Prirucka k OJS pro autory

Vytvoreno v Unoru 2009 pro potieby prispévatelll ¢asopisu Acta Veterinaria vydavaného VFU Brno.

Co je to OJS?

OIS je redakcni systém pro spravu casopisl, umoznuje vSechny klasické redakéni postupy.
Autofi mohou registrovat a potvrzovat polozky vkladané do OJS pres webové rozhrani.

V pétikrokovém postupu muze nahrat svij ¢lanek, vyplnit metadata a klicova slova, aby byl

jeho ¢lanek lépe vyhledatelny.

1. Za¢indme
Prihlaste se do svého uctu na QJS (jméno, heslo)

Vyberte si roli: Author

Home = User Home

User Home

0OJS Demo Journal

» Author

My Account
# Show My Journals
+ Edit My Profile
# Change My Password
» Log Qut

Obr. 1: Vybirani se role Author



2. Vkladani ¢lanku
Krok 1:

Zacnete vkladat ¢lanek vyberem odkazu ,,click here” :

Home = User = Author = Active Submissions

Active Submissions

ACTIVE ARCHIVE

MM-DC
I SUBMIT SEC AUTHORS TITLE STATUS

No Submissions

Start a New Submission

CLICK HERE to go to step one of the five-step submis=zion process.

Obr. 2: Zacatek vkladani nového ¢lanku

Vyberte sekci, do které se ¢lanek vlozi. Nyni pouze sekce art (articles).

Hore = User = Author = Submissions > Mew Submission

Step 1. Starting the Submission

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

Encountering difficulties? Contact for assistance.

Journal Section

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

Section® IPIease select a section...

Obr. 3: Vybirani sekce



Radné proltéte a posléze zatrhnéte viechny podminky. Nezapomerite, Ze jejich nespoln&nim

si vyhrazujeme pravo clanek vratit. Proto je, prosim, disledne dodrzujte.

Submission Checklist

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

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

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

Where available, URLs for the references have been provided.

OO O

The text is single-spaced; uses a 12-point font; employs italics, rather than underlining (except with
URL addre=ses); and all illustrations, figures, and tables are placed within the text at the appropriate
points, rather than at the end.

O

The text adheres to the stylistic and bibliographic requirements outlined in the Author Guidelines,
which is found in About the Journal.

O

If submitting to a peer-reviewed section of the journal, the instructions in Ensuring a Blind Review)
have been followed.

Obr. 4: Submission Checklist

MuzZete pridat poznamku pro editora. Nepovinné.

Comments for the Editor
Enter text

(optional) _
d@ B F 0 EE %E |§) HTML

Obr. 5: Poznamka pro editora



Krok 2:

VloZzte metadata k ¢ldnku. Doplrite detaily o autorovi — vSechna pole s hvézdickou jsou
povinna — obzvlast na vypsani e-mailu si dejte pozor, at Vas mame jak kontaktovat. Pokud je
tento ¢lanek dilem vice osob, kliknéte na tlacitko ,add autor” a vyplrite (Ize opakovat pro

vice autor().

Home = User = Author = Submissions = New Submission

Step 2. Entering the Submission's Metadata

1, START 2. ENTER METADATA 2, UPLOAD SUBMISSIOM 4. UPLOAD SUPPLEMEMTARY FILES 5.
COMFIRMATICON

Forrmn Language English W

To enter the information below in additional languages, first select the language.

Authors

First name®* |Juhn

Middle name I

Last name* |Srnith

Affiliation I

Country | v
Ernail* Ijsmith@mailiatnr.cam

LRL I

Bio staternent
{E.q., department
and rank)

G B I U TS @ wm.

Add Author |

Obr. 6: Informace o autorovi (o autorech)



Vlozte nazev ¢lanku a abstrakt.

Title and Abstract

Title® |

Abstract®

L"@ B 5 1 EE ;E igd) v

Obr. 7: Nazev a abstrakt

Vlozte zkratku jazyka kvuli indexovani. Defaultné je nastaveno ,en”.

