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Topics in Scholarly Communications is a practice open access journal
developed by students of LIBR559L at the University of British
Columbia’s School of Library, Archival and Information Studies (SLAIS),
in the Spring of 2008, in order to learn about scholarly communications
through practice - acting as authors, editors, peer reviewers, and
journal managers. Thanks are due to UBC Library and Bronwen
Sprout for hosting the journal and providing support. Student feedback
was that this exercise was valuable, and that future classes might
simply publish new issues of the journal rather than starting their own.
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Open Journal Systems

Scholars need the means to launch a new generation of journals committed
to open access, and to help existing journals that elect to make the
transition to open access...”

Budapest Open Access Initiative, 2002

Open Journal Systems (0JS) is a journal management and publishing system
that has been developed by the Public Knowledge Project through its
federally funded efforts to expand and improve access to research.

0Js Features

0J5 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.
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0J5 assists with every stage of the refereed publishing process, from
submissions through to online publication and indexing. Through its
management systems, its finely grained indexing of research, and the context
it provides for research, 0JS seeks to improve both the scholarly and public
quality of referred research.

0J5 is open source software made freely available to journals worldwide for
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Topics in Scholarly Communications is produced using Open Journal
Systems (OJS), a free, open source journal publishing software
platform first developed at the University of British Columbia by John
Willinsky and his team at the Public Knowledge Project. OJS is now
used by more than 1,000 journals around the world. Many university
libraries are now using OJS to support journals their faculty are involved
in. The focus of this presentation is an illustration of OJS in action -
from author registration and submission, to final publication.
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Registration - a very simple process using a web form - is the same
process for readers authors, peer reviewers, and editors. It is not
unusual for one person to fulfill more than one role with a journal. Itis
very important to fill out the Bio information - for authors, this becomes
visible through the Reading Tools after publication. This information is
also very helpful to Editors to appropriate assign peer reviewers.
Potential reviewers are well advised to fill out the reviewing interests;
this alerts the Editor to send along the articles that you will find most
interesting! Editorial roles are assigned by the Journal Manager, after
the editor has registered as a user.
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Okay, | have registered as an author and reviewer, and the journal
manager has enrolled me as an editor! | have written a brief article,
and wish to submit it. The first step is to log in.
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USER

User Home

You are logged In as..
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JOURNAL CONTENT
Search

—
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Search |

As it happens, | have many roles which all show up in my User Home.
If | were just an Author or Editor, fewer options would show here. Since
| am now acting as an Author, | will click on the Author link.
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Submissions

Start here to submit a manuscript to this journal. « Active

JOURNAL CONTENT
search

Search
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INFORMATION

 For Readers

Here is a quick link to get the submission process started.
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WOME  AGOUT  USERHOME | SEARCK  CURRENT  ARCHIVES  Lisk 5591
Home > User > Author > Submissions > New Submission
. o user
Step 1. Starting the Submission You are Iogged In as.
heatharm

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

Authors submit items to this journal through this web site in a five-step process for uploading the,
manuscript and relevant information (with an option to upload, as well, supplementary files, such as
research data and instruments). If difficulties are encountered in this process, contact Bronwen Sprout by
email or phone (604) 827 3953 for assistance.

Search

Submission Checklist

Authors must indicate with a checkmark that their submission meets each of the following requirements
before proceeding to Step 2 in the submission process.

[¢ 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 Microsoft Word document file format.
[¢ Al URL addresses in the text (e.g., http://pkp.sfu.ca) are activated and ready to click
[¢ The text s single-spaced; uses a 12-point font; employs talics, rather than underlining (except with
URL addresses); and all illustrations, figures, and tables are placed within the text at the appropriate INFORMATION
points, rather than at the end. .

Journal Section

Select the appropriate section for this submission (see Sections and Policies in About the Journal).

Section * Peer Review Exercise =l

Comments for the Editor

Enter text (optional)  [Fhanks for the checkist - good reminder to change
lthe font to 12-pointl

| save and continue JNETIZT]

Denotes required fleld

A Submission Checklist, which can be modified in Journal Management
to suit the individual journal, provides guidance to the author about the
journal policies and format, and provides an opportunity to send
comments to the editor. Let’s click Save and Continue...
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Home > User > Author > Submissions > New Submission
Step 2. Entering the Submission's Metadata

USER

You are logged In as.
heatherm

1.START 2. ENTER METADATA 3. UPLOAD SUBMISSION 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION « My Journa
o My Profile
This journal gathers metadata about each submission, according to the standards set by the Open Archives

Initiative, which is the emerging online standard for identifying research resources. This enables collective

and accurate searching across OAI databases, increasing the likelihood that readers will find submissions

« Sign out

such as this one. Editors may insist that metadata be provided before initiating the editorial process. JOURNAL CONTENT
L Search
Journal's Privacy Statement
Al ~l
The names and email addresses entered in this journal site will be used exclusively for the stated purposes Search
of this journal and will not be made available for any other purpose or to any other party.
Brovse

Authors

For submissions with more than one author, order authors as they are to appear on citation.

