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Open Journal Systems is a research and development initiative of the
Public Knowledge Project at the University of British Columbia. Its
continuing development is currently overseen by a partnership among
UBC's Public Knowledge Project, the Canadian Center for Studies in
Publishing, and the Simon Fraser University Library.

For more information, see the Public Knowledge Project web site:
http://pkp.sfu.ca

This work is licensed under the Creative Commons Attribution-NonCommercial-
NoDerivs License. To view a copy of this license, visit http://creativecommons.org/
licenses/by-nc-nd/2.0/ca/ or send a letter to Creative Commons, 559 Nathan

Abbott Way, Stanford, California 94305, USA.
SOME RIGHTS RESERVED
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Overview

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

It has been designed to reduce the time and energy devoted to the
clerical and managerial tasks associated with editing a journal, while
improving the record-keeping and efficiency of editorial processes. It
seeks to improve the scholarly and public quality of journal publishing
through a number of innovations, from making journal policies more
transparent to improving indexing.

OJS Features

. OJS is installed locally and locally controlled.

. Editors configure requirements, sections, review process, etc.
. Online submission and management of all content.

. Subscription module with delayed open access options.

. Comprehensive indexing of content part of global system.

. Reading Tools for content, based on field and editors’ choice.
. Email notification and commenting ability for readers.

. Complete context-sensitive online Help support.

cO N O U A W IN —
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The OJS Journal

The following image is a screenshot of an OJS Demonstration Journal
Table of Contents:

Open Journal Systems Demonstration Journal

HOME ABOUT LOG IN REGISTER SEARCH CURRENT ARCHIVES DEEN JOURNAL SYSTEMS

Journal Help
Home = Open Journal Systems Demonstration Journal

Open Journal Systems Demonstration Journal R
This is a demonstration site for the open access journal management and publishing system developed by Passvord

the Public Knowledge Project. L Remember me

Log In |

JOURNAL CONTENT

=
Vol 1, No 1 (2005) S=arch

b] f All 4
Table of Contents Search |
AI'tiC].BS Browse
Understanding in the Absence of Meaning: Coming of Age Narratives of the ABSTRACT HTML PDF + By Issue
Holocaust + By Author

Theresa Rogers + By Title

Scholarly Associations and the Economic Viability of Open Access Publishing ABSTRACT HTML PDF
John Willinsky INFORMATION
Inverted Hollywood: The Pitch for e-Knowledge ABSTRACT HTML PDF o Errheerles
Lisa Korteweg » For Authors
Copyright Contradictions in Scholarly Publishing ABSTRACT HTML PDF * For Librarians
John Willinsky
"Are they talking yet?" Online Discourse as Political Action ABSTRACT HTML PDF
Shula Klinger
Democracy and Education: The Missing Link May Be Qurs ABSTRACT HTML PDF

John Willinsky

Reviews

Review of Karolides: Reader Response in Secondary and College Classrooms ABSTRACT HTML PDF

Patrick Inglis

Figure 1: OJS Table of Contents
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The next image shows the HTML version of an article from the table of

contents, including the Reading Tools in the right column. PDF

documents can also be made available:

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

HOME ABOUT LOG IN REGISTER SEARCH CURRENT ARCHIVES

Home = Vol 1, No 1 (2005) = Willinsky

Scholarly Associations and the Economic Viability
of Open Access Publishing

John Willinsky, University of British Cofumbia

Abstract

The information landscapes within which scholars work is undergoing a seismic
shift. The computer monitor that rises out of the photocopy stacks, piles of
journals, clippings and correspondence, now offers a new, rich vein of information
that seems destined to eventually overwhelm the traditional trappings of
desktops, filing cabinets, and bookshelves. After little more than a decade of
Internet publishing, two-thirds of academic journals provide online access, while
more than 1,000 peer-reviewed journals are published solely in digital form
(Tenopir and King, 2001). Faculty and students are increasingly writing with their
browsers open to online research sources. [1]

Introduction

In moving online, scholarly publishing appears to have taken the next in a long
line of steps to increase the circulation of this particular form of knowledge. Yet
rather than imagine, in this whiggish way, that advances in knowledge naturally
unfold with each new communication technology, it is well to realize that the
significant choices made by key players during the early and formative period of
the technology will shape the future of each publishing medium. These choices for
online publishing have now brought scholarship to a critical juncture. In a very
short time, online journal publishing has developed two distinct and opposed
economic models, one commercial and the other not, even as this publishing is in
the unsustainable position of publishing in both print and digital forms. It may not

L - ' Lo 4 4

QJSDJ
Vol 1, No 1 (2005)

TABLE OF CONTENTS

Reading Tools

FOR THIS PEER-REVIEWED
ARTICLE

Abstract

About the author
Bibliographic info
Indexing info

Go to print-version
Define Terms

Send link to colleague™
Add comment to item
Email the author®

FIND RELATED ITEMS
AMONG

Author's Other Works
e-Journals

Related Theory
Related Studies
Pay-Per-View

Cnline Forums
Instructional Materials
Gowvernment Policy
Media Reports
Google Search

FIND ITEMS IN THIS
JOURNAL

All v
Search

CLOSE

* Requires registration

Figure 2: OJS HTML Article
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Editorial Process

OJS moves submissions to the journal through five steps in the
editorial process, which will be managed by one or more of the
editors.

1. Submissions Queue: Iltems begin here and are assigned to an
editor.

2. Submission Review: Items undergo peer review and editorial
decision.

3. Submission Editing: Items undergo copyediting, layout, and
proofreading.

4. Scheduling Queue: Items assigned to an issue and/or volume.

5. Table of Contents: Items ordered for publication and issue
published.

Editorial Roles

Journal Manager: Sets up journal and staffs editorial roles (can
also serve as an Editor and other roles as well).

« Editor: Oversees editorial process; can assign submissions to
Section Editors to see through Submission Review and
Submission Editing; undertakes scheduling of content and
publishing of journal.

e Section Editor: Oversees Submission Review and possibly
Submission Editing for assigned submissions.

» Copyeditor: Works with submissions to improve grammar and
clarity, pose questions to author on possible errors, and ensure
strict adherence to journal's bibliographic and textual style.

OJS in an Hour 10
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» Layout Editor: Transforms copyedited submission into galleys in
HTML, PDF, and/or PS files in the proper format for electronic
publishing.

» Proofreader: Reads galleys for typographic and formatting
errors.