Indexing

Language Ien

English=en; French=fr; Spanish=es. Additional codes.

Obr. 8: Indexovani

Napiste nazev instituce nebo agentury, ktera financovala nebo jinak podporovala vydani
¢lanku (pokud existuje, neni nutno vypliovat). Poté pokracujte tlacitkem ,save and

continue”.

Supporting Agencies

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

Agencies I

Obr. 9: Podporujici instituce



Krok 3: Nahrani samotného ¢lanku.
Nahrejte ¢lanek ve formatu doc. Obrazky nahrejte zvlast ve formatu pdf pozdéji jako
supplement.

1. Kliknéte na ,Browse” vedle okénka.

2. Najdéte ve spravci souboru ¢lanek, ktery chcete vlozit.

3. V okénku se objevi cesta ke ¢lanku ve vasem pocitaci.

4. Kliknéte na ,Upload” a pockejte, dokud se soubor nenahraje.

5

Pokracujte ,Save and continue”

Horme = User = Author > Submissions = Mew Submission

Step 3. Uploading the Subnussion

1, START Z. EMTER METADATA 3. UPLOAD SUBMISSION 4. UPLOAD SUPPLEMEMTARY FILES 3.
COMFIRMATION

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

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

Z. Locate the file vou wish to submit and highlight it.

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

4, Click Upload an this page, which uploads the file fram the computer ta the journal's web site and
renames it following the journal's conventions,

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

[2%)

Encountering difficulties? Contact for assistance.

Submission File

Mo subrnission file uploaded.

Upload submission file I [ Browse.. | Upload |

Cancel |

Obr. 10: Nahravani ¢lanku



Krok 4: VlozZeni pfiloh
Nyni mGzZete vlozit pfilohy ke ¢lanku (obrazky, tabulky apod). Musi byt ve formatu pdf nebo
jpg. PFi nahravani priloh postupujte stejné jako v pfi nahravani ¢lanku. Samozfejmé jich

mUzZete pridat vic nebo nenahrat ani jedinou, pokud nejsou. Pokracujte ,Save and continue”.

Haore = User = Author = Submissions = Mew Submission

Step 4. Uploading Supplementary Files

1, START 2. EMTER METADATA 2 UPLOAD SUBMISEION 4. UPLOAD SUPPLEMENTARY FILES S
COMFIRMATION

This optional step allows Supplermmentary Files to be added to a subrission. The files, which zan be in any
format, might include {a) research instruments, (b) data sets, which cormply with the terms of the study's
research ethics review, (c) sources that otherwise would be unawvailable to readers, {d) figures and tables that
cannot be integrated into the text itself, or other materials that add to the contribution of the wark.

I TITLE ORIGIMAL FILE MAME DATE UPLOADED ACTION

Mo suppiementary filfes have been added to this submission.

Upload supplementary file | | Browse.. | Upload |

Cancel |

Obr. 11: Nahravani ptiloh



Krok 5: Potvrzeni ¢lanku

V patém a poslednim kroku vkladani ¢lanku zkontrolujte, zda jste nahrali vSe potrebné a
spravné. Kliknutim na ,,Finish Submission” odeslete rukopis do databaze. Az ho néktery

z redaktor( potvrdi jako pfijaty, prijde na vasi e-mailovou adresu, kterou jste zadali ve svém
profilu, oznameni o pfijeti rukopisu. Ve které fazi schvalovani Vas ¢lanek je, mlzete sledovat

pres Vas profil na webovch strankach casopisu.

Haore = User = Author = Subrissions = Mew Submission

Step 5. Confirming the Submission

1, START 2, EMTER METADATA 2, UPLOAD SUBMISSICON 4, UPLOAD SUPPLEMEMTARY FILES 9. CONFIRMATION

To subrmit your manuscript to Mew $J5 Journal click Finish Submission, The submission's principal contact will
receive an acknowledgernent by ernail and will be able to view the subrnission's progress through the editorial
process by logging in to the journal web site. Thank you for your interest in publishing with Mew ©13 laurnal.