First name * Heather
Middle name INFORMATION
Last name * [Morrison o For Reade

o for
Affiliation

Email * jheatherm@eln.be.ca

Bio statement djunct Faculty, SLAIS
(E.g., department Project Coordinator, BC ELN
and rank)

Add Author

Title and Abstract
Title * [Topics in Scholarly Communications
Abstract (Columbia.

lOpen Journal Svstems is a publishina software that automates much of

Now we enter the Metadata for the Submission, as required or
recommended by the journal, including Title and Abstract. If we have
co-authors, we can enter their names here.
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LIBR 559L OPEN JOURNAL SYSTEN
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Home > User > Author > Submissions > New Submission

Step 3. Uploading the Submission oen

You are logged In as
heatherm

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

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

« Slgn out

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

JOURNAL CONTE
2. Locate the file you wish to submit and highlight it Search
3. Click Open on the Choose File window, which places the name of the file on this page.
4. Click Upload on this page, which uploads the file from the computer to the journal's web site and
renames it following the journal's conventions. All =l
5.

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

Search
The file can be viewed by clicking on the file name. A new or revised file can be uploaded, deleting the one

that currently appears. If you have difficulties uploading the submission, contact Bronwen Sprout by email Browse
or phone (604) 827 3953 for assistance. By Issve
By Author
By Title

Other Journals

Submission File

No submission file uploaded
Upload submission file [fUsers heathermorrison/C Upload .
[ save and continue eI :

* Denotes required fleld

Librarians

Now we can upload the article - just browse to fine the article on your
desktop, Upload, and click Save and Continue.
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Home > User > Author > Submissions > New Submission

Step 4. Uploading Supplementary Files

2. ENTER META 3. UPLOAD SUBM|

10N 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION

This is an optional step in the submission process. Supplementary Files operate like an appendix to the
submission, intended to improve the contribution which the submission makes. Supplementary Files might
include (a) research instruments, (b) data sets, which comply with the terms of the study's research ethics
review, (c) sources that otherwise would be unavailable to readers, or (d) figures or tables that cannot be
integrated into the text itself. These files are also indexed by the author, identifying their relation to the

as well as their p. y Files can be uploaded in any file format and will be
made available to readers in their original format.

D TITLE ORIGINAL FILE NAME DATE UPLOADED ACTION

No supplementary files have been added to this submission.

Upload supplementary file Browse... | Upload
Cancel

* Denotes required fleld

OPEN JOURNAL S

TEMS
rnal Help
USER

You are logged In as...
heatherm

« Slan Out

JOURNAL CONTENT
Search

All x|
Search

Browse

INFORMATION

r Readers
o For Authors

Next, there is an option to add supplementary files. This is not
applicable, so let’s click Save and Continue and move on...
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Home > User > Author > Submissions > New Submission

Step 5. Confirming the Submission

USER

You are logged In as.

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

With the previous four steps of the submission process completed, click "Finish Submission” to submit your
manuscript to Topics in Scholarly Communications. You will receive an acknowledgement by email and will
be able to view your submission's progress through the editorial process by logging in to the journal web
site. Thank you for your interest in publishing with Topics in Scholarly Communications.

File Summary

D ORIGINAL FILE NAME TYPE FILE SIZE DATE UPLOADED

No files have been attached to this submission.

[ Finish Submission JeUIT]

* Denotes required fleld

JOURNAL CONTENT
Search

All

Search

Browse

INFORMATION

 For Readers

o For Librarlans

Now, we’re done! So let’s click Finish Submission.
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Home > User > Author > Submissions > Open Journal Systems
USER

Open Journal Systems

You are logged In as.
heatherm

Submission complete. Thank you for your interest in publishing with Topics in Scholarly Communications.

» Active Subi

ns

AUTHOR
Submissions

JOURNAL CONTENT

Search

An acknowledgement of our submission appears on screen.



From: Heather Morrison <hgmorris@gmail.com>
Subject: [TSC] Submission Acknowledgement
Date: May 10, 2008 4:15:19 PM PDT (CA)
To: Heather Morrison <heatherm@eln.bc.ca>

Heather Morrison:

Thank you for submitting the manuscript, "Topics in Scholarly
Communications” to Topics in Scholarly Communications. With the online
journal management system that we are using, you will be able to track its
progress through the editorial process by logging in to the journal web
site:

Manuscript URL:
http://ojs.library.ubc.cafindex.php/librs591l/author/submission/197
Username: heatherm

If you have any questions, please contact me. Thank you for considering
this journal as a venue for your work.

Heather Morrison
Topics in Scholarly Communications

Topics in Scholarly Communications
A Practice Journal
http://ojs library.ubc.ca/index.php/librs59|

And, we receive an acknowledgement of the submission by e-mail, too.
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Active Submissions

197 05-10 PR Morrison

1-10f 1 Items

Start here to submit a mai
STEP ONE OF THE SUBM

JOURNAL CONTENT

search

INFORMATION

In OJS, we have an Author’s Workspace, where we can see the Status
of our article - currently Awaiting assignment. Authors can continue to
check on the status of their work through this space.