OJS in an Hour 11
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Author uploads file to
journal Web site, and enters
metadata for OAl indexing

Submission Review
Author can track process,
see files, reviews, revise
and resubmit, at editor’s
request
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OJS Workflow Chart

Editor and
Section Editor

1. Submission Queue
Editor assigns submission
to Section Editor to see
through the editorial

A

Journal Manager,
Reviewer, Copyeditor,
Layout Editor, and
Proofreader

process

Submission Editing
Authors reviews copyedits
and proofreads galleys

Key
Journal Manager
Editor
Section Editor
Reviewer
Copyeditor
Layout Editor
Proofreader
Author
Reader

—

I

il

Open Journal Systems is
an open source
development of the Public
Knowledge Project:

http://pkp.sfu.ca

\4

2. Submission Review
a) Check submission
b) Conduct peer review
c) Reach editorial decision

Journal Management
Setup and configure journal;
enroll editors, reviewers,
copyeditors, proofreaders.

v

Select Reviewers
Editor invites reviewers from
database with interests, load

v

!

3. Submission Editing
a) Copyedit submission
b) Layout of formatted
galleys
¢) Proofread galleys

Review Conducted
Reviewer submits review and
recommendation (which may
be rated by editor)

Copyediting

v

4. Issue Management
a) Create issues
b) Schedule submissions
c) Organize Table of
Contents

v

5. Publication
Offering immediate open
access or delayed open
access, with subscriptions

Layout
Layout Editor prepares galleys
in HTML,PDF, PS, etc.

!

Proofreading

'

Current Issue
Items appear with Reading
Tools linking to related
internal and external
resources

Submission Archive
Complete records kept of
submission process for
published and declined items

\ 4

Journal Archive
Browsing issues, with indexing
by OAIl search engines, as well
as Google, etc.

OJS in an Hour
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System Requirements

A server environment meeting the following requirements is
recommended:

e PHP support (4.2.x or later)

« MySQL (3.23.23 or later) or PostgreSQL (7.1 or later)

* Apache (1.3.2x or later) or Apache 2 (2.0.4x or later) or
Microsoft IIS 6 (PHP 5.x required)

» Linux, BSD, Solaris, Mac OS X, Windows operating systems

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

Help Documentation

Open Journal Systems 2.1.1 has a 12,000 word Help document that is
contextually embedded within QJS, with the relevant pages coming up
depending on where the user is when requesting Journal Help.

The Help document can be viewed at:
http://pkp.sfu.ca/ojs/demo/present/index.php/index/help/

OJS in an Hour 13
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Community Contributions

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

CJC contributes to the OJS software

The Canadian Journal of Communication was an early adopter of
online publishing. We had back issues of our journal on the web as
early at 1994. At first we did our own web development, but the
software grew more and more complex, and our ability to support it
couldn't keep up. As well, we had no or limited "back end" to our
system. Our software was mainly about presenting finished articles to
the reader, and not helpful to the submission, review, revision, and
release process. We decided to move to OJS very early on, and were
attracted to the fact that it was open source, so we could extend and
enhance it in ways that suited us.

At first we made those enhancements on our own, but based on my
own research into the benefits of open source community software
development, | encouraged our developers to get in touch with the
team at OJS and we quickly found that we had much in common. Not
only that, but some of our priorities were not priorities for the QJS at
the time (subscriptions, for example). So, we developed code that
provided enhancements that we needed, but we did so in a way that
would allow them to be included in the *main* code for the project.
Over the years we have submitted many small (bug fix) and large (the
subscriptions module) pieces to the code, all the while keeping our
overall software and development costs WAY below what they were
before we went with the QJS software. In fact, we have a system with
three times the functionality and our software cost is less than one

OJS in an Hour 14
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third what it used to be. And with our code submissions, QOJS still feels
like "our" system.

Recently OJS has moved to a modular format and created a plug-in
architecture. We believe that this will greatly increase both the number
of code submissions but also the quality and diversity of those
submissions. Our group has recently completed to plug-ins, one for a
notice board and one for accepting thesis abstracts as a publication
type. We're working on revising our existing RSS feed code (which we
have working on version 1.x of QJS) and making that available for OJS
2.1.

| strongly encourage anyone who has an inclination toward software
development, or has access to software programming expertise, and
who wants to get involved, to contact the team at PKP, learn about the
process for developing plug-ins, and get started building a better OJS
for the entire community. If you need a feature it is likely someone
else does, too, so why not share the load? That's what open source is
all about! Even if you aren't a coder, you can contribute to the project
by translating menu items and help screens: we've got many more
languages to go.

OJS in an Hour 15
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Test-Drive OJS 2.1.1

A demonstration journal utilizing OJS 2.1.1 has been set up online at
http://pkp.sfu.ca/ojs/demo/present/

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

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

Also feel free to submit a test manuscript to see what authors
experience, or assignh submissions to reviewers, and come in as a
reviewer.

Please note that any changes made to the Test-Drive Journal will be
cleared every Monday (8:00 GMT).
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Site Administration

Once QJS is installed, the Site Administrator can generate as many
journal sites as required, and oversee the administration of each
journal site that is created.

Getting Started

* Log in to your QOJS account.
» Select your role as ‘Site Administrator’:

Home = User Home

User Home

My Journals

Open Journal Systems
+ Site Administrator

Myv Account

+ Reqister for Other Journals
+ Edit My Profile

+ Change My Password

# Log COut

Figure 3: Selecting your role as Site Administrator

In the above example, the Site Administrator also has the ability to
carry out different roles in the journal. You make take some of these
roles yourself, or delegate those responsibilities to others.

OJS in an Hour 17
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Site Settings

From the Site Administration menu, under “Site Management”, choose
“Site Settings”:

Home = User = Site Administration

Site Administration

Site Management

» Site Settings

» Hosted Journals

» Languages

» Authentication Sources

Administrative Functions

» Syetem Information

» Expire User Sessions
» Clear Data Caches

» Clear Template Cache

Figure 4: Site Administration Menu

This will allow you to add information regarding your overall OJS
installation, not individual journals. This includes the name of your
site, an introductory statement about your site, a redirect option (leave
this blank if you do not need to redirect users), a description of your
site, contact information, a minimum password length for registered
users, and indexing registration. You will have the opportunity to
provide details about your individual journal(s) at a later stage.

OJS in an Hour 18
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Home = User = Site Administration > Site Settings

Site Settings

Site title® |Dpen Journal Systems

Introduction

Journal redirect Open Journal Systems Demonstration Journal |

Reguests to the main site will be redirected to this journal. This may be useful if the
site is hosting only a single journal, for example.

About the Site
description

Name of principal IJohn Willinskoy
contact™®

Email of principal hohn@ubc.ca
contact™

Minimum password IE characters
length®

Register Site for Indexing (Metadata Harvesting)

To have the contents of all journals hosted on this site indexed within a globally distributed system of
research databases, register yvour site's URL with the Public Knowledge Project metadata harvester. This
tool collects the metadata from each indexed item in this journal, enabling accurate and collective searching
among the research sites that adhere to the Open Archives Initiative Protocol for Metadata Harvesting.

