primary Menu (on the journal home page, including Current,

Archive, About, etc.).

Navigation Menu Items: These are programmed links you can add to either menu above. If
you wish to add a link to the Primary Menu (e.g., "Our Society"), add it here using the Add

Item link.

Add item 4

Title *
Our Society

Link to any URL on another site, like http://pkp.sfu.ca.
Remote URL v

Link to any URL on another site, like http://pkp.sfu.ca.

URL *

hitp://www.oursoclety.corm|
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It will now appear in the list of Navigation Menu Items. Next, go to the desired Navigation Menu
(e.g., Primary), use the blue arrow to reveal the options, and choose Edit. You can now drag and
drop it from Unassigned Menu Items to Assigned Menu Items and into the appropriate location

on the menu.

Hit Save to record the change.

Title *

Primary

Active Theme Navigation Areas

primary -
Sefect a navigation area
Assigned Menu Items Unassigned Menu Items
- QOur Society - Register k2
= Current = Login L2
— Archives & {$loggedInUsername} 2]
- Announcements Lo = Dashboard L2
= About O L2 = View Profile 5>
= About the Journal T = Administration L2
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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.

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.

Journal of Public Knowledge ~ Tasks (§ Q@ English ® View Site & dbarnes
O ] S Workflow Settings
IPEN JORRNAL Components Submission Review Publisher Library Emails 0 Help
Submissions
Article Components Order Add a Component Restore defaults
Issues
»  Article Text
Subscriptions
» Research Instrument
Settings
» Research Materials
Users & Roles » Research Results

» Transcripts

Tools

» Data Analysis

» Data Set

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.
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Name *

Article Text

Options

- Allow files of this type to be sorted by chapter
Mark files of this type as dependent files (e.g. not to be listed with published content)
Mark files of this type as supplementary files (e.g. not primary submission content)

File type grouping

Document v

* Denotes required field

Save Cancel

Name: This is the name of the component, as presented to the author.

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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Journal of Public Knowledge v Tasks o Q@ English ® View Site & dbarnes

O J S Workflow Settings
WEN ICRIRNAL Components Submission Review Publisher Library Emails 0 Help
Submissions
Author Guldelines
Issues CCOMmMe d guldelines Include phic and formatting standards alongs ] es of commo { mats t
nis
Subscriptions
. D0 B 7Y PR O Bl s
Settings
Users & Roles
Tools
Submission Preparation Checklist Order  Add Item
» The submission has not been previously published, nor is it before another Journal for consideration (or an explanation has been

provided in Comments to the Editor)

»  The submission file is In OpenOffice, Microsoft Word, or RTF document file format,

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 Item
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 *
Where available, URLs for the references have been provided.

Save Cancel

* Denotes required field




Ethiopian Journals Online (EJOL)

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

Name Enabled Submission Form
Coverage

Language

Rights

Source

Subject

Type /] (/]
Discipline(s)
Keyword(s) a a

Supporting Agencies

References

Save

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.

Privacy Statement: The default privacy statement can be modified if you wish.
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Review

This tab allows you to configure your journal's review process.

Journal of Public Knowledge ~  Tasks () Q@ English ® View Site & dbarnes

O J S Workflow Settings

Components Submission Review Publisher Library Emails
O MHelp

Submissions
Default Review Deadlines

Issues el n be modifie I

Subscriptions

Settings

Users & Roles Automated Email Reminders

te tf V te ads I« st hle th | led ta I 1 ) nilc on Hle. Additio

Tools upy s ! nalit chn L1
Never Remind

Never Reminag v

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.
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Create Review Form

Title *

Article Form

Description and Instructions
It B (B I U |2 g2 <o 3 | EuUpioad | 4

Please complete this form. All feedback for authors will be kept anonymous.|

* Denotes required field

Save Cancel

The Description and Instructions provide information about the form and when to use it

for Journal Managers and Editors. This content is not included on the form that
reviewers see. You can add instructions and guidelines for reviewers under Review

Guidelines (below).

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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Item *

h B (B I U | P & o

52 | & Upload

How would you assess the methodology of the submission?

@ Reviewers required to complete item

® Included in message to author

Radio buttons (you can only choose one)

iemty

Ly e

Response Options

1. Very Strong

2. 5trong

3. Satisfactory

4, Somewhat Satisfactory

5. Poor

Items are form questions.

Ll

[l

Add Item

You can choose whether to make the question required and visible to the author.

You can then choose the type of response, including:

LA S R S 4

a single word text box
a single line text box

an extended text box (for longer answers)

checkboxes (where the reviewer can select multiple possible responses)
radio buttons (where the reviewer can only select one possible answer)
dropdown menu (also where reviewers can only select one possible answer)
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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.

Review Form Form Items Preview Form

Article Form
Please complete this form. All feedback for authors will be kept anonymous.

How would you assess the methodology of the submission?

*

1. Very Strong

2. S5trong

3. Satisfactory

4. Somewhat Satisfactory

/5. Poor
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Once you send the form to a reviewer you will no longer be able to edit it because that

would change the record for existing reviews using that form. If you want to make

changes to the review form at that point you can copy the existing form and create a

new updated version.

Blind Review: Check this box to display a link for instructions on ensuring all

submission files are anonymized.

The Journal of Software Documentation ~

Blind Review
€ Present a link to "Ensuring a Blind Review" during upload

Competing Interests

Ih iy B 7 U | 2 o BI [upload | 4,

Reviewer Competing Interest statement
Request a Competing Interest statement during the peer review.

Review Guidelines

eviewers will be asked 1o comply with the competir nterests discios

@ English @ View Site & pkpadmin

Competing Interests: Add your competing interest disclosure policy statement here.

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.
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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.

Journal of Public Knowledge ~ Tasks o Q English ® View Site & dbarnes

O J S Workflow Settings

Components Submission Review Publisher Library Emails O Help

Submissions

Publisher Library Add a file
Issues

Marketing
Subscriptions

»  Marketing Plar

Settings

Permissions

Users & Roles

Tools Reports

Other
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Emails

The section allows you to configure the emails that are sent out from the system.

The Ethiopian Journal of Higher Education ~ @ English @ ViewSite & astul

Workflow Settings

OPEN [OURNAL SYSTEMS Components Submission Review Publisher Library Emails

Tasks o
Signature
Submissions The prepared emails that are sent by the system on behalf of the journal will have the following signature added to the end.

.
Ih & B 7 Y & 2 o | Mupoad &

0 Help

Issues

Settings

THE ETHIOPIAN |OURNAL OF HIGHER EDUCATION

Users & Roles

Tools

Bounce Address

Anv undeliverable emails will result in an error messade to this address

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 Templates: 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.
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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.

Journal of Public Knowledge ~
OPEN JOL TEM

Submissions
Issues

Subscriptions

Settings

Users & Roles

Tools

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

Tasks )

Distribution Settings

Indexing Access Payments

Search Engine Indexing

iption af t

Description

Custom tags

“ustom HTML header tags to

Save

Permissions

Q English

® View Site

& dbarnes

O Help

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

0JS 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.
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The Ethiopian Journal of Higher Education ~ @ English ® View Site & ast

O] S Distribution Settings

OPEN JOURNAL SYSTEMS Indexing  Access  Payments  Permissions

Tasks o

Submissions

Access to Journal Content

0)S 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,
Issues

® The journal will provide open access to its contents.
Settings 0JS will not be used to publish the journal's contents online.
Users & Roles

Save

Tools

By default, the open access option is selected. However, if you wish to only use OJS for
a subscription journal, choose the second option. This will also enable the Subscription

section in the left sidebar (more on Subscription Management in an upcoming chapter).