Topics in Scholarly Communications

HOME ABOUT LOGIN REGISTER SEARCH CURRENT ARCHIVES LIBR 555L -
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Username  [slais Remember me
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Passwor d - [eernnx —

r Remember my username and passwor d JOURNAL CONTENT
Sign In Search

All >l
Search

To move along to editing, peer review, and publishing, let’s log on as
the Journal Manager. The Journal Manager is like a super-editor, or
Editor-in-Chief. That is, the Journal Manager is an Editor who will often
assign individual articles to other Editors, often Section Editors.
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Journal Help
Home > User > Editor
. USER
Editor Home You are logged In as
slais
Submissions

JOURNAL CONTENT

Search

Al =~
Search

Brow:

INFORMATION

When | click on the Editor home page, | see that there is one
Unassigned article. There are also 6 articles in review; leftovers from
this Spring’s class - better clean this up! But first, let’s click on
Unassigned.



Topics in Scholarly Communications
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Home > User > Editor > Submissions > Unassigned

Unassigned

itle contains v
Submitted | between S ~] and S ~I

ID SUBMIT SEC  AUTHOR

197 0510 PR M

1-10f 1 Items

Section: [All Sections K|

JOURNAL CONTENT

The article appears. We click on the highlighted title, Topics in
Scholarly Communications.
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HOME  ABOUT  USER HOME  SEARCH  CURRENT  ARCHIVES  LIBR S5SL
ournal Help
Home > User > Editor > Submissions > #197 > Summary
USER

#197 Summary

You are logged In as.
slais

SUMMARY  REVIEW  EDITING  HISTORY
Submission

Authors Heather Morrison (=]

Title Topics in Scholarly Communications EDITOR
Origina file None Submissions
Supp. files None 20

Submitter Heather Morrison (=]
Section Peer Review Exercise  Change to [ Peer Review Exercise =1 _Record
Section Editor None assigned R

Comments to editor  Thanks for the checklist - good reminder to change the font to 12-point!

Status

Status Awaiting ssignment ancuy

Initiated 2008-05-10 JOURNAL CONTENT
Lst modified 2008-05-10 searcn
Submission Metadata Al ~

ot e Search

Browse
Authors

Name Heather Morrison (]

Affiliation - als
Bio statement Adjunct Faculty, SLAIS

Project Coordinator, BC ELN
Principal contact for editorial correspondence.

INFORMATION

Title and Abstract

TiHe Taniee in Sehalarly Fammunieatiane

First, we see the Summary page. As the Journal Manager, we need to
assign an Editor to this article, so let’s click on Assign Editor.
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 559L OPEN JOURNAL SYSTEMS
Journal Help

Home > User > Editor > Submissions > #197 > Summary > Section Editors
USER

Section Editors

You are logged In as...
slais

Select Section Editor o My Jourals
o My Profile

|First name | |contains ~| Iheather Search * Slon Out

ABCDEFGHIJKLMNOPQRSTUVWXYZAI EDETOR

Submissions

NAME SECTIONS COMPLETED ACTIVE ACTION

HEATHER MORRISON FPP 0 0 ASSIGN

1-1of1Items

This is not exactly customary in peer review, but for the purposes of this
exercise, I'll assign myself as an Editor. A journal will often have a
roster of Editors to select from. Once an Editor is found, to Assign, the
Editor, just click Assign.
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Home > User > Editor > Submissions > #197 > Summary > Email

Send Email

To [Heather Morrison <heatherm@eln.be.ca>
cc [
BCC I

Add Recipient | Add CC | _Add BCC

From User Slais <slais_user@mailinator.com>
Subject [TSC] Eaorial Assignment
Body IHeather Morrison:

[The submission, "Topics in Scholarly Communications,” to Topics in Scholarly
|Communications has been assigned to you to see through the editorial
lprocess in your role as Section Editor.

[Submission URL:
Inttp://ojs.library.ubc.ca/inds d
lUsername: heatherm

[Thank you,
lUser Slais
fslais_user@mailinator.com

T _cancel

USER

You are logged In as.
slais

+ My Journals

roflle

« Slan out

EDITOR
Submissions

+ Unassigned (1)

ev )
+ In Edlting (6)

JOURNAL CONTENT
Search

Al ~
search

Browse

INFORMATION

or Readers

Assigning the Editor triggers an e-mail, to alert the Editor about the
assignment.
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Home > User > Editor

Editor Home

Submissions

ed (0)
w (1)
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» Archives

Issues

USER

You are logged In as...
slais

JOURNAL CONTENT
Search

Al |
Search

Browse

INFORMATION

Now, | am the Editor, and | have signed in as such. Here is my Editor
home page; | have one article to work on. To get to work, | click on In