Click here and enter http://pkp.sfu.ca/ojs/demo/present/index.php/index/index under Site URL, and
http://pkp.sfu.ca/ojs/demo/present/index.php/index/oai under Base URL for OAI Archive.

Mote that the OAI interface can be disabled for this site by editing the 0JS system configuration. Future
versions of 015 will allow the OAI interface to be enabled or disabled for individual journals within the site.

m Cancel |

Figure 5: Site Settings

OJS in an Hour 19
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Creating a New Journal

When you return to the Site Administration menu (see Figure 4 above),
choose ‘Hosted Journals”. You will be taken to a list of the journals
hosted by your site. If you have not yet created a journal, this section
will be empty:

Home = User = Site Administration = Journals

Journals

JOURMNAL TITLE PATH ORDER ACTION

Mo journals have been created.

CREATE JOURNAL | IMPORT FROM 0I5 1

Figure 6: Creating a new journal

Select ‘Create Journal’ and fill in the resulting form:

Home * User > Site Administration = Journal Settings

Journal Settings

You will automatically be enrolled as the manager of this journal. After creating a new journal, enter it as a
manager to continue with its setup and user enrollment.

Journal title* Mew OIS Journal

Journal description Thiz i= @ new journal using 0J15.

Path™ Inewojs

The journal's URL will be http://pkp.sfu.ca/ojs/demo/present/index.php/path
Enable this journal to appear publicly on the site

ES Gl I

* Denotes required field

Figure 7: Journal settings

OJS in an Hour 20
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The ‘path’ should be a single word or abbreviation that will be unique
for this journal. It will also be part of your journal’s URL, so choose
carefully.

Select the ‘Enable’ checkbox to allow this journal to appear publicly on
your site. If you wish to limit access to the journal, do not check this
box.

Select ‘Save’ to return to your list of journals. Your new journal is now
available.

You can reorder your journals using the up and down ‘order’ arrows.
You can also edit or delete a journal using the links on the right of this

page.

Your Journal Manager is now able to work with the new journal (see
Setting up a New Journal in the Journal Management section of this
document).

If you are not acting as the Journal Manager, you will need to create a
new user with those responsibilities (see Create New Users in the
Journal Management section of this document).

Migrating from QJS 1.x

OJS 2.x represents a complete re-design and re-implementation of
the Open Journal Systems project, and as such, it is not possible to
directly upgrade a 1.x system to 2.x.

Instead, a migration utility has been provided to allow content from
OJS 1.x to be imported into an installed 2.x system —- including most
journal settings and all user, issue, and article data.

OJS in an Hour 21
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Migration is only supported for OJS 1.1.5 and later. Older releases of
OJS 1.x must first be upgraded to a newer release of 1.x. See the
Upgrade document included in the download of QJS 2.x.

To migrate data from OJS 1.x to a 2.x system, you will first need to
install the latest release of OJS 2 onto the same server as the current
OJS 1 installation.

Next, go to the Site Administration menu and choose ‘Hosted
Journals”. Select Import from QJS 1 (see Figure below):

Home = User = Site Administration = Journals

Journals
JOURMAL TITLE PATH ORDER ACTION
NEW 015 JOURNAL newojs EDIT | DELETE

1-1of1ltems

CREATE JOURMNAL | IMPORT FROM OJS 1

Figure 8: Import from OJS 1.x

This will take you to the Import from OJS 1 form:

Home = User > Site Administration > Import from 015 1

Import from OJS 1
Consult the UPGRADE decument distributed with ©J5 for detailed information on migrating data from Q15 1
to 0I5 2.
Path* Iojs
Existing journal path or path to create (e.g., "ojs").
035 1 path* fvar/www/ojs
Complete local filesystem path to the 015 1 installation (e.g., "/var/www/ejs").
Options Import subscriptions
Transcode article metadata from 1S08859-1
[ import TN

* Denctes required fisld

Figure 9: Import from QJS 1
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On the Form, fill in the Path (e.g., "0js"). If a path already exists, all
content except journal settings will be imported into the existing
journal

Next is the QJS 1 path (e.g., /var/www/ojs). This should be the
complete local file system path to the OJS 1 installation.

Finally, you can choose to import subscriptions from the OJS 1
installation, and transcode the article metadata from ISO8859-1, by
selecting the checkboxes.

Select Import to begin the migration.

Note that, depending on the amount of content in the journal to be
imported, it may take a long time for the migration utility to complete
—- especially if your system is configured to index full-text files.

The migration can also be completed from a command line. The
Upgrade document included in the new version of OJS contains details
on using the command line (see /docs/UPGRADE).

Some additional notes regarding migration:

e After using the migration tool, edit and save the hosted journal
settings under Site Administration, and proceed through and
complete all Journal Setup steps under Journal Management —-
there are a number of new and modified settings in QJS 2.x
compared to OJS 1

e Any number of OJS 1.x journals can be imported into a single
OJS 2.x instance (OJS 2.x is designed as a multiple journal
system)

OJS in an Hour 23
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* OQJS 2.x requires both user usernames and email addresses to be
unique (OJS 1 did not enforce the latter restriction):

o If a user already exists with the same username as an
imported user, all imported data will be associated with
the existing user

o If a user already exists with the same email address as an
imported user, the email address of the imported user will
be prefixed with "ojs-<username>+" to ensure
uniqueness —— such users can then be updated manually
post-migration

* Modified email templates and RST versions are not migrated due
to the numerous revisions and enhancements to these
components in QJS 2.x

» Migrated subscription types are given a 12-month duration and
public visibility by default —-- these settings can be modified
post-migration

OJS 1.x features that are currently not supported in 2.x:
e OJS 2 currently only includes English, French, Spanish, Italian,
Russian, Turkish, and Portuguese localizations (see the README

for information on producing a translation for other languages)

« Distinct "Book/Media Review" listings are not currently and are
not likely to ever be supported

Languages

OJS is designed to be a multilingual system, allowing journals
supporting a wide variety of languages to be hosted under a single
site. The Site Administrator can specify the default language of the

OJS in an Hour 24
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site and install additional locales as they become available to make
other languages available for use by journals.

The next step in administering your QJS site is to select the languages
to be used. English is enabled by default.

From the Site Administration menu, under “Site Management”, choose
“Languages’”:

Home = User > Site Administration

Site Administration

Site Management

» Site Settings

» Hosted Journals

» Languages

» Authentication Sources

Administrative Functions

» System Information

» Expire User Sessions
» Clear Data Caches

» Clear Template Cache

Figure 10: Site Administration Menu

Select the default language for your journal from the dropdown
box. You can also check other languages, to provide a multilingual
interface for your journal.

OJS in an Hour 25
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Language Settings

Primary locale IEninsh w
This will be the default language for the =ite and any hosted journals.