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., Canadian Dollars, Euros, etc.) and Payment Method (e.g.,
Paypal).

Journal of Public Knowledge ~ Tasks 0 Q English ® View Site & dbarmes

O] S Distribution Settings
£ JOL Indexing Access Payments Permissions o Help
Submissions
Currency
Issues f LS | le direct gh this websi | nomi
Canadian Dollar v
Subscriptions
Settings Payment Method
No payment methed selected v

Users & Roles No payment method selecied
Paypal Fee Payment

| Manual Fee Payment

Tools

Save

* Denotes required field
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Choosing Manual Fee Payment will allow you to type in some instructions to your users
(e.g., where to mail a cheque).

Choosing Paypal Fee Payment will enable some additional settings where you

can add the details from your Paypal account.

Paypal Payment Settings

Test Mode

Save

Permissions

This section covers copyright issues for your journal.

Journal of Public Knowledge ~  Tasks () Q@ English ® View Site & dbarnes

O ] S Distribution Settings

Indexing Access Payments Permissions 0 Help

Submissions
Copyright Notice
Issues My B J VU F N o

(&l Upload o

..
T

Subscriptions

Settings

Users & Roles

Tools

Require authors to agree to the Copyright Notice as part of the submisslon process

Base new article's copyright year on
[ssue: default year will be drawn from the issue's publication date

Article; default year will be drawn from the article's publication date, as in "publish-as-you-go*

Copyright Holder
Author
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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.
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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

The Ethiopian Journal of Higher Education ~ @ English ® ViewSite & astul

UJ s Users & Roles
OPEN ¢ YSTEMS Users Roles Site Access Options ® Help
Tasks o
Current Users Q, Search Add User
Submissions
Issues
» aaa a andualem15 andualem15@yahgo.com
Settings »  mebrat abaye mebrat mebratsd@gmail.com
Users & Roles » Shimelis Abebe shimelisahilu2011 shimelis445@gmail.com
»  Alemitu Abera alemitu_bekesle alemitub2008@gmail.com
Tools
» woubalem Abera sifenone sifenone@gmail.com
»  Dr Temitope Abiodun temmyfrancis1 abiodun.temitope3@gmail.com
» Tammara Adame tammaraada tammaraadame@gmail.com

Abaran Adnnt Arnactarinadant Armnctarinadnnti@mhan fam

Users are displayed in last name order. You can edit a user account by selecting the blue arrow to
the left of an entry.

The Ethiopian Journal of Higher Education + @ English ® ViewSite & getle

Last Name

£mal

Issues

b 333 E] andualem1s andualem15@yahon.com
Settings v mebrat ahaye mebrat mebratsd@gmail.com
Users & Roles b Shimelis Abehe shimelisahilu2011 shimelis445@gmail.com

b Alemitu Abera alemitu_hekele alemitub2008@gmail.com
Tools

¥ woubalem Abera sifenone sifenone@gmail.com

Administration

Email  EditUser  Disable  Remove  LoginAs  Merge User
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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 Al-Khafajl <kalkhafaji@mallinator.com:

[ Upload | o+,

Send Email

* Denotes required field

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

User Details

Name
Karim Al-Khafaji

irsr Mome * Mi

=
=
=l

e Name Lost Nome *

Username
kalkhafaji

Contact

kalkhafaji@mailinator.com

Ernail #

Password

Leave the password Tields blank to keep the current password, The password must be at least b characters

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
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Search

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

Current Users « Search Add User

Search

All Roles

-

Include users with no roles in this journol., Search

*  admin

pkpadmin pkpadmin@mailinator.com

* Karim Al-Khafajl kalkhafa) kalkhafaji@mallinator.com

This can help you quickly find a user by first name, last name, or email address, or to see all users in a
particular role

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

Search

Copyeditor

-

Include users with no roles in this journal. Search

» Maria Fritz mfritz mfritz@mailinator.com

» Sarah Vogt svogt svogt@mailinator.com
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Add User

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
ot No - A ile N . st Name *
The use em nta owercase |letter umope ana nyphen noe ores
Suggest

1ame *
Contact

il *
Password
Password * Repeat passworg *

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.
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Step #2: Add User Roles to Jane Jones

Add Roles Add Role

Marme Designation

Reviewer

Save Cancel

* Denotes required field

Once you have added all of the roles, hit the Save button.
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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.

Journal of Public Knowtedge ~  Tasks () QO English ® ViewSite & dbarnes
O J S Users & Roles

Users Role Site Access Options on
Submissions

Current Roles Q Search Create New Role
Issues
Subscriptions

r ) IN

Settings » urnal editos IE

Users & Roles * P Jcaon

Tools

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

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
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Role details

Permission level *

Jourmal Manager L]

Role MName *

Journal manager

Abbreviation *
Jid

Stage Assignment
submission
Review
Copyediting

Production

Role Options
shiony role title in contributes it
Allow user sell-regisiration
This rode is anly allowed 1o recommend a review decision and will require an authorised editor 1o record a fina

decision

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). Use the second option to determine 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! The third option is useful for
guest editors or possibly section editors, depending upon your preferred workflow and authority
chain

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.
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Create New Role N

Role details

Permission level *
Author v

Role Name *
Abbreviation *

Stage Assignment
Submission
Review
Copyediting
Production

Role Options

Site Access Options

This page allows you to determine how readers can access your journal

Site Access Options

This page allows you to determine how readers can access your journal.

Journal of Public Kowledge = Tashs o O English ® View Site & dbarmes

QJ§ Users & Roles

Users Roles Site Access Options 6 Melp
Submissions

Additional Site and Article Access Restrictions

ssues Users must be registered and 1og in 1o view the journal site

muUst be ragistered and 104 IN 10 VIEW ODEN ACess content

Subscriptions

User Registration

ngs & VSIOrS Can regIster & user account with the jourmad
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Additional Site and Article Access Restrictions: Choose from these options to limit access.
Keep in mind that while requiring registration to read open access content can be convenient for
your tracking, it can dissuade some people from reading your content. Use with care.

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.

Tools

The Tools section can be accessed from the left sidebar menu

Journal of Public Knowledge ~ Tasks o @ tnglish ® View Site & dbarnes

Submissions

Statistics

Issues
Plugin: E T Journa JA|
Subscriptions XML EXpe Plug Export article metadata in PubMed XML format for indexing MEDLINE
Settings Qatatite Sxport/Registiation Plugin: Export or register issue, article, galley and supplementary file metadata in
at
Users & Roles port Plugin: Export article metadata in CrossRef XML format
Tools Import/Export 1 Registtation Plugin: Export issue, article and galley metadata in Onix for DO! (O4D0I) format

DOIs with the mEDRA reglistration agency

Statistics

lugin: Impoert and export users

wgin: Import and export articles and issues in QJS's native XML format

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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journal of Public Knowledge ) o Q Englith ® View Site & dbarnes

OJ S -
' Import/Export Statistics o
Submissions
Issues
. )AL Ex 1 Plugin: Export Journal for DOA
Subscriptions * Py | ygin: Export arti tadata in PubMed XML format for indexing in MEDLINE
Sactings e Dat X5 f Xport or req r | reicl I 30K pplementary fil jata
Dat te format
Users & Roles ° Ref XML Export Plue Export article metadata In CrossRef XML format
Tools * MEQRA Ex Y metadata in Onix for DOI {O4D01) format
nd C mEDRA registration agency
o Lisers XML Plugin' Import and export users

ML Plugin: Import and export articles and issues in OJS’s native XML format

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.