Review.
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#197 Review

REVIEW  EDITING  HISTORY

Submission

Upload

Peer Review  Round1  seiecrmsviewen  eoners, canceis s mevious nounps

Editor Decision

sel

The first step would be to read the article, to see whether it fits with this
particular journal, and is of a quality that we might want to consider.
What happens next depends a lot on the policies of the journal, and
whether an article is destined for a peer review section. If the article is
going to blind peer review, we will probably want to review the article
carefully to remove any information that would identify the author, and
upload a Review Version. After selecting the appropriate Version for
review, we select the peer reviewer(s). First, under Peer Review, we
slick on Select Reviewer.
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#197 Review

REVIEW  EDITING  HISTOR)

Submission

Peer Review  Round1

Reviewer A Heather Morrison CLEAR REVIEWER

Schedule

Editor Decision

Select decision Choose One ~] _Record Decision

A reviewer has been selected - me again! As an aside, for the
purposes of the Scholarly Communications class, everyone agreed on
an open and author-friendly peer review process. That is, everyone
knew who was editing and reviewing, and all the reviewers were
expected to follow guidelines that outlined expectations of providing
positive feedback and support to encourage the author, along with
suggestions for improvement. This open process may or may not work
for journals in the real world, but it sure made this exercise a lot easier!
After the reviewer is selected, we’ll want to initiate an e-mail request by

clicking on the envelope icon.
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HOME  ABOUT  USER HOME  SEARCH  CURRENT  ARCHIVES  LIBR SSSL

Home > User > Editor > Submissions > #197 > Review > Email

Send Email

To [Heather Morrison <heatherm@eln.bc.ca>
cc [
BCC [

Add Recipient | Add CC | _Add BCC EDITOR

Submissions

From User Slais <slais_user@mailinator.com>
Subject [iTsc) Article Review Request
Body

Il believe that you would serve as an excellent reviewer of the manuscript,

I"Topics in Scholarly Communications," which has been submitted to Topics
olarly Communications. The submission's is inserted below,

ill c

lin Sch n: ubmission's extract is elow,
land T hope that you will consider undertaking this important task for us.

[Please log into the journal web site by 2008-05-17 to indicate whether you
Iwill undertake the review or not, as well as to access the submission and
iew and recommendation. The web site is
.ca/index.php/libr5591

JOURNAL CONTENT
he review itself is due 2008-05-17. v search
lIf you do not have your username and password for the journal's web ¥
C <> All I

Search

EZXB  cancel

This brings up an e-mail with a pre-prepared message. The content of
these messages can be customized in journal management. We click
on Send, and the potential Reviewer receives an e-mail with the
request to review, along with the article abstract to make it easier to
decide whether to accept the article for review.
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HOME ~ ABOUT  USER HOME  SEARCH  CURRENT ARCHIVES  LIBR 555L

Home > User > Reviewer > #197 > Review

USER

#197 Review vou ar g0 1 .
heatherm
Submission To Be Reviewed ¢ Uil
Title Topics in Scholarly Communications * slanou
Journal Section Peer Review Exercise
Abstract Topics in Scholarly Communications http://ojs.library.ubc.ca/index.php/libr5591 is a REVIEWER
practice journal developed by students of LIBRSS9L at the University of British Submissions
Columbia‘s School of Library, Archival and Information Studies, hosted by the o Active (1)
University of British Columbia library. This journal uses Open Journal Systems (0JS) « Archive (0)
http://pkp.sfu.ca/?q=ojs, a free, open source software for journal publishing,
developed by the Public Knowledge Project (PKP) http://pkp.sfu.ca/ initiated by John
Willinsky at the University of British Columbia. Open Journal Systems is a publishing JOURNAL CONTENT
software that automates much of the routine work of publishing. Authors, reviewers, Search
and editors register for the online system. Authors submit works online, after
reading through a list of criteria to consider before submission. Editors can assign a T

peer reviewer with a click of a button, and have access to their editorial workspace
from anywhere with an internet connection. Many of the steps involved in publishing _Search |
can be achieved by clicking 2 button or selecting from a drop-down menu. Common
e-mail messages are partially automated using standard messages. The purpose of
this brief article and test issue is to illustrated the steps of using Open Journal
Systems for a class taught by Joan Cherry at the University of Toronto’s library
school.

Browse

Submission Editor Heather Morrison (=]

Review Schedule

Editor's Request 2008-05-10
Your Response -
Review Submitted  —
Review Due 2008-05-17

The Reviewers signs in, and scrolls down from this page to indicate that
they will complete the review.



Review Schedule

Editor's Request 2008-05-10
Your Response 2008-05-10
Review Submitted -

Review Due 2008-05-17

Review Steps

1. Notify the submission's editor, Heather Morrison, as to whether you will undertake the review

Response  Accepted

2. Click on file names to download and review (on screen or by printing) the files associated with this
submission,
Submission Manuscript 197-614-1-RV.DOC 2008-05-10
Supplementary File(s) None

w

Click on icon to enter (or paste) your review of this submission.

Review B

4. In addition, you can upload files for the editor and/or author to consult.
Uploaded files None
Browse... | Upload |

Remove all reviewer identification from uploaded files, by checking the document's Properties (under
File in Word and Acrobat)

w

Select a recommendation and submit the review to complete the process. You must enter a review or
upload a file before selecting a recommendation.