Supported locales English
Espaniol (Espana)
Francais (Canada)
[] Italiano
[] Portugués (Brasil)
[] Russian
[] Tirkiye Tirkgesi
Select all locales to support on the site. The selected locales will be
available for use by all journals hosted on the site, and also appear in a
language select menu to appear on each site page (which can be
overridden on journal-specific pages). If multiple locales are not
selected, the language toggle menu will not appear and extended
language settings will not be available to journals.

Language options In registering people (editors, reviewers, copyeditors, etc.),
working languages should be included in their User Profiles for the

benefit of journal editars.

ES o I

Figure 11: Languages

If additional languages are not showing under ‘Supported Locales’,
scroll down the page to the Install Languages section. From here, you
can check each additional language you would like for your journal,
and then click Install:

Install Languages

Installed Locales
» English (en_Us) RELOAD LOCALE
Install New Locales

Select any additional locales to install support for in this system. Locales must be installed before they can
be used by hosted journals. See the 01S documentation for information on adding support for new

languages.

Espariol (Esparia) (es_ES)
Francais (Canada) (fr_CA)
O 1taliano git_1m)

| Portugués (Brasil) (pt_BR)
[ russian (ru_RU)

| Tirkiye Turkgesi (tr_TR)

Cancel I

Figure 12: Installing additional languages
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You can now scroll back up the page and check the languages for your
journal.

Authentication Sources

By default, the OJS user database is used for authentication. In some
cases, however, alternative methods, such as LDAP, may be required.

Home > User > Site Administration > Authentication Sources

Authentication Sources

DEFAULT  TITLE PLUGIN ACTION

No authentication sources have been defined.

() 015 User Database Save I

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

+ If a user attempts to register a new account with this site with a username that exists on the
authentication source (but not in the 015 database), the registration attempt is only allowed if the
supplied password is valid for that user account.

Create authentication source

Plugin: A Create

Figure 13: Authentication Sources

To enable LDAP authentication, use the dropdown menu under Create
Authentication Source. This will open a page of LDAP options and
settings for your journal:

Authentication Sources

Title |-oap

Options
[[1 Enable user profile synchronization (if supported by this authentication plug-in).
User profile information will be automatically updated from the remote source when
a user logs in, and profile changes (including password changes) made within 01S
will be automatically updated on the remote source. If this option is not enabled 013
profile information will be kept separate from remote source profile information.

[1 Enable user password medification (if supported by this authentication plug-in).
Enabling this option allows users to modify their password from within ©15 and to
use the OIS "lost password” feature to reset a forgotten password. These functions
will be unavailable to users with this authentication source if this option is not
enabled.

[[1 Enable user creation (if supported by this authentication plug-in). Users created
within 0J3 with this authentication source will be automatically added to the remote
authentication source if they do not already exist. Additionally, if this source is the
default authentication source, 0JS accounts created through user registration will
also be added to the remote authentication source.

LDAP Settings

Server hostname I

E.g., "ldap.example.com", or "ldaps://Idap.example.com” (to use S5L)

Figure 14: LDAP options and settings
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Version Checking

You can check which QJS version you are currently using from the Site
Administrator menu. Select “System Information”.

Home = User = Site Administration

Site Administration

Site Management

# Site Settings

» Hosted Journals

» Languages

» Authentication Sources

Administrative Functions

» System Information

» Expire User Sessions
# Clear Data Caches

» Clear Template Cache

Figure 15: System Information

From the System Information screen, you can see the current version
information. This screen also allows you to check for OJS software
updates.

System Information

OJS Version

Current version
2.1.1.0 (July 27, 2006 - 09:44 AM)

Check for updates

Version history
VERSION MAJOR MINOR. REVISION BUILD DATE INSTALLED
2.1.1.0 2 1 1 0 2006-07-27

0JS Configuration

EDIT

015 configuration settings from config.inc. php.

general
installed on
base_url http://pkp.=sfu.ca/ojs/checkout

Figure 16: Checking for updates
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You can also use this screen to edit your config.inc.php file, via the
web interface.

Expire User Sessions

This clears all active user sessions in the system, requiring any user
that is currently logged in to sign in to the system again.

Clear Data Caches

Clears all cached data. This function may be useful to force data to be
reloaded after customizations have been made.

Clear Template Cache

Clears all cached versions of HTML templates. This function may be
useful to force templates to be reloaded after customizations have
been made.
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Journal Managers

The Journal Manager manages the overall publishing system. This
does not involve any advanced technical skills, but entails filling out
templates and uploading files. The Journal Manager does the setup for
the journal, and enrols the Editors, Section Editors, Copyeditors,
Layout Editors, Proofreaders, and Reviewers.

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

Getting Started

* Log in to your OJS account.
e Select your role as ‘Journal Manager’:

Home = User Home

User Home

My Journals

Open Journal Systems

# Site Administrator

New OJS Journal

+ Journal Manager

Figure 17: Selecting your role
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* You will see a menu of options to choose from:

Home = User = Journal Management

Journal Management

Management Pages

» Files Browser

» Journal Sections

» Languages

» Editorial Team

» Prepared Emails

» Reading Tools

» Setup

» Stats & Reports

» Systemn Plugins

» Import/Export Data

Users

» All Users
» Create New User
» Merge Users

Roles

» Journal Managers

# Subscription Managers
» Editors

» Section Editors

» Lavout Editors

» Reviewers

» Copyeditors

» Proofreaders

» Authors

» Readers

Figure 18: Journal Management options

From here, you will be able to fulfill all of your tasks as the Journal
Manager.

Setting up a New Journal

* Go to the ‘Management Pages’ section.
e Select ‘Setup’ and follow the 5 steps to create your new journal:
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Home = User > Journal Management = Journal Setup

Journal Setup

1.

Five Steps to a Journal Web Site

Details

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

. Policies

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

. Submissions

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

. Management

Scheduling, subscriptions, and use of copyeditors, layout editors and proofreaders.

. The Look

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

Figure 19: Five steps to setting up a journal web site

library

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

functions.

You can get started quickly by filling in the most important

information first (journal name, principal contact, etc.) and returning
to the details later.

Step 1: Details

1.1 General Information

This form provides general details about your journal, including
the name, abbreviation, address, print or online ISSNs, and DOI.

Use the link provided to obtain an ISSN or DOI.

OJS in an Hour
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Journal title®
Journal initials®
Journal Abbreviation
Print ISSN

Online ISSN

DOI Prefix

Mailing Address

Home = User = Journal Management = Journal Setup

Step 1. Getting Down the Details

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

1.1 General Information

Ipen Journal Systems Demonstration Journal

IOJS D1

|015 Demo 3

|1.234-56?8
5?65-4321

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

I].D.1.234-

The DOI (Digital Object Identifier) Prefix is assigned by CrossRef and is in the
format 10.000¢ (.. 10.1234).