Journal of Public Knowledge ~ Tasks 0 Q English ® View Site & dbarnes

QJ§ Tools

Import/Export tatistics O Help

Submissions
Issues

Subseriptions Report Generator

The system generates reports that track the details associated with site usage and submissions over a given period

Settings
of time, Reports are generated in CSV format which requires a spreadsheet application 1o view.
Users & Roles
* View Rep
Tools o Review Regort
J ns Re
INTER Repo
* Aricles Report
. Qe port

Generate custom report
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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).

Review Report: Provides a spreadsheet of all review activity. Subscriptions Report: Provides a
spreadsheet of subscription activity. COUNTER Reports: Provides COUNTER data.

Articles Report: Provides a spreadsheet of all published articles. PKP Usage Statistics Report:
Provides basic usage statistics for your journal.

Generate Custom Report

Use this feature to build your own reports.

Journal of Public Knowledge ~ Tasks o @ tnglish ® View Site & dbarnes

O J S Report Generator

Default report templates

Submissions Issue table of contents page views

Issues
Aggregate stats by:

Subscriptions

Settings

Users & Roles City ~

Tools Day

Select report range
Yesterday

Frent mont

Or select range by:

Day Montl
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Editorial Workflow

In this section, 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.
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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 top left menu of your Dashboard. Note the number "1™ in the
image below. This indicates that there is currently 1 task in your list

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).
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Journal of Public Knowledge ~ Tasks 0 Q English ® View Site

Minotl Inoue started a discussion: Recommendation: Dansel Barnes, David Buskins
Stephanie Berardo: T ecommendation regarding the submission to Jaurnal af Public

The intluerce of lactation on the quantizy and quality of cashmere prody

IR Mark New Mark Read Delete
Submissions

Y Filters New Submiss
Issues

Joe Williamson, Frederic Serletis © Subersssion
The Official Knowledge and Adult Education Agents: An Ethnographic Study of the

Settings

Users & Roles
Zita Woods O Copyediting

Finocchiaro: Arguments About Arguments
Tools

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, Unassigned, All Active, and Archives).

Journal of Public Knowledge ~ Tasks ° Q English ® Viow Sits & dbarnes
O J S Submissions
My Queue Unassigned All Active Archives o #
Submissions
My Assigned Q ) T Filters  New Submission
Issues
joe Williamson, Frederic Serletis O “ut
Settings A . Ak & an Ethn { x
» The Official Knowdedge and Acult Education Agents: An Et graphic Study of the
Users & Roles
Zita Woods o G
cchuaro: Arguments About Arguments
Tools
Vajiheh Karbasizaed )
Antimicrobial, heavy metal resistance and plasmid profile of colforms isolated fre v
Rosanna Rossi [
v
nfluence « f long term nutrition with different dietary fats on fatty acid compositio
Rana Baiyewu © Prod
. v
Yam diseases and Its management in Nigena
Patricia Daniel 0t <
Towards Designing an Intercultural Curricukam: A Case Study from the Atlantic Co

My Queue

My Assigned: This panel includes submissions added to sections where you are a section editor
or to your own submissions if you are also an author with this journal. The Search tool for each
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queue can sometimes be helpful in tracking down submissions. The Filter tool allows you to
limit your browsing to specific status (e.g., incomplete, overdue) stages (submission, review,
copyediting, production), or sections (e.g., articles, reviews) for faster searching.

My Assigned Q earch New Submission

Y Filters 26 Joe Williamson, Frederic Serletis O Submission )

& v
The Official Knowledge and Adult Education Agents: An
Overdue
It Blet 25 Zita Woods O Copyediting o
Finocchlaro: Arguments About Arguments
23 Vajiheh Karbasizaed O Production
Antimicrobial, heavy metal resistance and plasmid profil... v
o\ ting e —
Rosanna Rossi O Submissio -
Production Influence of long-term nutrition with different dietary fa... o
ectio 3
21 Rana Baiyewu O Production b
Articles Yam diseases and Its management in Nigeria
Revie
Patricia Daniel © Submission ) 7

Towards Designing an Intercultural Curriculum: A Case S

Note that you can use the blue arrows to the right of each submission to reveal more details,
including how many reviews are outstanding, new discussions, and more. It also reveals buttons
to take you to the submission record, view the activity log and notes, and to delete the
submission
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My Assigned Q  Search m New Submission

Y Filters 26 Joe Williamson, Frederic Serletis © Scbaision )

v
The Official Knowledge and Adult Education Agents: An ...
(8] du
e = 25 Zita Woods O Copyediting &
Finocchiaro: Arguments About Arguments
tage
o 23 Vajiheh Karbasizaed O Production
) Antimicrobial, heavy metal resistance and plasmid profil... A
Revil !
LOf ait
Production s 1 Production galleys created
Sections - 0 Open discussions
Articles
Reviews View Submission  Activity Log & Notes  Delete
2 Rosanna Rossi ognifii J -
Influence of long-term nutrition with different dietary fa...
Unassigned
This panel includes submissions added to sections without section editors.
Journal of Public Knowledge = Tasks o Q@ English ® View Site & dbarnes
OJ S Submissions
My Queue Unassigned All Active Archives © Help
Submissions
Unassigned Q searct Y Filters  New Submission

Issues

Settings

Users & Roles

Tools

In the above example, there are no unassigned submissions, so the panel is empty.

All Active

This section includes a list of all submissions, without being organized into queues.
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Journal of Public Knowledge ~

Submissions
Issues
Settings
Users & Roles

Tools

Archived

My Queue

Submissions

Unassigned All Active Archives

All Active Q

Joe Williamson, Frederic Serletis
The Official Knowl

ts. An Ethnographic Study of the .,

e and Adult Education

Zita Woods

nocchiaro: Arguments About Arguments

Vajiheh Karbasizaed

Anrimicrobial, heavy metal resistance and plasmid profile of coliforms 1solated fro

Rosanna Rossi
Influence of long-term nutrition with different dietary fats

on fatty acid compositic

Rana Baiyewu

Yam diseases and its management in Nigeria

Q English ® View Site & dbarnes

O Melp

Y Filters  New Submission

v
opyedr
v
roduct
v
v
roduct
~

This section includes a list of all submissions either rejected or already published by the journal.