Recommendation Revisions Required i v| Submit Review To Editor |

Here is the screen where the reviewer can either click to enter a review,
or upload a file, as well as selecting a Recommendation from a drop-
down menu. Examples of Recommendations the reviewer can make
are to Accept Submission, Decline Submission, Revisions Required, or
Resubmit for Review. Each journal can set up the choices for
Reviewers that make the most sense for that journal (and that section).
In this case, the Reviewer will enter a Review using the web form, and
click on Submit Review to Editor.
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Review

No Reviews

Subject [Topics in Scholarly Communications

For author and editor [Not bad for a short article. It would be a good idea to explain
that this article is strictly to illustrate the software. Normally,
authors do not review their own articles!
lAnother suggestion - why not mention that we'll post something
about this presentation for the Open Students Blog, and that the
presentation itself will be archived in E-LIS?

For editor

Here is the web form where the review is entered. My comments as a
Reviewer? It would be a good idea to explain the unusual nature of this
article, designed as an illustration of the software. It is not common
practice for authors to review their own work!

Also, it would be a good idea to mention that this presentation will be
blogged about on the Open Students Blog, and archived in E-LIS
[Disclosure: | am on the E-LIS Governance Team].
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 556L OPEN JOURNAL SYSTEMS
Journal Help

Home > User > Editor > Submissions > Submissions in Review
USER

Submissions in Review

You are logged In as..
slals

UNASSIGNED ~ IN REVIEW  INEDITING  ARCHIVES

[Titte ~] [contains =[]
|Submitted [ between | ~I ~I[ ~[ and| ~| = I
Search EDITOR

PEER REVIEW
ASK

ID SUBMIT SEC AUTHORS TITLE START  DONE RULING SE

197 05-10 PR Morrison

05-10 05-10 05-10 - HM

Issues
1-10f1Items C

Section: | All Sections xl

JOURNAL CONTENT
Search

Al =~
Search

Now let’s go back to the Editor's workspace. Here we see a list of all
the articles in Review - currently, only one! To work with the article,
let’s click on the title.



#197 Review

REVIEW  EDITING  HISTOR

Submission

Peer Review  Round1

Reviewer A Heather Morrison

Schedule

2008-05-10 2008-05-17 =

uired  2008-05-10

Uploaded files None

Editor Decision

A real journal is likely to have at least two peer reviews. In this case,
what the Editor does is to read the reviews and recommendations of
both or all peer reviewers, and make a decision. Sometimes, this is
easy, because the reviewers agree and have made largely the same
point. At other times, the reviewers have different perspectives and the
judgement call is a bit trickier for the Editor. Since we have only one
Reviewer, who is also the Editor, our decision - Revisions Required - is
an easy one! Sometimes, an Editor Version will be uploaded - for
example, an Editor might use Track Changes to indicate suggested
revisions. Once the decision is made, the Editor initiates an e-mail to
the author by clicking on the button beside Editor / Author.
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Editor/Author Correspondence

Import Peer Reviews

No Comments

Subject I‘Topics in Scholarly Communications

Comments *

m Save and Email Author Done

[=] send Reviewers editorial decision

* Denotes required fleld

Here is the blank e-mail for the author. Note the option to Import Peer
Reviews, and the button to Send Reviewers editorial decision. This
particular e-mail is blank for a reason - the feedback to the author will
be different for every article. Let's import the peer reviews.
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Editor/Author Correspondence

Subject

Comments *

No Comments

Import Peer Reviews

I'I'opics in Scholarly Communications

IThe editor should replace this text with the editorial decision
and explanation for this submission.

Reviewer A:

Not bad for a short article. It would be a good idea to explain L
tthat this article is strictly to illustrate the software. Normally,
authors do not review their own articles!

IAnother suggestion - why not mention that we'll post L

something about this presentation for the Open Students v

Save and Email Author Done

[=] send Reviewers editorial decision

* Denotes required fleld

Here is the e-mail with the review imported.
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Editor/Author Correspondence

Import Peer Reviews
No Comments
Subject I'I'opics in Scholarly Communications

Comments * Dear Author,

[This is @ worthwhile short article, and Topics in Scholarly
ICommunication would be most pleased to publish it, once the
suggestions made by Reviewer A are complete.

Sincerely, Editor

Reviewer A:

Save and Email Author Done

[=] send Reviewers editorial decision

* Denotes required fleld

J

A

Not bad for a short article. It would be a good idea to explain v

Let’'s add a quick note for the Author, and click Save and E-Mail Author.
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Send Email

To |
cc I
BCC |Heather Morrison <heatherm@eln.be.ca>
Add Recipient | AddCC | AddBcc |
From User Slais <slais_user@mailinator.com>
Subject |iTSC) Decision on "Topics in Scholarly Communications"
Body [As one of the reviewers for the submission, "Topics in Scholarly

‘Communications,” to Topics in Scholarly Communications, I am sending
you the reviews and editorial decision sent to the author of this piece.
[Thank you again for your important contribution to this process.