8888 University Drive
Burnaby, BC V5A 156

The journal's physical location and mailing address.

Figure 20: General Information

1.2 Principal Contact

Caontact.

Name®
Title
Affiliation
Email*
Phone
Fax

Mailing Address

1.2 Principal Contact

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

IJohn Smith

IJUurnaI Manager

IUnimzrs.it\,-r of British Columbia

Ijsrnith@ubc.c:a

IED4.98?.6543

1234 West Mall Complex
University of British Columbia
ancouwver, BC VBT 122

Figure 21: Principal Contact
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1.3 Technical Support Contact

1.3 Technical Support Contact

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

Name* |Jane Jones

Email® hjones@sfu.ca
Phone IED4.291.1234

Figure 22: Technical Support Contact Information

1.4 Email Identification

OJS makes extensive use of internal email forms. This signature
will appear on the bottom of all emails sent by the system.

You can also enter a bounce address, where any undeliverable
email messages will be sent.

1.4 Email Identification

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

Signature

Cpen Journal Systems Demaonstration Journal
http://pkp.sfu.ca/ojs/conferencedemao/index. php/demaojournal

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

Bounce Address I
Note: To activate this option, the site administrator must enable the
z2llow_envelope_sender option in the Q1S configuration file. Additional server
configuration may be required to support this functienality {(which may not be
possible on all servers), as indicated in the 0JS documentation.

Figure 23: Email signature
1.5 Publisher

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

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

Institution ISimon Fraser University Library

URL |http:ffwww.|ib.sfu.ca

Figure 24: Publisher information

1.6 Sponsoring Organizations

1.6 Sponsoring Organizations

sponsoring the journal will appear in About the Journal and may be accompanied by a note of
acknowledgement.

Note

Institution I

URL I

Add Sponsoring Organization |

The name of the organizations (e.qg., scholarly associations, university departments, cooperatives, etc.)

Figure 25: Sponsoring organization information

library

Additional organizations can be added by clicking the “Add

Sponsoring Organization” button.

1.7 Sources of Support

1.7 Sources of Support

About the Journal and may be accompanied by a note of acknowledgement.

Note

Contributor I

URL I

Add Contributor |

Additional agencies or organizations that provide financial or in-kind support for the journal will appear in

Figure 26: Sources of support information
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Additional sources can be added by clicking the “Add
Contributor” button.

1.8 Search Engine Indexing

1.8 Search Engine Indexing

To assist the users of =earch engines in discovering this journal, provide a brief description of the journal
and relevant keywords (separated by semicolons).

Description |

Keywords I

Custom tags

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

Figure 27: Search engine indexing information
Step 2: Policies
2.1 Focus and Scope of Journal

The following forms will add information to the About the
Journal section of your journal web site.

2.1 Focus and Scope of Journal

Enter a statement below, which will appear in About the Journal, that speaks to authors, readers, and
librarians about the range of articles and other items which the journal will publish.

Example drawn from...
The Law, Social Justice, and Global Development Online Jaurnal

This new academic ejournal will focus on the integration of
developing and newly industrialising countries as well as the
=o-called transitional countries of Central and Eastern Europe
into global economic, social and political processes. It will
examine the implications of globalization (in itself a contentious
concept; this will be explored in the ejournal) for the countries
concerned.

In particular, the ejournal will cover the impact of globalisation
on legal developments in relation to human rights; social
iustice: democratisation: constitutionalism: national. ethnic and

If using HTML in Setup text boxes (for font size, bold, color, etc.), note that "returns” in the text are
automatically treated as <br>.

Figure 28: Focus and scope of the journal
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2.2 Peer Review

2.2 Peer Review

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

Figure 29: Peer review

Review Policy

This will be visible on the About the Journal section.

Review Policy

Peer review in Filaria Journal is designed to ensure that the ~
research published is 'good science’.

Filaria Journal accepts articles spanning a wide range of

=cientific interests, as long as the results and conclusions are
=cientifically justified and not misleading.

We recognize the importance of highlighting articles that contain
the most interesting, important or significant research. Peer
reviewers are asked to indicate which articles they consider to
be especially interesting ar significant. These articles will be
given greater prominence within Filaria Journal and greater
external publicity.

Figure 30: Review policy

Review Guidelines

Review Guidelines

The Review Guidelines provide reviewers with criteria for judging a submission's suitability for publication in
the journal, as well as any special instructions for preparing an effective and helpful review.

Drawn from the Journal of Public Policy & Marketing... "

A= a reviewer, you are to assess the potential contribution to
knowledge of manuscripts in your areas of expertise and, when
it seems productive to do so, to offer guidance likely to further
zuch contributions. The reviewer report form provides an
overview of your judgment of the paper; however, your written
comments to the editor primarily impact the disposition of the
paper. Your written comments to the author should provide
guidance regarding a possible revision or resubmission. In
preparing reviews, adhere to the following quidelines:

Figure 31: Review guidelines
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Review Process

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

Review Process

0JS supports two models for managing the review process. The Standard Review Process is recommended
because it steps reviewers through the process, ensures a complete review history for each submission,
and takes advantage of automatic reminder notification, and standard recommendations for submissions
(Accept; Accept with revisions; Submit for review; Submit elsewhere; Decline; See comments).

Select one of the following:

(@ Standard Review Process
Editors will email selected Reviewers the title and abstract of the submission, as well as an invitation
to log into the journal web site to complete the review. Reviewers enter the journal web site to
agree to do the review, to download submissions, submit their comments, and select a
recommendation.

Email-Attachment Review Process

When the Section Editor sends Reviewers a reguest to review, it will include the submission as an
attachment. If Reviewers are willing, they will first email their assent, and later email their review
and recommendation to the Editor. The Editors will the copy the review under the Reviewer's name
on the Review page and enter the Reviewer's recommendation for the submission, ensuring that the
system has a record for review process.

Figure 32: Review process

Review Options

OJS allows for the configuration of a number of review options,
including how long reviewers have to complete their review,
when to send reminders to reviewers (see the technical
documentation to enable this option), use a rating system for
reviewers (visible only to the editors), and setting up one-click
access for reviewers.

One-click access allows editors to send reviewers an email
message with a secured URL, taking them directly into the
appropriate section of QJS, without the need to create an
account or login. This option was created to reduce any
technical barriers to reviewer participation.
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Review Options
Review Time

The typical period of time allowed for reviews: IE weeks
MNote: Can be modified during the editorial process.

Reviewer Reminders
Automated email reminders (available in 015's default Emails) can be sent to reviewers at two points (while
the editor can always email the reviewer directly as well):

If reviewer has not responded to a review request within I 5 days.
If reviewer has not submitted a recommendation within I 0 days after review's due date.
MNote: To activate these options, the site administrator must enable the scheduled tasks option in the 015

configuration file. Additional server configuration may be required to support this functionality (which may
not be possible on all servers), as indicated in the Q1S documentation.

