Setting up an online
journal using OJS 3



OJS Dev Admin Access

http://ojsdev.ufs.ac.za

username:
password:



Administrator

* Creates Journal: Journal Title, Description, Path
* Administration >> Hosted Journals >> Create Journal

* Setup of Journal
* Journal >> Settings wizard

* Register person from journal as Journal Manager
* Users & Roles: Search



Site Administration

Site Management

Administrative Functions
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Settings Wizard

Masthead Contact Appearance Submission

Indexing Users

D Help
Journal Name * Journal initials * Journal Abbreviation
ASSAT journal a4
Publisher
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Password
Leave the password fields blank to keep the current password. The password must be at least & characters.

| |
Password Regreat password

Change Password
£ user must change password on next log in.

Country
I South Africa *
Country

+ More User Details




Password
Leave the password fields blank to keep the current password, The password must be at least & charactars

Pa

—

Journal editor
Production editor
section Editor
Section edior
Guest Editor
Guest editor
Reviewer
Reviewer
Journal Assistant
Copyeditor
Designer
Funding coordinator
Indexer
Layout Editor
Marketing and sales coordinator
Proofreader
Author

Dedignation

Add Role




+ More User Details




Journal Manager

Setup Journal



Login

* Go to http://ojsdev.ufs.ac.za

* You have been registered as a Journal Manager for
your journal

* Login with Username & Password
* Prepare journal for use:

Journal

Website

warkflow

Distribution




ASSAf Journal

Current Archives About -

Home

Usermame *

ina

Password *
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Forgot vour password?

¥ Remember my username and
password

Register | Login
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Journal >>

Journal Settings

HLTER Contact Setiomy
Journal Mame *

ASSAT Jaumal

Publisher
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Journal >> Contact

Journal Settings

Masthead Can 0 Haip

Mailing Address *

Princi pal Contact



Journal >> Sections

| Journal Settings
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Website >> Appearance

Website Settings

Appearance Information Archiving Languages Plugins Announcements

Logo
L Uphsad

Page Footer
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Website >> Information

Website Settings

Appearance Information Archiving Languages Plugins Announcements O Help

Descriptions

For Readers
Oh & B J U &P 8 o H Eipes s
W encourage resders to sign up for the publishing notification service for this journal Use the Reglsier link 3t the top of the home page for the journal. Ths

registration will result in the reader neceiving the Table of Contents by emadl for each new sue of the jourmal. Ths list also alloes the journal to caim a certain level
of support or readership. See the journals Privacy Stalement, which sssures readiers that their name and email address will not be used for other purposes.

For Authors
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Website >> Archiving

Appearance  Informatiom  Archiving  Languages  Plugins  Announcements

Enable Archiving
L Enable LOCKSS to stone and ditribute journal content at participating libraries v 4 LOCKSS Fublisher Manifes] page
[ Erable CLOCKSS to stare and distribute journal content at participating librares via 2 CLOCKSS Publisher Manifest page.

LOCKSS

Open jowrnal Systems supports the LOLKSS [Lots of Copies Keep Stuff Safe) system to ensure a secure and permanent archive for the jowmal LOCKSS s open sow
softwane deceloped at Stanford Unnersity Library that enables hibraries to preserve selected imeh journals by regulariy polfing registered journal websites for newh/
published content and archiing it Each sichive is contmually validated sgaanst other library caches, and if content is found 1o be commupted or lost, the other cache
af the jaurnal i used 1o restone o

Setting up LDCKSS suppoet for Open joumnal Systems does not need to take place until after publishing bs fully undersay, 31 which paint follow these two steps

Bubesnzifyy 10 libearies that will register and cache the joumal. Fod examiie, W [o snstitstions wisne sdionm or Board members wark andfor institutions slready
participating in LOCKSS. See the LOCKSS Community.

CLOCKSS

Oipem joarnal Syctans Mo supports the CLOCKSS (Contraliad Lots of Copies Keep Stlf Sals) system bo andurs d Sadure and parmansnt i chive for the [surnal.
CLOMCKSS 15 based upon the open seuroe LOCKSS software developed at Stanford Wniversity Library that enabbes libraries to preserve selected web journals by




Website >> Languages

Website Sottings

Languages



Website >> Plugins

Website Settings

Appearance Information Archiving Languages Plugins Announcements

o Help
Installed Pluging Plugin Gallery
Plugins €, Seanch
Mlu-d-ltl Plugins ia) - o
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“Make a Submission” Block This plugin provides a sidebar block with & “Make ]
& Submission” link.

*  ORCID Profile Plugin Allows for the import of user profile infarmation Ed
from ORCID.
Google Analytics Plugin Integrate Qs with Google Analylics. Googhe's web

site traffic analysis application. Requires that you
have already setup a Google Analytics account.

Please see the Google Analytics site for mars
Infarmation.

This plugin enables the assignment of the Digital =
Orbgect Identifiers to issues, articles and galleys in
Q5.




Website >> Announcements

Website Settings

Appearange Infermation Archiving Languages
Announcements
Enabie Journal Managers to add journal announoements
iz play ¢ of the most regent announoements on the jowmn
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Pluglins

&l homepage

Arncunos maenis

0 Help



Settings >> Workflow >>
Components

Workflow Settings

Submisdion Aeview Publizher Library Emails

Article Components Order add a Component evtore defaults



Settings >> Workflow >>

Submission

Warkflow Settings

Companents Submission Review Publisher Library Emails
Author Guidelines

Ch © B F W & @ < 35 | Eupos | @&

Submission Preparation Checklist

F  The submitseon has not been previously published, nor i it befonre ancthe:

Editar]

*  The submison file 5 m OpenCifice, Micr

w0t word, or RTF document file fonmat

Order

Add Item



Settings >> Workflow >> Review

Workflow Settings

Components Submission Review Publisher Library Emails

Default Review Deadlines

Autemnated Email Reminders



Settings >> Workflow >> Emails

Workflow Settings.
Camponents Submission Revlew Publisher Library Emails
Signature
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Settings >> Distribution >>
Indexing

Distribution Settings

[+ Aseesd Paymients Permiitlend

Search Engine Indexing

Description



Settings >> Distribution >>
Access

Distribution Settings

Indexing Access Payments Permistlons

Access to Journal Content

Sawy



Settings >> Distribution >>
Payments

I L] Acceis Permiligions
Currency

Payment Method



Settings >> Distribution >>
Permission

Distribution Settings

Indeximg pradiny Paymenia Permivsions

Copyright Notice
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Base new article’s copyright year on

|5giie: defauilt year will be drawn from the Bous's publicanion date

Artiche; defaull year will be dranvn from the articke’s publication AME, 85 i "pubish-a=y0i-go
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Journal Manager

Users



ASSAT journal

O] S Journal Settings

Masthead Conmtact
Sections
Settings

Users & Roles

Tools Roles

Site Access Options



Current Usars
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Bemove  Mlesgs User

oysadmin

anmamarneogs

Q Search  Add User

maraish@uls.acza
annamarniSufs. ac.za
inacimithi®gmail com
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| Journal Manager
Production editor
Section Editor
. Section editor
" Guest Editor
Guest editor
| Reviewer
Reiewer
| Journal Assistant
Copyeditar
Designer
| Funding coordinator
| Indexer
Layout Editor
Marketing and sales coordinator
Proofreader
Author
| [Auothar




User Roles
Hame

journal manager
Journal editor
Reviewer

Authar

Designanon
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Add Role