User Slais
slais_user@mailinator.com

Dear Author,
[This is a worthwhile short article, and Topics in Scholarly Communication
would be most pleased to publish it, once the suggestions made by

Reviewer A are complete.

Sincerely, Editor 4

EZN cancel

Here is the e-mail for the Reviewers. Many peer reviewers appreciate
seeing what the other reviewer(s) said, as well as what the Editor
decided to do with their input, to help them to become better reviewers
in the future.



HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 559L

Home > User > Editor > Submissions > #197 > Review > Email

Send Email

To IHeather Morrison <heatherm@eln.bc.ca>
cc I
BCC I

Add Recipient Add CC Add BCC

From User Slais <slais_user@mailinator.com>
Subject I[TSC] Article Review Acknowledgement
Body Heather Morrison:

[Thank you for completing the review of the submission, "Topics in Scholarly
ICommunications," for Topics in Scholarly Communications. We appreciate
your contribution to the quality of the work that we publish.

User Slais
slais_user@mailinator.com

m Cancel

Another canned e-mail makes it easy to ensure that we remember to
acknowledge the reviewer, too!
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HOME  ABOUT  USER HOME  SEARCH  CURRENT  ARCHIVES  LIBR SSSL QUEN JOURNAL

Journal Help

Home > User > Author > Submissions > #197 > Review

#197 Revi

97 Review You are logged In .
heatherm

SUMMARY  REVIEW  EDITING

Submission

Authors Heather Morrison (]

Title Topics in Scholarly Communications

Section Peer Review Exercise AUTHOR
Submissions

Section Editor Heather Morrison (£

Peer Review

Round 1 JOURNAL CONTENT
Review Version 17:614:1-R0,00C 2008-05-10 search
Initiated 2008-05-10
Last modified 2008-05-10 &l =
Uploaded fle None |

Browse

Editor Decision

Decision Revisions Required 2008-05-10
Editor/Author B 2008-05-10

Editor Version 17-615.1-€0.00C 2008-05-10

Author Version None INFORMATION
Upload Author [FUsers heathermorrison/C_[rowse... | _Upload Red
Version

Now, we’'ll back to the Author workspace. The Author has revised the
article according to the Editor’s instructions, and uploads the revised
version.



Editor Decision

Select decision IAccept Submission  ¥| Record Decision

Decision Revisions Required 2008-05-10 | Accept Submission 2008-05-10
Editor/Author B 2008-05-10

Author Version (%) 107.616.1-ED.00C 2008-05-10

Editor Version (" 197.615.1-€D.00C 2008-05-10 DELETE
Upload Editor Version Browse... Upload

Send selected file to Copyediting in Editing Send

The Editor reviews the revised version, agrees that the required
changes have been made. A decision to Accept Submission is made

and recorded. The Author’s Version is selected, and the Editor Sends
the selected file to Copyediting.



#197 Editing

sumMaRY  ReviEw
Submission
Authors

Title

Section

Section Editor

Copyediting
EviEw 1 compLeTe ACKNOWLEDGE
WA commeTe WA
£.00C 2008-05-10
in NA commeTe A
File
Upload file to Step 1 3 B Upload
Copyedit Comments B cosveoir mstaucrions
Layout
Layout Version requesT
None /A
Request email
Galley Format e
No
Supplementary Files
No

Upload file to (" Layout Version, ™ Galley, " Supp. files [JUsers/heath: [Browse... | _Upload

Layout Comments B

Proofreading

Here is the Copyediting, Layout, and Proofreading workspace. The
exact procedures will vary from journal to journal. For the sake of this
exercise, let's move ahead to layout. We’'ll take the word document and
convert it to PDF (outside of the OJS workspace), and upload the PDF.
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 559L OPEN JOURNAL SYSTEMS

Journal Help
Home > User > Editor > Submissions > #197 > Editing > Galley

Galley usen

You are logged In as.

urnals

Edit a Layout Galley .

+ Slgn Out

Galley File Information

EDITOR

Label * POF Submissions
The galley label is used to identify this file in the list of this article's galleys. * Un
Typically this label will indicate the file type (e.g., HTML, PDF, PostScript).

File name 197-618-1-PB.PDF

Original file name Topics in Scholarly Communications.pdf Lesues

File type application/pdf

File size 48KB

Date uploaded 2008-05-10

Replace File Browse.. | Use Save to upload file.

JOURNAL CONTENT

EX el Search

* Denotes required fleld

Once we select the file and click upload, we see an Edit a Layout
Galley page. Here, we can proofread and upload a new version if
desired or necessary. Let’s click Save.



Layout

Layout Version REQUEST UNDERWAY COMPLETE ACKNOWLEDGE

None N/A N/A N/A N/A

Request email cannot be sent until a Layout Version is in place.

Galley Format FILE ORDER ACTION

1. PDF VIEW PROOF 197-618-1-PB.PDF 2008-05-10 Tl EDIT DELETE

Supplementary Files FILE ORDER ACTION
None

Upload file to « Layout Version, c Galley, C Supp. files Browse... Upload

Layout Comments B

Proofreading
REQUEST UNDERWAY COMPLETE ACKNOWLEDGE
1. Author — —
2. Proofreader N/A - N/A
3. Layout Editor N/A — N/A

Proofreading Corrections B

Send submission to scheduling m

Many journals will ask authors to proofread the galley version - but, let’s
skip ahead, and Send the submission to scheduling.