File Summary

D ORIGIMAL FILE MAME TvPE FILE SIZE DATE UPLCADED

316 PAPER. DOCH Subrnission File 3ZKB 07-06

Finish Submission Cancel I

s

Obr. 12: Potvrzeni odeslani ¢lanku do redakce



3. Odpovidani oponenttim

Pokud v seznamu Vasich ¢lankd kliknete na jeho nazev, objevi se Vam souhrn tohoto ¢lanku
(sekce summary — obr. 13) a v sekci rewiew (obr. 14) informace o tom, ve které casti
schvalovani se nachazi — naleznete zde oponentovu a editorovu verzi Vaseho ¢lanku. Po

Upravach vlozZite opravenou verzi ¢lanku, ktera se odesle editorovi.

Home = User = Author = Submissions = #141 = Summary

#141 Summary

SUMMARY REWVIEWS EDITING

Submission

Suthors John Zrith

Title Journal Publishing in Morth America

Criginal file 141-216-1-SM.DoCy Z005-07-06

Supp. files Mone ADD A SUPPLEMENTARY FILE
Subrnitter John smith []

Date submitted July &, 2008 - 04:17 PM

Section Articles

Editor Rebecca Ericksen [Z]

Obr. 13: Sekce Summary



Home = User = Author = Submissions = #141 > Review

#141 Review

SUMMARY REVIEW EDITIMG

Submission

Authors John Smith =]

Title Jaurnal Publishing in Morth America
Section Articles

Editar Rebecca Ericksen (=]

Peer Review

Round 1

Review Version 141-317-1-RV.DoCH Z008-07-06
Initiated 2008-07-06

Last modified 2008-07-06

Uploaded file Mane

Editor Decision

Decision Accept Submission 2008-07-06

Motify Editor (=]  Editor/author Ernail Record B 2008-07-08
Editor Yersion 141-315-1-E0,DOCK 2005-07-06

Authaor Yersion MNone

Upload Authar I [ Browse.. | Upload

Yersion

Obr. 14: Sekce Rewiew

10



4. Copyediting

Pokud byl vas ¢lanek akceptovan, vrati se Vam schvalena kopie k opslednim Upravam. Po

‘

prihlaseni na Ucet vyberte polozku ,Queued for Editng”:

Home = User = Author = Active Submissions

Active Submissions

ACTIVE ARCHIVE

MM-DD
I SUBMIT SEC  AUTHORS TITLE STATUS
141 07-06 ART =mith JOURNAL PUBLISHIMG IM MORTH QUELED FOR EDITIMG

AMERTICA

1-10oflItems

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

Obr. 15: Queued for editing

Prectéte si novou verzi a udélejte dle uvazeni dalsi zmény. Toto je posledni Sance udélat
zasadnéjsi zmény ve vasem clanku. Po odeslani bude bran jako hotovy a povoleny budou
pouze drobné (napf. jazykové, gramatické) Upravy. Po dokonceni nahrejte definitivni verzi
souboru a kliknéte na ikonu dopisu v kolonce ,,complete”, ¢imz editorovi odeslete zpravu o

vloZeni souboru.

Copyvediting

Copyeditor Frank &rcher

BEWIEWY METADATA REQUEST LIMDER. Wi &5 ZOMPLETE
1. Initial Copyedit 2005-07-06 2008-07-06 2005-07-06

File: 141-319-2-CE.Docy 2005-07-06

2, Author Copyedit 2005-07-06 2008-07-06 =

File:i14d-319-3-cE Docx 2008-07-06
I | Browsze.., |Jpload

3, Final Copyedit — — —

File: None

Capyedit Commments COPYEDIT IMSTRUCTIONS

Obr. 16: Author copyediting
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