Reviewer Ratings

Editors will rate reviewers on a five-point quality =cale after each review.

Reviewer Access

L Enable one-click reviewer access.

Mote: The email invitation to reviewers will contain a special URL that takes invited reviewers directly to the
Review page for the submission (with access to any other pages requiring them to log in). 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.

Reviewers will have access to the submission file only after aareeing to review it.

Figure 33: Review options

2.3 Privacy Statement

The privacy statement will appear on the About the Journal
section of your web site.

2.3 Privacy Statement

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

Figure 34: Privacy statement
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2.4 Add Item to Appear in "About the Journal”

If you wish to add more information to the “About the Journal”
section, this section allows you to enter content.

2.4 Add Item to Appear in "About the Journal”

Title |

Content

Add About tem I
Figure 35: Add ltem to Appear in “About the Journal”

2.5 Journal Archiving

LOCKSS is an open source solution to archiving online journals.
To ensure the preservation of your journal, follow the steps
outlined in this section. QJS will even generate the email
message to send to the participating libraries.
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2.5 Journal Archiving

Open Journal Systems supports the LOCKSS (Lots of Copies Keep Stuff Safe) system to ensure a secure
and permanent archive for the journal. LOCKSS i= open source software developed at Stanford University
Library that enables libraries to preserve selected web journals by regularly polling registered journal
websites for newly published content and archiving it. Each archive is continually 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.

Setting up LOCKSS support for Open Journal Systems does not need to take 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 and/or institutions already participating in LOCKSS. See participating
libraries. Use the prepared invitations for (i) libraries participating in LOCKSS or (ii) libraries not vet

participating in LOCKSS.

Enable LOCKSS to store and distribute journal content at participating libraries via a LOCKSS Fublisher
Manifest page. A LOCKSS license will appear in About the Journal under Archiving:

his journal utilizes the LOCKSS system to create a distributed
archiving system among participating libraries and permits those
libraries to create permanent archives of the journal for purposes
of preservation and restoration. <a
href="http://lockss.stanford.edu/"=More...</a=

See other versions of a LOCKSS license.

Figure 36: Journal Archiving
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2.6 Security/Access Settings

2.6 Security/Access Settings

Q]S provides a number of security-related options that can be used to restrict to the journal's contents, and
maintain additicnal information about submissions for auditing purposes.

User Registration

= Allow users to register with the journal site as:
Readers
Authors

Reviewers

O Dizable user registration. Users will have to be manually created by a journal manager.

Site Access
® Unregistered users can view the journal site.

O Users must log in to view the journal site.

Article Access

® Unregistered users can view the full text of published articles.

e Users must log in to view the full text of published articles.

Reader Comments

® Reader comments are disabled.

e Registered users can post; ancnymous posting is disabled.
[ &) Users can post anonymously, but must be registered.

[ ] Allow anyone to post anonymouslhy.

Logging and Auditing

| Enable submission event legging, which maintains a log of all actions on a submission (accessible
via each submission's "History" page).

| Enable submiszion email logging, which maintains a log of all emails =ent out related to a
submission (accessible via each submission's "History" page).

Figure 37: Security and access settings

You will need to make your selections based on the level of
access you wish to provide to your journal. You may wish to
restrict access to registered users, or allow free access to your
content.

You can also decide whether to allow for reader comments and
for logging and auditing of your journals submissions.

Logging and auditing are also available, to help you track
actions taken on a submission and emails send out via OJS.
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Step 3: Submissions
3.1 Author Guidelines

These guidelines will appear on the About the Journal page.

5.1 Author Guidelines

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

IThis journal adheres to the bibliographic and research paper
formatting requirements laid out in the Fublication Manual of the
lamerican Pyschological Association, S5th Edition (2001).

S

For example...

iAlverez, A, (1970). The savage god: A study of suicide. New
'York: Random House.

Matarajan, R., & Chaturvedi, R. (1983). Geology of the Indian
COcean. Hartford, CT: University of Hartford Press.

Maddux, K. (1997, March). True stories of the internet patrol.
MNetGuide Maoazine. 12(2), 88-92.

If using HTML in Setup text boxes (for font size, bold, color, etc.), note that "returns" in the text are
automatically treated as <kz>.

W

Figure 38: Author guidelines
Submission Preparation Checklist

When submitting to your journal, authors will be asked to
ensure certain conditions are met using the submission
preparation checklist. Author submissions will not be accepted
until they agree that all conditions have been met.

Default items are provided, but you may add new ones or delete

any that do not apply to your journal, using the “Add Checklist
Iltem” or “Delete” buttons.
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Submission Preparation Checklist

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

The submission file is in Microsoft Word, RTF, or  Delete I
WordPerfect document file format. ' '

The submission has not been previously Delete I
published, nor is it before another journal for
consideration {or an explanation has been

provided in Comments to the Editor).

Al URL addresses in the text {e.g., <a Delete I
href="http://pkp.ubc.ca"=http://pkp.ubc.ca</a=
are activated and readv to click.

< | [

IThe text is single-spaced; uses a 12-point | 4 Delete I
fant; employs italics, rather than
underlining (except with URL addresses);

iand all illustrations, figures, and tables are
placed within the text at the aoorooriate

| £

The text, if submitted to a peer-reviewed a0 Delete
izection (e.qd., Articles), has had the e,

authors' names remowved. If an author i=
cited, "Author" and year are used in the
biblicarachy and fostnotes. instead of

iThe text adheres to the stylistic and Delete I
bibliographic reguirements outlined in the =a
href="htto://oko.sfu.calois/conferencedemo/ind

< ! >

Add Checklist kem |

0 0 B § R

Figure 39: Submission preparation checklist
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3.2 Copyright Notice

This copyright notice will appear on the About the Journal page.

3.2 Copyright Notice

This Copyright Notice will appear in About the Journal and in each published item's metadata. Authors can
retain copyright, while granting the journal right of first publication. Alternatively, authors can transfer
copyright to the journal, which then permits authors non-commercial use of the work, including the right to

place it in an open access archive. In addition, Creative Commons can be consulted for flexible copyright
licenses.

iThe copyright for articles in this journal are retained by the
author(s), with first publication rights granted to the journal. By
virtue of their appearance in this open access journal, articles are
free to use with proper attribution in educational and other
non-commercial settings.

.| Require authors to agree to Copyright Notice as part of the submission process.