Journal of Public Knowledge =

Submissions

Settings

Users & Roles

Tools

Tasks o

Submissions
My Queue Unassigned All Active Archives
Archived Submissions Q

Valerie Williamson
Orgeanization in Multi-Level Institutions in Networked Environments

June Forcht
Cyclomatic Complexity: theme and variations

A No editor has been assigned 1o this submission

Brian Vemer
A Review of Information S

A No ednor has been assigned to this submission

Karen Bauman

Data Modelling and Co! al Modelling: a comparative analysis of functionality

edot b

»ms and Corporate Memory: design for staff turn.over

Q English ® View Site & dbarnes

0 Help

Y Filters New Submission

© Dechre

v
0 Publishe

v
o= =

v
O Fublh

v
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Demonstration Submission

For this demonstration, we are looking for the Williamson and Serletis submission, entitled The
Official Knowledge and Adult Education Agents. It can be found at the top of the My Assigned

queue, as well as in the All Active queue.
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Journal of Public Knowledge ~ Tasks ° Q@ English ® View Site & dbames

os B

My Queue Unassigned All Active Archives

DH P
Submissions
My Assigned Q Y Filters New Submission
Issues
) Joe Williamson, Frederic Serletis © Subn
Settings A Lo = >
he Official Knowledge and Adult Education Agents: An Ethnographic Study of the
Users & Roles
Zita Woods O Copyedting &
Finocchiaro; Arguments About Arguments
Tools
Vajiheh Karbasizaed O Product
Antimicrobial, heavy metal resistance and plasmid profile of colforms isolated fro v
Rosanna Rossi © Submiss )
v
Influence of lo: 1g-term nutrition with different ¢ etary fats or ".‘:17'.' 3id compositio = B
Rana Baiyewu © Prod -
Yam diseases and Its management in Nigeria
Patricia Daniel O Sul
v

Towards Designing an Intercultural Curriculum; A Case Study from the Atlantic Co

Once you find the submission, you can use the blue arrow to reveal options to see if there are any
open discussion (there are none), as well as to view the submission, view the activity logs and
note, or to delete the submission.

26 Joe Williamson, Frederic Serletis o Submission /
The Official Knowledge and Adult Education Agents: An ... '

0 Open discussions

View Submission Activity Log & Notes Delete

Delete will move the submission to the Archives and Activity Log & Notes will bring up the
submission’s history
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undefined x
History Notes © Help

» 2017-10-26 Joe Williamson An email has been sent: [publicknowledge] Submission
Acknowledgement

2017-10-26 Daniel Barnes Initial submission completed.

» 2017-10-26 Joe Williamson An email has been sent: [publicknowledge] Submission
Acknowledgement

» 2017-10-26 Daniel Barnes A file "submission.docx" was uploaded for submission 26 by
jwilliamson.

Submission Record

To view the submission in more detail, select View Submission button. This will take you to the
submission record.
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Journal of Public Knowledge ~ Tasks o Q English ® View Site & dbarnes

Submissions

Metadata Editorial History Submission Library

The Official Knowledge and Adult Education Agents
Joe Willlamson, Frederic Sarletis

Submission Review Copyediting Production O Hel
Issues "
Settings

Submission Files Q Search Upload File
Users & Roles

» 17- walliar n Aut ' X A Accept and Skip Review
Tools

Participants Assign
Pre-Review Discussions Add discussion

Joumal editor

»  Daniel Bames
Section editor

» l’lw B L ns

»  Stephanie Berard

Author

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.

Action Buttons: These include Send to Review, Accept and Skip Review, and Decline
Submission. Note: If you don't see these buttons, you likely have not yet assigned the submission
to an editor.

Participants: This panel is where you will see the list of participants involved in the submission,
including the editor, section editors, and author. Other names (copyeditors, layout 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.



Ethiopian Journals Online (EJOL)

Submission and Publication Metadata

Submission Identifiers

Section *
Arficles *
L2
Prefix Title *
The Official Knowledge and Adult Education Agents
Subtitle

An Ethnographic Study of the Adult Education Team of a Local Development-Oriented Mongovernmental Organization in th

Abstract *
Dy & B 7 Y X x & @ o 2 [MuUpoad 4,
Nongovernmental organizations, particularly those related to development work (local development-oriented

nongovernmental organizations; LDNGQ), and thelr agents have been assuming, In Portugal, an important role
in the field of adult education. These organizations develop with the State, at the national level, and with

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

Submission and Publication Metadata

Submission Identifiers

Editorial History: Where you can view the history and any notes about the submission
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Use the Notes tab to also view or add any editorial notes.

Mishkin, approach for externalization of expert tacit knowledge

History Notes

There are no notes to display.

Add Mote

Add Note

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

Add a file View Document Library

Marketing

Permissions

Assigning the Submission

Depending on how you have your sections configured, some new submissions may come in
unassigned. If this is the case, the next step is to assign an editor or section editor. To do so,
select the Assign link in the Participants panel.
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Add Participant

Locate a User

Section editor ;

Search

David Buskins

[} Stephanie Berardo
Minoti Inoue
Demo Editor

A nf d itame
4of4tems

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

-

[JPK] A message regarding journal of Public Knowledge

Message
h & B 7 Y & 22 o 31 [Suploed ¥,

You will have the option to locate a user by role, choose an individual, and send them a message
requesting their assistance. Note: If you aren't sure of the names of the section editors, simply
choose that role from the dropdown menu and then hit the Search button. All Section Editors will
be displayed and available for selection. Hit the OK button to make the assignment and send the
message.
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Journal of Public Knowledge - Tasks @ 9 English ® View Site & Sarves

Submissions

Metadata Editorial History Submission Library

The Official Knowledge and Adult Education Agents

Jo WWilliarrson, Frederic Serens

Review Copyediting Production
Issues

Settings
Submission Files Q Search Upload File
Users & Roles
val Austs o X A Accept and Skip Review
Tools
Participants Assign
Pre-Review Discussions Add discussion Journa editor
» Dandal Bames
1 3 -
3t sy Section editor

» Davik! Buskins

Stephanie Bevardo

Note the new Pre-Review Discussion that was automatically created as part of the assignment.

You can now see that the Section Editor is listed under Participants, and the Action buttons are
available:

Send to Review: Moves the submission on to the next stage.

Accept and Skip Review: 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 top of the My Assigned queue.
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Journal of Public Knowledge ~ Tasks o 9 Englizsh ® View Site & minoue

OJ S Submissions
) My Queus Archives 0 Help
Submissions
My Assigned Q ' Y Filters  New Submission
Joe Williamson, Fredeoric Serletis (o
The Official Knowledge and Adult Education Agents: An Ethnographic Study of the v
25 Zita Woods o yeuRing <
Finocchiaro; 4 Nents About Arguments
8 Fabio Paglier| 0 Procucto »
Harvien & PINO: Reason Reclaimed
Carlo Corino Ry
The Influence of 1actation on the quantity and guality of cashmera production b
NS5
Clicking on the article title opens the full submission record.
Journal of Public Knowledge ) o @ FEnglish ® View Site & minove

Metadata Editorial Mistory Submission Library

OJS

Submissions

The Officlal Knowledge and Adult Education Agents

Joe Wiliamson, Frederic Serlets

Submissior Review Copyediting Production 0 Hulp
Submission Files Q Search Upload File m
» T Autt J S10N.dOCx C ’ Accept and Skip Review

Participants Assign

Pre-Review Discussions Add discussion Journal editor

' * Daniel Barme
’ CRTEANIC Editol A ent jbarnes i i
. i3 Section editor
Oet/2

* David Buskins

» tephanie Serarde

*  Minotl Inoue
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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 below to send them to the review stage.