40



Topics in Scholarly Communications

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 555L

Home > User > Editor

Editor Home

USER

You are logged In as

Submissions

JOURNAL CONTENT
Search

All >l
Search

Browse

ournals

INFORMATION

Back to the Editor Home page. Under Issues, we see that there is one

article in Schedule Submissions, so let’s click on that.
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 555L

Home > User > Editor > Issues > Scheduling Queue

Scheduling Queue

CREATE ISSUE  SCHEDULING  FUTURE ISSUES  BACK ISSUES

OPEN JOURNAL SYSTEMS

Journal Help

USER

You are logged In as...
heatherm

Section: | All Sections |
1) SUBMIT SEC AUTHORS TITLE SCHEDULE REMOVE
197 05-10 PR Morrison r

1-1of 1Items

From a drop-down menu, we see the options for scheduling. In this

case, we'll be creating a new issue for this article.
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his is a special is: ted to illustrate all the
isteps of QIS for Joan Cherry's Class at the
lUniversity of Toronto Library School.

["" create custom cover page for this issue

Now, let’s create the issue. Here is where we enter information about
the volume, issue, and other any special identification for the issue. We
can create a custom cover page and/or caption. Here, I've entered a
title, description, and Cover caption “Special issue for Joan Cherry’s
class”.
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 559L

Home > User > Editor > Issues > Special Issue for Joan Cherry's Class

Special Issue for Joan Cherry's Class

CREATE ISSUE  SCHEDULING ~ FUTURE ISSUES  BA/

Issue: I Special Issue for Joan Cherry's Class ll

TABLE OF CONTENTS  ISSUE DATA

Table of Contents

Peer Review Exercise T |

ORDER AUTHORS TITLE PUBLIC ID REMOVE

r

1. 1 | Morrison T N SCHOLARLY COMMU

OPEN JOURNAL SYSTEMS

Journal Help

USER
You are logged In as..
heatherm

« My Journals
. Profile
* Slan Out

EDITOR
Submissions

Unassigned (0)
Review (0)
Editing (0)

Archives

Issues
 Create Issue

Publish Issue

* Scheduling (0)
o Notify Users

Now, let’s Publish the Issue!
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 555L

Journal Help
Home > Archives

Archives usen

You are logged In as.
heatherm

2008

Special Issue for Joan Cherry's Class

LIBR 550L JOURNAL CONTENT
Search
0 Al =
Search

Test issue

1 -3 of 3 Items

Now, when we browse issues from the home page, we will see the

Special Issue for Joan Cherry’s class. This is coming up under the
Archives. It may be that our journal set-up could use some work, to
indicate the current issue. Let’s click on the Issue Title.



Special Issue for Joan Cherry's Class
4% '@ htwp:/ fojs library.ubc.ca/index.php /libr5 591 issue /view/ 54 v e (@

eadlines WebCT SFU-Mail Blogger :: Pick New T...

Topics in Scholarly Communications

HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 555L _—

Journal Help
Home > Archives > Special Issue for Joan Cherry's Class
Special Issue for Joan Cherry's Class

USER

You are logged In as
heatherm

Table of Contents

Peer Review Exercise

Topics in Scholarly Communications ABSTRACT PDE JOURNAL CONTENT

Search

Heather Morrison

All >l
Search

Note in the browser bar at the top, that there is a URL for this issue.
You can also see the caption at the top of the browser bar. Let’s click
on the Abstract for my article, Topics in Scholarly Communications.




Morriso

() 4% '@ hup://ojs.library.ubc.ca/index.php librs 591 article /view/ 197 v e (@ Q

rted Latest Headlines WebCT SFU-Mail Blogger : Pick New T.

Topics in Scholarly Communications, Special Issue for Joan Cherry's Class e
Special Is
Cherry's Class

HOME  ABOU USER HOME  SEARCH  CURREN ARCHIVES

ABLE OF CONTENTS

Home > Special Issue for Joan Cherry's Class > Morrison

. . . . Topics in...
Topics in Scholarly Communications !