Figure 40: Copyright notice
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3.3 For Authors to Index Their Work

3.3 For Authors to Index Their Work

015 adheres to the Open Archives Initiative Protocol for Metadata Harvesting, which is the emerging
standard for providing well-indexed access to electronic research resources on a global scale. The authors
will use a similar template to provide metadata for their submission. The Journal Manager should select the
categories for indexing and present authors with relevant examples to assist them in indexing their worl,
separating terms with a semi-colon (e.g., term1; term2). The entries should be introduced as examples by
using "E.g.," or "For example,”.

Academic Discipline and Sub-Disciplines
Useful when journal crosses disciplinary boundaries and/or authors submit multidisciplinary items.
Provide examples of relevant academic disciplines far this journal:
IFl:nr example, Education; Sociology; Psychology

(E.g., History; Education; Sociology; Psychology; Cultural Studies; Law)
Subject Classification

Title IEF{IC Thesaurus

URL Ihttp:/feric.ed.gnv:SDIERICWEbPDr‘taVHDmE.
(E.g., Mathematics Subject Classification; Library of Congress Classification)
Keywords

Provide examples of keywords or topics as a quide for authors:
IFl:nr example, Reading comprehension; Curriculum design; Schoo

(E.g., Photosynthesis; Black Holes; Four-Color Map Problem; Bayesian Theory)

Coverage
Refers to geo-spatial location, chronological ar historical coverage, and/or characteristics of
research sample.

Provide examples of relevant geo-spatial or geographical terms for this field:
IFnr example, Vancouver School Board; Canada; English-speakin

(E.a., Iberian Peninsula; Stratosphere; Boreal Forest; etc.)

Provide examples of relevant chronological or historical terms for this field:
IFnr example, Contemporary; 1960-1985; Twentieth century

(E.a., European Renaissance; Jurassic Period; Third Trimester; etc.)

Provide examples of research sample characteristics for this field:
IFnr example, Grade § students; Lower SES; English as a second
(E.g., Age; Gender; Ethnicity; etc.)

Type (Method/Approach)

Provide examples of relevant research types, methods, and approaches for this field:
IFl:nr example, Survey/interview; Ethnographic; Quasi-Experiment

(E.g., Historical Inguiry; Quasi-Experimental; Literary Analysis; Survey/Interview)

Figure 41: For authors to index their work

Carefully selecting the most appropriate disciplines,
classification system, and keywords will enhance the ability of
others to find your articles.

In OJS, authors index their own submissions, but this
information can be changed by the editors prior to publication.

OJS in an Hour 46



3.4

3.5

PUBLIC
KNOW
LEDGE

Register Journal for Indexing

universirvlibrary

3.4 Register Journal for Indexing (Metadata Harvesting)

To have the contents of this journal indexed within a globally distributed system of rezearch databases,
register your journal's URL with the Public Knowledge Project metadata harvester. This tool collects the
metadata from each indexed item in this journal, enabling accurate and collective searching among the
research sites that adhere to the Open Archives Initiative Protocol for Metadata Harvesting.

Mote that if your site administrator has already registered this site with the PKP Harvester, your journal will
be indexed automatically and you do not need to register your journal.

Click here and enter http://pkp.sfu.ca/ojs/demo/present/index.php/demojournal under Site URL, and
http://pkp.sfu.ca/ojs/demo/present/index.php/demojournal/oai under Base URL for OAI Archive.

Figure 42: Register journal for indexing

Registering your journal for OAI harvesting will substantially
increase the ability of readers to find your articles.

Notification of Author Submission

3.5 Notification of Author Submission

0On completing the submission process, authors are automatically sent an acknowledgement email (which
can be viewed and edited in Prepared Emails). In addition, a copy of the acknowledgement email can be
zent as follows:

[l Send a copy to the journal's primary contact, identified in Setup Step 1.

| Send a copy to this email address: I

Figure 43: Notification of Author Submission

OJS in an Hour

47




PUBLIC
KNOW
LEDGE

SIMON FRASER | 3
universirvlibrary
Step 4: Management

4.1 Publication Scheduling

OJS allows you to set the publication schedule that is best for
your journal.

4.1 Publication Scheduling

Publication Schedule

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

The journal is published quarterly.

Format

Select the default format for identifying journal issues and/or volumes. The format can be overridden for
individual issues.

Volume, issue, and year

Volume and year

Year

Custom issue title

Mote: While a title can be added to any issue, with this final option, the issue is identified by its title
alone (if 015 is used, for example, for a set of edited valumes).

LI I R

Starting Point and Frequency

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

Number I]_—
Volume Il—
Year IW
Iszues per volume Iq.—
Volumes per year I]_—

Note: Leave items blank if not used with this journal, and editars can re-set numbers in the publishing
process.

Figure 44: Publication scheduling
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4.2 Identification of Journal Content

Unique Identifier

Articles and issues can be tagaged with an identification number or string, employing a reqgistration system
such as the Digital Object Identifier System (DOI).

| Custom identifiers will be used to identify issues.
[l Custom identifiers will be used to identify published items.

| Custom identifiers will be used to identify supplemental article files.

Page Number Option
Page numbers for items will be calculated and entered manually in the Table of Contents (e.g., pp.
13-28).

Figure 45: Identification of journal content

Visit http://doi.org/ to learn more about registering for a Digital

Object Identifier for your journal.

A page number option is also available for journals.

Online Access Management

Fill in this section to indicate whether your journal will be open
access or charge subscription fees to access the content. If you

will be charging subscriptions, the role of a subscription
manager will be created.
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4.3 Online Access Management

(® The journal will provide open access to its contents.

Open Access Policy

Enter a statement on the journal's open access policy that will appear in About the Journal.

IThiz journal provides immediate open access to its content on the
principle that making rezearch freely available to the public
=upports a greater global exchange of knowledge.

(O The journal will require subscriptions to access some or all of its contents.

The Subscription Management module requires that a Subscription Manager be assigned who has

access to the module, which includes additional open access, self-archiving, and email notification
options.

Figure 46: Online Access Management

4.4 Announcements

This allows you to create an Announcements page, and post
messages to your readers.

4.4 Announcements

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

F Enable Journal Managers to add journal announcements.
| Displavl 1 of the most recent announcements on the journal homepage.

Additional Information

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

Figure 47: Announcements
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4.5 Copyeditors

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

If you have individuals to act as copyeditors, select the first
option. If your editors will be acting as copyeditors, select the
second option.

4.5 Copyveditors
Select one:

@ The journal will designate Copyeditors for working with each submission.

O Copyediting will be undertaken by the editor.

Copyedit Instructions

The Copyedit Instructions will be made available to Copyeditors, Authors, and Section Editors in the
Submission Editing stage. Below is a default set of instructions in HTML, which can be modified or replaced
by the Journal Manager at any point {in HTML or plain text).

iThe copyediting stage is intended to improve the flow, clarity, ”
grammar, wording, and formatting of the article. It represents

the last chance for the author to make any substantial changes

to the text, as the next stage is restricted to typos and

fformatting corrections.