Submission Files Q Search  Upload File

o & Jwilliamson, Author, submission.docx

Send to Review Cancel

Keep the files that are to be reviewed checked off.
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Review

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

Journal of Public Knowledge ~ Tasics () Q tnglish ® View Site & minove

Submissions

Metadata Editorial History Submission Library

The Officlal Knowledge and Adult Education Agents
loe Willamson, Frederic Serfetls

b Review Copy!
Submission Copyediting Production O Melp

Round New Review Round

Walting for reviewers to be assigned

‘ Round 1 Status

Review Flles Q Search Upload/Select Files Make Recommendation

»

Participants Assign
Journal editor

Reviewers Add Reviewer

Section editor

Note: In the screenshot above, we see the Section Editor's view. Notice the limited Action
buttons (only Make Recommendation is available). If we were logged in as an Editor, we would
see more Action buttons (Request Revisions Resubmit for Review, Send to Copyediting, Decline
Submission)

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
Search Reviewers By Name
+ More search options
Search
Jone ~~ age Latest Altlive Reviewing interests
Mohsan Amin 0 0 - 0
Demo Author 0 0 - 0
Bozana Bokan 1 0 Juné 0 spirituality
valeria brancolini 0 0 - 0
Peter Cerée 0 0 - 0
o Adela Gallego 4 0 Jul21 6
Paul Hudson 1 0 Jui 28 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
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Lucas Mella 0 4] = a educacdo, ensino,
didatica
Peter Rabbit 0 0 - 0
Alee K Smecher 1 o Jun & 0
tom tiddler 0 o - 0
17 0f 17 items
Select Reviewer Create New Reviewer Enroll Existing User

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

This initiates a new window with a message for the Reviewer

Add Reviewer

Selected Reviewer

Change

Email to be sent to reviewer

M B B 7 Y & &2 o 3% Eupoad &

NAME .

I believe that you would serve as an excellent reviewer of the manuscript, "The Official Knowledge and Adult
Education Agents,” which has been submitted to Journal of Public Knowledge. The submission's abstract is
inserted below, and I hope that you will consider undertaking this important task for us.

Please log into the journal web site by responst purpate to indicate whether you will undertake the review or

not, as well as to access the submission and to record your review and recommendation. The web site Is
http://vpstest2.lib.sfu.ca/index.php/publicknowledge

You can revise any of the prepared text. If you are using a Blind Review method, ensure that the
files you send to the Reviewer are stripped of any identifying information about the Author.
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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the most conversant people as experts on a particular topic to retrieve valuable knowledge. To address this
problem, we propose an approach that externalizes the tacit knowledge of a subject expert by creating a dynamic
query handling system that automatically transfers a user query to the best subject expert.

Do not send emall to Reviewer.

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

+ Close Flle Selection

Files To Be Reviewed Q Search

> A 3 Author, submission-manuscript.docx Article Text

Review Type
© Double-blind
Bling
Open

Add Reviewer Cancel

By default, Reviewers will be provided with an extended text box to type in their comments.
However, the Journal Manager can create Review Forms in Workflow Settings > Review to ask
more focused questions. If you would like the Reviewer to fill out a review form, select it under
Review Form. 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 Add Reviewer

*  Adela Gallego Request Sent
Response due: 201 6-09-20

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

¥ Adela Gallego Request Sent
Response due: 2016-09-20

Review Detalls Emall Reviewer Edit Unassign Reviewer History

Review Details: Provides details on the review.

Review Details: approach for externalization of expert tacit knowledge

Adela Gallego

Once this review has been read, press "Conflirm”™ to indicate that the review process may proceed. If the reviewer h

submitted thelr review elsewhere, you may upload the file below and then press “Confirm” to proceed

I Matified: 2016-08-30 07:27 PM

Reviewer Files

Q Search Upload File

Vo FNES
Recommendation
Set or adjust the reviewer recommendation
Choose One H
Confirm cancel

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

Adela Gallego

Subject*

Body *

h & B J U & £ o J{  KEupoad &

* Denotes required field

send Emall Cancal

Edit Review: Allows you to change the review dates and files

Edit Review

Important Dates
2016-08-20

Response Due Date

2016-09-27

Review Due Date
Files To Be Reviewed
Files To Be Reviewed

>

Author, submission-manuscript.docy

oK Cancel

=

s Text

Q, Search
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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 MNotified

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.

Submission Review Copyediting Production o Help

Round 1 New Review Round

Round 1 Status

MNew reviews have been submited

Natification
All reviews are in and a decision is needed in Review.

Review Files 0 Search  Upload/Select Flles Request Revisions

B @ 1631 Author, submission-manuscript.docx Resubmit for Review

Reviewers Add Reviewer

*  Adela Gallego Review Submitted Read Review
Recammendation: Revizians Pal"“dpaﬂts Add
Required

Section editor
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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.

Review: approach for externalization of expert tacit knowledge

Adela Gallego

Once this review has been read, press "Canfirm"” to Indicate that the review process may proceed, if the reviewer has

where, you may upload the file below and then press "Confirm” to proceed

I Completed: 2016-08-30 08:07 PM

I Recommendation: Revisions Required

Reviewer Comments

For author and editor
This Is a very good article.
For editor only

This is good, but 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.
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Thank Reviewer X

Reviewer

Adela Gallego <agallego@mailinator.com>

Email to be sent to reviewer
Dy 5 B 7 U | &P 2 o 31 |[MUpload |

Adela Gallego:

Thank you for completing the review of the submission, "approach for externalization of expert tacit knowledge,"
for Journal of Public Knowledge. We appreciate your contribution to the quality of the work that we publish,

Stephanie Berardo
University of Toronto
sberardo@mailinator.com

Do not send email to Reviewer,

Thank Reviewer Cancel

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.
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Request Revisions

Review Files Q Search Upload/Select Files
> 1631 Author, submission-manuscript.docx e Tex Resubmit for Review
o = Decline Submission
Reviewers Add Reviewer
» Adela Gallego Complete Revert Decision
ndation: Revls Participants Add

Section editor
* Stephanie Berardo
Revisions Q Search Upload File Author

» Apostolos Mishkin

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
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Request Revisions

Request revisions from the author,

Author(s)
Apostolos Mishkin, Frederic Serietis

Email to be sent to author
h © B I U | &L 2 <o 3 | @Upoad &

Apostolos Mishkin, Frederic Serletis:

We have reached a decision regarding your submission to Journal of Public Knowledge, "approach for
externalization of expert tacit knowledge”.

Our decision is: Revisions Required

Stephanie Berardo

+ Add Reviews to Email

Do not send author email

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.
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Email to be sent to author

th & B 7 Y & & <o ;i [Mupicad

Reviewer A
This is a very good article.

+ Add Reviews to Email

Do not send author email

Reviewer's Attachments

Record Editorial 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).

Q, Search
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Review Files Q Search  Upload/Select Files B

» D 1631 Author, submission-manuscript.docx Articie Text Resubmit for Review

Decline shon
= VR .

* Adela Gallego Complete Revert Decision
Recommendaticn: Revaians Participants Add
Required
Section editor
* Stephanie Berardo
Revisions Q Search Upload File Author
» d 1641 Author, submission-manuscript,docx e Text »  Apostolos Mishkin
Review Discussions Add discussion
* Revision uploaded mishkin o
Aug/30

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

Revision uploaded *®

Participants Edit

Stephanie Berardo (sberardo)

Apostolos Mishkin (mishkin)

Messages
Mote From
I've uploaded the file, mishkin
Aug 30
Add Message
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Use the Add Message button to reply.

Revision uploaded

Participants Edit
Stephanie Berardo (sberardo)

Apostolos Mishkin (mishkin)

Messages
Mote From
I've uploaded the file, mishkin
Aug 30
Message *

h & | B T U &L 2 o 23| Eupload | 4

The revisions look great. We're ready to move to the next 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.
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Review Files Q Search Upload/Select Files
» % 1631 Author, submission-manuscript.docx Article Text
Reviewers Add Reviewer
* Adela Gallego Complete Revaert Decision
Recommendation: Revisions
Required
Revisions Q Search Upload File
* @ 1647 Author, submission-manuscript.docx Articie Text

This will open a new window

Send to Copyediting

Motify the author that their submission has been accepted.