Morrison

Heather Morrison

eading Tools

Abstract Reading Tools
FOR THIS PEER-REVIEWED
ARTICLE

Topics in Scholarly Communications http://ojs.library.ubc.ca/index.php/libr559l is a practice journal

developed by students of LIBRSSSL at the University of British Columbia’s School of Library, Archival and Capture the

Information Studies, hosted by the University of British Columbia library. This journal uses Open Journal View item's meta

Systems (0JS) http://pkp.sfu.ca/2q=ojs, 2 free, open source software for journal publishing, developed by Go

the Public Knowledge Project (PKP) http://pkp.sfu.ca/ initiated by John Willinsky at the University of British

Columbia. Open Journal Systems is a publishing software that automates much of the routine work of

publishing. Authors, reviewers, and editors register for the online system. Authors submit works online,

after reading through a list of criteria to consider before submission. Editors can assign a peer reviewer with

a click of 2 button, and have access to their editorial workspace from anywhere with an internet connection. FIND RELATED ITEMS AMONG

Many of the steps involved in publishing can be achieved by clicking a button or selecting from a drop-down

menu. Common e-mail messages are partially automated using standard messages. The purpose of this

brief article and test issue s to illustrated the steps of using Open Journal Systems for a class taught by

Joan Cherry at the University of Toronto’s library school

See the author bio

print-version
d link to col
Add comment to iterr
Email the author

Full Text: e

Again, note the URL in the browser bar. | can now easily send this URL
to colleagues to alert them to this article, add it to my list of publications
on my CV, or post it to my blog, The Imaginary Journal of Poetic
Economics. On the right-hand side, note the Reading Tools. Let’s click
on Capture the Citation.



http://ojs.library.ubc.ca - Reading Tools (@]

Reading Tools

Capture Citation

"Topics in Scholarly Communications"

Morrison, H. 2008 May 10. Topics in Scholarly Communications. Topics in Scholarly Communications
[Online] 1:3. Available: http://ojs.library.ubc.ca/index.php/libr559l/article/view/197/0

Download Citation

« EndNote - EndNote format (Macintosh & Windows)
« Reference Manager - RIS format (Windows only)
e ProCite - RIS format (Macintosh & Windows)

Done

Here, we have the citation, complete with URL, which we can then copy
or download to EndNote, Reference Manager, or ProCite.
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HOME  ABOU USER HOME SEARCH CURREN ARCHIVES LIBR 5551

Home > User > Journal Management

Journal Management

Management Pages

JOURNAL CONTENT
search

INFORMATION

Now that we’ve published an issue, let’s have a very quick look at the
journal management section. Here is the main Journal Management
page, which provides us with the options to set up the journal, create
users or view all users, and assign roles. This is where we can go to
assign Editors, whether by finding people who have already registered
themselves, or by creating a new user here.
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HOME ABOUT USER HOME SEARCH CURRENT ARCHIVES LIBR 5550 LREN IR s B
ournal Help

Home > User > Journal Management > Journal Setup
USER

Journal Setup

You are logged In as...
heatherm

Five Steps to a Journal Web Site

1. Details
Name of journal, ISSN, contacts, sponsors, and search engines JOURNAL CONTENT
Search
2. Policies
Focus, peer review, sections, privacy, access, security, and additional about items All =l
Search
3. Submissions N
Author guidelines, copyright, and indexing (including registration).
4. Management

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

n

The Look

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

We won’t go through every step of the journal management, but here is
a quick look at Journal Setup. Here, we see five steps to set up a
journal web site. Each step involves a set of easy-to-fill-out web forms.
Let’s click on The Look.
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Home > User > Journal Management > Journal Setup

Step 5. Customizing the Look

DETAILS 2. POLICIES 3. SUBMISSIONS 4. MANAGEME
5.1 Journal Homepage Header

Browse... | _Upload

File n ooltext83362310.jpg 2008-03-19 01:42 PM _Delete

Topics in Scholarly Communications

Journal Logo

Logo image Browse. | _upload
-

epage content can be appended by
e order shown. Note that the current issue is

Journal Description

Add a brief 20-25 word

prac
icomm
s jou

Homepage image

in text/HTML which will appear just below the navigation links

ents Tn LIBRSSOL: Tssues n Scholarly

g tool being used by SLAIS SS9L students from v

This is where we can customize the look of our journal. We can add
our own journal logo - this banner was created by one of the students in
LIBR559L. We can add a description of our journal here. There are
many more options in journal management, but | think you probably
have the picture by now - OJS makes it really, really easy to set up and
customize a journal.

How easy is it to publish using OJS? Well, let'’s see. This afternoon |
started working on this issue (and my laundry) about 3:00 p.m. Itis
now about 7:30 p.m. That’s four and a half hours to write a quick
article, submit as an author, editing, peer review, and revise the article,
while taking the time to capture each step along the way, prepare this
powerpoint, do some leftover clean-up of the journal from this winter’s
class, write these notes - not to mention finishing the laundry, feeding
the cat, and keeping up with Open Access News.

If you want to learn more about OJS, | recommend OJS in an hour,
downloadable from http://pkp.sfu.ca/ojs_documentation.
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Questions?

Heather Morrison

Adjunct Faculty, UBC SLAIS

Project Coordinator, BC ELN
heatherm@eln.bc.ca

hgmorris@gmail.com

778-782-7001

The Imaginary Journal of Poetic Economics
http://poeticeconomics.blogspot.com

This work is licensed under the Creative Commons Attribution-Noncommercial-Share Alike 2.5 Canada
License. To view a copy of this license, visit http://creativecommons.org/licenses/by-nc-sa/2.5/ca/ or send a

letter to Creative Commons, 171 Second Street, Suite 300, San Francisco, California, 94105, USA.
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