[The file to be copyedited is in Word or .rtf format and therefore
can be easily edited as a word processing document. This set of
instructions displayed here proposes two approaches to
copyediting. The one is based on Microsoft Word's Track

Changes feature and requires that the copyeditor, editor and
author have access to this program. A second system, that is
software independent, has been borrowed, with permission, w

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

Figure 48: Copyeditors

The instructions will be made available to copyeditors, authors,
and section editors in the Submission Editing stage.
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4.6 Layout Editors

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

If you have individuals to act as layout editors, select the first
option. If your editors will be acting as layout editors, select the
second option.

4.6 Layout Editors

Select one:

O The journal will designate Layout Editors to prepare the galleys in HTML, PDF, PS, etc., file formats
for electronic publication.

® The editors will prepare the galleys in the appropriate format for electronic publication.

Layout Instructions

Layout Instructions can be prepared for the formatting of publishing items in the journal and be entered
below in HTML or plain text. They will be made available to the Layout Editor and Section Editor on the
Editing page of each submission. (As each journal may employ its own file formats, bibliographic standards,
style sheets, etc., a default set of instructions is not provided.)

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

Layout Templates

Templates can be uploaded to appear in Layout for each of the standard formats published in the journal
(e.g., article, book review, etc.) using any file format (e.q., pdf, doc, etc.) with annotations added
specifying font, size, margins, etc. to serve as a guide for Layout Editors and Proofreaders.

Title |
Template File | Browse.. | Upload I
Figure 49: Layout Editors

The instructions will be made available to layout editors and
section editors on the Editing page of each submission.
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Proofreaders

The Proofreader carefully reads over the galleys in the various
formats in which the journal publishes (as does the author). The
Proofreader (and the Author) records any typographic and
formatting errors for the Layout Editor to fix.

If you have individuals to act as proofreaders, select the first
option. If your editors will be acting as proofreaders, select the
second option.

4.7 Proofreaders

Select one:

[ ) The journal will designate Proofreaders who will (along with the authors) check galleys.

® The editors and authors will proofread the galleys.

Proofing Instructions

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

IThe proofreading stage is intended to catch any errors in the ~
galley's spelling, grammar, and formatting. More substantial
changes cannot be made at this stage, unless discussed with the
Section Editor. In Layout, click on WIEW PROOF to see the HTML,
FDF and other available file formats used in publishing this item.

<ztrong=For Spelling and Grammar Errors</strong=
Copy the problem word or groups of words and paste them into

the Proofreading Corrections box with "CHANGE-TQ" instructions
to the editor a= follows...

1. CHANGE... e

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

Figure 50: Proofreaders

The instructions will be made available to proofreaders, authors,
layout editors, and section editors in the Submission Editing
stage.
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Step 5: The Look

5.1 Journal Homepage Header

Titles and images can be added to give your journal a unique
appearance and identity.

5.1 Journal Homepage Header

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

Journal title
(@) Title text |Open Journal Systems Demonstration Journ
) Title image I Browse... Upload |
Journal Logo
Loge image I Browse. .. Upload |

Figure 51: Journal Homepage Header
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5.2 Journal Homepage Content

Use this section to customize the appearance of your journal’s
homepage, including a description, an image, the table of
contents for the latest issue, and any additional content.

5.2 Journal Homepage Content

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

Journal Description

Add a brief 20-25 word description in text/HTML which will appear just below the navigation links.

his is a demonstration site for the open access journal management
and publishing system developed by the Public Knowledge Project.

Homepage image

Add an image or graphic file to the middle of the page.

Homepage image I Browse... Upload |

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

Additional Content

Add the following centent, using text/HTML, which will appear below the hemepage image, if one is
uploaded.

Figure 52: Journal Homepage Content
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5.3 Journal Page Header

This option allows you to place a different title, image, or logo
on pages other than the homepage. In many cases, this may
simply be a smaller version of the homepage logo.

5.3 Journal Page Header

A graphic version of the journal's title and logo {.gif, .jpg, or .png file), possibly a smaller version of the one
uzed on the homepage, can be uploaded to appear as a header on journal pages, which will replace the text
wersion that otherwise appears.

Journal title
@3' Title text |Dpen Journal Systems Demonstration Journ
) Title image | [ Browss.. | Upload |
Journal Logo
Logo image | [ Browse.. | Upload |
Alternate Header

Alternately, instead of title and logo, an HTML version of the header can be inserted into the text box below.
Leave textbox blank if not required.

Figure 53: Journal Page Header
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5.4 Journal Page Footer

Footers can also be added to each page of your journal.

5.4 Journal Page Footer

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

Figure 54: Journal page footer

5.5 Navigation Bar

5.5 Navigation Bar

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

Label name ISimon Fraser University

The label value 15 a literal string (e.qg., "Journal Setup”) rather than a
localization message key (e.g., "manager.setup”)

URL |http:)‘fwww.|ib.5fu.u:a

URL is an absolute URL (e.g., "http://www.example.com") rather than a path
relative to the site (e.g., "/manager/setup™)

Add ltem |

Figure 55: Navigation bar

By default, the most important navigation links will be included
in your journal. However, if there are additional items to
include, you may do so here (e.g., a link to the publishing
institution’s home page). Additional links may be added using
the “Add Item” button.
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5.6 Journal Style Sheet

If you would like to add your own style sheet for your journal,
you may add one here.

5.6 Journal Style Sheet

By default journals and the site use a common style sheet (located in the "styles" subdirectory of the site).
The default style rules can be overridden by uploading a journal-specific cascading style sheet.

Journal style sheet I [ Browse... ] Upload |

Figure 56: Journal Style Sheet

A copy of the general OJS v.2.x style sheet is available at:
http://pkp.sfu.ca/ojs/download/common.css

To change the background colour to white, for example, edit
the common.css file, changing from this:

body { body {

mar gi n: O; mar gi n: O;

paddi ng: O; paddi ng: O;

background- col or: #FBFBF3; ) background- col or: #FFFFFF;
col or: #111, to this col or: #111,

font-famly: font-famly: Verdana, Ari al,
Ver dana, Ari al , Hel veti ca, sans-serif;

Hel veti ca, sans-serif; }

}

Once you’ve made and saved the changes to your copy of the
common.css file, upload it using the Journal Style Sheet upload
tool.

For more complex style sheet modifications, or to change an
OJS template, consult the OJS Technical Reference
(http://pkp.sfu.ca/ojs/OJSTechnicalReference.pdf).
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5.7 Information

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

For Readers

We encourage readers to sign up for the publishing notification
service for this journal. Use the <a
href="http://pkp.=fu.ca/ojs/conferencedemo/index.php/democijournaly
link at the top of the homepage for the journal. This registration will
result in the reader