Author(s)
Apostolos Mishkin, Frederic Serletis

Email to be sent to author

Apostolos Mishkin, Frederic Serletis:

externalization of expert tacit knowledge”.

QOur decision is to: Accept Submission

Daniel Barnes

+ Add Reviews to Email

Do not send author email

D BB 7 Y|P 2 o 3 Euposd .

Request Revisions

Resubmit for Review

Participants Add
Section editor

» Stephanie Berardo

Author

* Apostolos Mishkin

We have reached a decision regarding your submission to Journal of Public Knowledge, "approach for
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Hit the Record Editorial Decision button at the bottom of the window. The submission is automatically
moved to the Copyediting stage.

Copyediting

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

Jourwal of Public Krowiedge = @ English = i SEn & sberardn

Q)3

Tl g

Subsmissbons

approach for externalization of expert tacit knowledge
AFI’.\":DIIY. Mishiin, Frederic Sersts

Fubmissian Beview Copyediting Production & Melp

Hatification
ASTAON a copyvedior using the Add Ink in the Parmicinants s

Draft Files Q Search  Upload/Salect Fllas m

1651 Auinor, submission=manuscriptdoc
Participants acd
Section edibor
Copyediting Discussions Add discussion *  Srapihanie Berarco

e mply e = Authar

*  Aposioios MishkIn

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.
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Add Participant

Locate a User

Copyeditor

Search

Maria Fritz

L+ Sarah Vogt

Choose a predefined message to use, or fill out the form below.
[JPK] Copyediting Request

-

Message
hh &5 B 7 YU | &L 2 o i EUpocad &,

NAME |

1 would ask that you undertake the copyediting of “approach for externalization of expert tacit knowledge" 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.
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approach for externalization of expert tacit knowledge
Apostolos Mishkin, Frederic Serfetts

Submission Roview Copyediting Production
0 Help

Notification

Awalung Copyedits.

Draft Files Qsearch  ptosrseiectries [t

Participants Add

Section editor
Copyediting Discussions Add discussion * Stephanie Berardo
Copyeditor
*  [PKl Copyeditng Reguest sberardo 3] * Sarah Vogt
Aug/3t

Author

* Apostolos Mshkin

Copyedited Q Search Upload/Select 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

Journal of Pubiic Knowledge + O Englsh * View e & wogt
OJ S Submissions
o My Queue Archives o Mals

Tasks €)

Submissions

My Assigned Q Search

b 15 AMwardenga; Sonaliing Thecry Dividends: A Review OF The Uiterature And oMK DON

tmpiresl Cvdence

b 3 Balyowas; Yarm disoaces and ks managemee: in Nigerl b 0 g T
. Yiooads: Finoe quments About Argumer AL
. f Gentle f Imporving Software Production
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Then, she can click the Copyediting link next to the submission name. This will take her directly to the

Copyediting stage for this submission.

jeurnal of Public Knowledge ~

0JS

Tasks o

Submissions

Submission Roview

Draft Flles

Copyediting Discussions

Copyedited

approach for externalization of expert tacit knowledge
Apastolos Mishiin, Frederic Serleris

Production

sDerardo
Aug 31

Q Search Upload/Select Flles

Add ciscussion

Q Search Upload/Select Files

O Englisn » View Site & tvogt

Editorial History  Submission Libeary

0 Help

Participants
Section editor

¢ Stephanie Berardo
Copyeditor

* SerahVogt
Author

*  Apostoios Mishion

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.

Journad of Public Knowledge =«

OJ

Tasis ()

Submissions

Submission Review

Draft Files

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

Production

Q Search UploadrSelect Flles

0 Help
Participants Add

This would include checking the article title, abstract, author names, keywords, etc
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Submission and Publication Metadata

Submission Identifiers
Select the appropriate section for this submission (5ee Sections and Policies in ADout the journal).
Articles H
Prefix Title *
An appreach for externalization of expert tacit knowledge
Exal Tt
Subtitle

Using a guery management system in an e-learning environment

Tha » jidsprrla i v i g g 0 . 1 Fall T TRl
The optional subtitle will appear after a colon [2), follawing the main title

Abstract *
h (B J U S i | x x | & < 3 [EUplcad | &,
E-learning or electronic learning platforms facilitate delivery of the knowledge spectrum to the learning

community through information and communication technologies. The transfer of knowledge takes place from
experts to learners, and externalization of the knowledge transfer is significant. In the e-learning enviranment, 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
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Add discussion X

Participants Add User

Sarah Vogt <svogt@mailinator.com> x

Apostolos Mishkin <mishkin@mailinator.com> x

Subject *
Copyediting check

Message *
h &5 B 7 ¥ &£ 22 o i | [Eupocad 4

Please review the attached copyedited files and let me know if you have any 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 *

h 5 B F Y & & o 3 | Eupload 4

Please review the attached copyedited files and let me knaw if you have any comments.

Attached Files Q, Search Upload File  Select Files

* Denotes required field

oK Cancel

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



Ethiopian Journals Online (EJOL)

Upload a Discussion File

1. Upload File 2. Review Details 3. Confirm

Article Component *

Article Text

« swogt, Copyeditor, submission-manuscript.docx Change File

* Denotes required field

Continue Cancel

Hit Continue to proceed. This will open the next step, where you can edit the filename if needed.
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Upload a Discussion File

1. Upload File 2, Review Details 3, Confirm

svogt, Copyeditor, submission-manuscript.docx # Edit

doex Z23KB

Continue Cancel

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

Upload a Discussion File

1. Upload File 2. Review Details 3. Confirm

File Added

Add Another File

Complete Cancel

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

Attached Files Q Search  Upload File  Select Files

* @ 1661 svogt, Copyeditor, submission-manuscript.docx Article Text

* Denotes required field

OK Cancel

Hit OK to send the message to the author
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It is now visible in the Copyediting Discussions

approach for externalization of expert tacit knowledge
Apostolos Mishkin, Frederic Serletis
Submission Review Copyediting Production
Draft Files Q, Search Upload/select Files
: ¥ _ Partic
L 1 1651 .a'.l.l'.h(]". 5-L.it|"|":|‘i‘ii‘lﬂ-f"h’:l”U‘.i{fl[Jl.ﬂl‘.lCI Articie Text
Sectio
F Step
Copyediting Discussions Add discussion Copye
Name From Last Reply Replies Closed » Sara
[1PK] Copyediting Request sherardo - 0 Autho
Aug/31
P Apo
*  Copyediting check svagt - 0
Aug/3l
You can now wait for the author's response
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 Replies Closed

[1PK] Copyediting Request sberardo . 0
Aug/31

* Copyediting check svogt mishkin 1
Aug/31 Aug/31

From here, you can see no further changes are required.
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Copyediting check

Participants Edit
Sarah Voagt (svogt)

Apostolos Mishkin (mishkin)

Messages

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

[ svogt, Copyeditor, submission-manuscript.docx

* This looks good! mishkin
Aug 31

Add Message

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.
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approach for externalization of expert tacit knowledge
ApCStoios Mishiin, Frederic Serets

Submission Review Copyediting Production
Drafr Files Q Search Upload/Select Flles
» '3 Auth: T RSO Pl docK
Copyediting Discussions Add discussion
P Copped Uy Regues: sberady
Augy3t
* Copyeaning check svogt mishikin 1
Augyil Augrat
Copyedited Q Search Upload/Select Files

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

- sh = View Sue 4 Tvogt
L

Participants

Section editor

»

Stephanie Berardo
Copyeditor

Sarah Vogi
Author

Apostolos Mishkin

Copyedited

Show files from all accessible workflow stages.

Copyediting

» w168 Author, submission-manuscript.docx

» % 166 svogt, Copyeditor, submission-manuscript.docx

oK Cancel

Upload File

It is important to note here that you have a few choices:
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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.

Draft Files Q, Search Upload/Select Files
’ 165-1 Author, submission-manuscript.docx
Copyediting Discussions Add discussion
Jme
[1PK] Copyediting Request sberardo . 0
Aug/31
* Copvyediting check svogt mishkin 1
Aug/31 Aug/31
Copyedited Q Search Upload/Select Files
» 167-1 svogt, Copyeditor, submission-manuscript.docx

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.
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Copyediting Discussions Add discussion
Name From Last Reply Replies Closed
[IPK] Copyediting Request sberardo - 0

Aug/31
» Copyediting check svogt mishkin 1

Aug/31 Aug/31

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

Add discussion

Participants Add User

Sarah Vogt <svogt@mailinator.com>

Stephanie Berardo <sberardo@mailinator.com> IS

Subject *
Copyediting complete

Message *
& B 7 Y & &2 o 1 [Eupoad

[+

The copyediting is now complete

Hit OK to send the message. Returning to the Copyediting stage, you can see the message is posted.
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Copyediting Discussions

[IPK] Copyediting Request

» Copyediting check

» Copyediting compiete

You work as the Copyeditor is now complete!

Moving to Production

sberardo
Aug/31

svogt
Aug/31

svogt
Aug/31

Add discussion

ast Reply Replies sed

mishkin i
Aug/31

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

in the discussions.

Jourra of Public Knowledge +

OJ5

h for exter

Ll

Tasks )

Submissbons

Submission Review

Draft Files

Copyediting check

Apastolos Mishian, Fraderic Serietts

Copyediting

of expert tacit knowledge

Production

Q Search

sberarde
Aug

g mishkin
ALg3 Aug/3
wvogt
Aug/3t

9

@ English ® View Site & sberarde
Metadata Editorial History Submission Library
O Melp
Upload/Select Files bt
Participants Add
Section editor

Add discussion * Stephan e Berardo
Copyeditor
» SarshvVogt

Author

*  Apastolos Misheir

You can download and review the final copyedited version from the Copyedited panel
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Copyedited Q Search  Upload/Select Files
» & 1671 svogt, Copyeditor, submission-manuscript.docx Article Text
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)

Apostolos Mishkin, Frederic Serfetis

Email to be sent to author
h &5 B 7 U | &2 o 31 |MUpoad .+

Apostolos Mishkin, Frederic Serletis:

The editing of your submission, *approach for externalization of expert tacit knowledge,” is complete. We are now
sending it to production,

Submission URL: http:/fjournals.sfu.ca/uiux/index.php/jpk/authorDashboard/submission/52

Stephanie Berardo

Do not send author email

Copyedited Q Search
4 3§ 1671 svogt, Copyeditor, submission-manuscript.docx Article Text
Record Editorial 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.
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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
LY Bokan; BB Article Test 1 Published
L tiddler; Gentle Art of Imporving Software Production
> 32 Kuehle et al.; Study of Open Source Publishing Software Submission
Sl < < Jones et al.; System Dynamics in Distance Education and a Call to Develop a Published

Standard Model

> 34 Al-Khafaji; test Submission
® |52 Mishkin et al.; approach for externalization of expert tacit knowledge Production

Choosing the Production link will open the submission record.
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@ Englizh * View e & sserurdo

Metadata  Editorial History  Submission Library

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

Tuskes ()
Submizsion Rewiew Copyediting Production o Halp
Eubmissions
Motification
AsSign & user ko oreate galleys using the Aded link in the Particpants Bst
Production Ready Files @ Search  Upload Flie e et et
681 G it T | L o= e
Participants At
Section editor
Production Discussions Add discuzsisn *  Stephafie Berarde
Authar

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
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Locate a User

-

Layout Editor

Search User By Name

Search

[+] Graham Cox
Stephen Helller

20f 2 Items

Choose a predefined message to use, or fill out the form below.
i [JPK] Request Galleys H

Message
M & B I Y &£ R o 3 [uUplcad 4,

NAME ©

The submission "approach for externalization of expert tacit knowledae” to lournal of Public Knowledae 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.
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approach for externalization of expert tacit knowledge
.!"||:|I:|5[|3||35. Mishkin, Frederic Serletis

Submission Rewview Copyediting Production o0 Halp

Matification
Awraiting Galleys

Production Ready Files 0, Search Upload File Schedule For Publication

. 1681 svogt, Copyeditor, subrmission-manuscript.docs
Participants Add
Section editor

Production Discussions Add discussion * Stephanie Berardo
Layout Editor

*  [IPK] Regquest Galleys sherardo 0 ¥ Graham Cox

Augat

Auther

* Agastolos Mishkin

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.
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Journal of Public Knowledge ~

Oy —

My Queue Archives
Tasks €D)
My Assigned Q Search
L Rossi; Initial trends in enrolment and completion of massive open online Production
courses
L " Rossl; Protecting students’ intellectual property Produyction
LI v Rossi; Emotional Intelligence as a Determinant of Readiness for Online Production
Learning
» 48 Rossl; Design and Development of a Virtual Internship Program Production
> 82 Mishkin et al.; approach for externalization of expert tacit knowledge Production
From here, find the submission and select the Production link.
This will take you to the submission record.
Journad of Public Knowledge ~ Q@ English = View Slte & goox

OJ5

Tasks €)

Apostolos Mishisn, Fraderic Secleris

Submission Review Copyediting Productior
Submissions
Production Ready Files Q Search
. 1651 svoqr, Copyeditor, submission-manuscrprLaonx
Production Discussions
| Request Galieys sderardo
Augi3?

Galleys

approach for externalization of expert tacit knowledge

Uploac File

Add discussion

Add galley

fditorial Mistory  Subrmission Library

0 Halp

Participants

Section editor

SMephane Berarco

Layout Editor
4 Graham Cox
Author

Apostoias Mishxin
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From the Production Ready Files panel, download the files to your desktop and work outside of
0OJS 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 b 4

Participants Add User

Graham Cox <gcox@mailinator.com> x

Apostolos Mishkin <mishkin@mailinator.com> x
Subject *

Galley ready for proofreading

Message *
D & B 7 U & 2 o 3 KUpoad &,

Please take a look at the attached galley and let me know If 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.
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Upload a Discussion File

1. Upload File 2. Review Detalls 3. Confirm

Article Component *

Article Text

« gcox, Layout Editor, submission-manuscript.pdf Change Flie

* Demates required field

Continue 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).

Upload a Discussion File

1. Upload File 2. Review Details 3. Confirm

gcox, Layout Editor, submission-manuscript.pdf # Edit

pdf 23KB

Cancel

Continue

And then, you can upload additional files, if necessary.
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Upload a Discussion File

1. Upload File 2. Review Details 3. Confirm

File Added

Add Another File

Complete Cancel

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 proofreading

Message *
h & (B F U £ #2 o 37| EUpload |4

Please take a look at the attached galley and let me know If it Is ready to publish.

Attached Files Q, Search  Upload File  Select Files

L 169-1 goax, Layout Editor, submission-manuscript. pdf Article Text

* Denotes required field

oK Cancel

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

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
Name From Last Reply Replies Closed
» [IPK] Request Galleys sberardo . 0
Aug/31
» Galley ready for proofreading grox mishkin 1
Aug/31 Aug/31

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

MNo Items

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

Create New Galley

Galley Label
POF

m
=
L=
=
==

Ak

This galley will be available at a separate website,

Save Cancel

Add an appropriate label (e.g., PDF, HTML, etc.) and Hit Save.
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Upload a File Ready for Publication

1. Upload File 2. Review Details 3. Confirm

Article Component *

Article Text

“

v sberardo, Section editor, submission-manuscript.pdf Change File

* Denotes required fieid

Continue Cancel

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

Upload a File Ready for Publication

1. Upload File 2 Review Detalls 3. Confirm

gcox, Layout Editor, submission-manuscript.pdf .~ gdit

If necessary, change the fiename. Hit Continue.
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1. Upload File 2. Review Details 3. Confirm

File Added

Complete Cancel

If wou have more files, upload them now. Othensise hit Complets.

You can now see the galleys in the Galley panel.

Galleys Add galley

* PDF

Edit Change File Delete

You can make changes o 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
S0, use the Production Discussion panel and choose the Add Discussion link.

Scheduling for Publication

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

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



Ethiopian Journals Online (EJOL)

approach for externalization of expert tacit knowledge
Apostolos Mishiin, Frederic Serletis ‘

Submission Review Copyediting Production ® Heip

Production Ready Files Q Search  Upload Flle
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Participants Add

Selecting this button opens a Publication window.

Publication

Schedule for publication in
Future Issues - -

To Be Assigned *

Pages

Pages

Permissions
Attach the following permissions to the submission:

Journal of Public Knowledge

Halder

Lopyrigni

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

As a reviewer, you will learn of the review request via email or by checking your dashboard:

Journal of Public Knowledge Q Engliah » View Site & egelieyc

O ] S Submissions
) My Quevs Archives O Help
Tasis @)
My Assigned Q Search

Submissions

Management Systems

i for between San Marcos Spring Reviow

and Barton Sarings during 2009 Crought Conditions

> 'S System Dynamics in Distance Education and a Call to Develop & Standard Published
Mociel

. % KFS Compurer Sclence journa Proguction

» W approach for externalization of expert tacit knowledge Review

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: approach for externalization of expert tacit knowledge

1. Request 2, Guidelines 3. Download & Review 4. Completion

Request for Review

You have been selected as a potential reviewer of the following submission. Below is an overview of the submission, as well as the timeline for this review.

We hope that you are able to participate.

Article Title
approach for externahzation of expert tacit ‘mnw!eaqe

Abstract

E-learning or electronic learning platforms facilitate delivery of the knowledge spectrum to the learning community through information and
communication technologies. The transfer of knowledge takes place from experts to learners, and externalization of the knowledge transfer is significant. In
the e-dearning environment, the learners seek subject expertise to clarify their subject queries, and a learmer query can be routed to an expert for
externalization of expert knowledge provided the learner knows the subject expert or the expertise group. However, learners new to e-learning systems are
not aware of the expertise group to which the query should be sent, which results in time delays, non-response, Inaccurate solutions and loss of knowledge
capture, Several models have been proposed 1o resolve this task, but thus far, these efforts have focused completely on returning the most conversant
people as experts on a particular topic to retrieve valuable knowledge. To address this problem, we propose an approach that externalizes the tacit

knowledge of a subject expert by creating a dynamic query handling system that automatically transfers a user query to the best subject expert
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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.

View All Submission Details

Review Schedule
2016-08-30 2016-09-20 2016-09-27

Editor's Request ponse Due Date Review Due Date

About Due Dates

Accept Review, Continue to Step #2 Decline Review Request

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
Exomples: A The
Subtitle

Using a query management system in an e-learning environment

he optional subtitle will appear after a colon (), following the main title

Abstract *
<p>E-learning or electronic learning platforms facllitate delivery of the knowledge spectrum to the learning
community through information and communication technologies. The transfer of knowledge takes place from
experts to learners, and externalization of the knowledge transfer is significant. In the e-learning environment, the
learners seek subject expertise to clarify their subject queries, and a learner query can be routed to an expert for
externalization of expert knowledge provided the learner knows the subject expert or the expertise group.
However, learners new to e-learning systems are not aware of the expertise group to which the query should be
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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.
Review: approach for externalization of expert tacit knowledge

1. Request 2. Guidelines 3. Download & Review 4, Completion

Reviewer Guidelines

Please complete the review with a constructive perspective.

Continue to Step #3 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 externalization of expert tacit knowledge

1. Request 2. Guidelines 3. Download & Review 4. Completion
Review Files Q Search
163-1 Author, submission-manuscript.docx

Reviewer Guidelines
Review Guidelines

Review

Oy B | B 7 U | & #2 o 32| Euplcad |+

This Is a very good article.



Ethiopian Journals Online (EJOL)

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).

Upload

Reviewer Files Q Search Upload File

Recommendation

Choose One

Submit Review Go Back

* Denotes required field

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

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.

Review: approach for externalization of expert tacit knowledge

LR 2, Guideli 3. Download & Review 4. Completion

q

Review Submitted

Thank you for completing the review of this submission. Your review has been submitted successfully. We appreciate your contribution

to the quality of the work that we publish; the editor may contact you again for more information if needed.

That's it! The review is now complete



Ethiopian Journals Online (EJOL)

Issues

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

Jovenal of Public Knswledge *
OJ S Issues

Submissions

Back lasues

Future Issues
wues

Subscriptions

Settings

Users & Soles

Tools

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
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Identification
1 3 2017

B Volume & MNumber Year [ ] Title

Description
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Cover image

Drag and drop a file here to begin upload 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.

The Ethiopian Journal of Higher Education ~ @ English ® ViewSite & astul

O] S Issues
IPEN JOURNAL SYSTEMS Future Issues Back Issues  Help
Tasks o
Back Issues order
Submissions
Published Items
Issues
» Vol 5 No 1 (2018): The Ethiopian Journal of 2018-09-20 5
_ Higher Education
Settings
» Vol 4 No 1 (2007): THE ETHIOPIAN |JOURNAL OF 2007-06-02 5
Users & Roles HIGHER EDUCATION
Tools » Vol 4 No 2 (2007): THE ETHIOPIAN JOURNAL OF 2007-06-02 5

HIGHER EDUCATION
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Issue Management: Vol 5 No 1 (2018): The Ethiopian Journal of Higher Education

Table of Contents Issue Data Issue Galleys Identifiers

Articles
» Reflections on the Trimmed Roles of Research Institutes at Addis Ababa University
Models of Higher Education Governance: Rethinking the Models of Higher Education

Sacial Justice in Public Higher Education Institutions in Ethiopia: Gender, Socioeconomic Status and Student
Satisfaction in Focus

Trends and Challenges of Academic Publishing in Ethiopian Public Universities

Evaluation of the Effectiveness of Teaching and Learning in Public Higher Education Institutions of Ethiopia

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 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

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