

    
      
          
            
  
Janeway Documentation

Janeway is a digital platform for publishing scholarly articles online, from submission and review to editing, production and final publication. This guide, whilst not exhaustive, provides various guides for setting up an install of Janeway, configuring journals and running articles through the workflow

This guide has been written to avoid using language like “easy”, “just” or “simply”. A massive shout out to Emma Barnes and her awesome site https://www.justsimply.dev/
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Frequently Asked Questions


Assigning Users Roles

Janeway has nine roles.


	Author


	Editor


	Section Editor


	Reviewer


	Copyeditor


	Typesetter


	Proofreader


	Proofing Manager (this role will be deprecated in version 1.4)


	Production Manager




To add users to a role you can use the Enrol Users interface.



Email Logging

Outgoing emails (either sent by Janeway or by an Editor) are all collected in the article log.

You can view and Article’s log by accessing an article either through its workflow stage or through the archive (Dashboard -> Left hand menu -> Back Content -> Articles) and using the “Stages, Logs and More” drop down select Log.
image
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Reviewer Cannot Access a Review

Its possible because of how emails are edited that an outgoing review request will not contain a valid review request URL. We recommend you reset your review_assignment email in this instance and here is a workaround to assist reviewers who have received the email without the link:


	Go to the article review page.


	For the Reviewer having the issue select the View button.


	You’ll see an Access Code like below image.


	Copy this link and send it to the reviewer.
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Workflow Guides
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Author Guide

The Author role is granted to all users of a given journal whey they begin a submission. This guide will help you make a submission in Janeway.


Creating a New Submission

There are various pages throughout Janeway what allow you to start a new submission notably:


	From the drop down in the top right hand corner where you name is displayed


	From the Author block on the Dashboard (see image below)


	From the Submission page on the main site if it is enabled





[image: _images/author_dashboard_block.png]

The author block on the dashboard




[image: _images/submission_start.png]

Start Submission button on main Submission page





Notes on the Submission System

We’ve taken great pains to make our submission system as easy to use as possible but acknowledge that it may not be as easy for some to use as others. We’ve put this guide together to help anyone who has trouble submitting a paper to a Janeway journal. Generally all Janeway journals submission systems will look the same, along the top of the page you will see a timeline style bar that has 5 stages. You can use this bar to jump back and forward along the submission process if you need to make changes to an earlier screen. Once a stage has been completed it will turn into a link for you to click on (see image below).



The Author Agreement

The first page of a submission displays some author agreement text and various text areas for the you to complete. It should be noted that not all of the following fields may be displayed on the journal you are submitting to as they can be disabled individually.


	
	Publication Fees

	
	This field will inform you of any publication fees and may list any APCs that apply to the submission.










	
	Submission Checklist

	
	The Submission Checklist will display any steps you need to take before you submit your manuscript, this may be about the format of the paper.










	
	Copyright Notice

	
	The Copyright Notice should tell you what licence the paper will be published under and any rights you may need to sign over to the publisher.










	
	Competing Interests

	
	If you have any competing interests that the Editors should take into account when examining your paper.










	
	Comments to the Editor

	
	If you have anything you’d like to tell the Editors, this field is like a Covering Letter.












If enabled the Publication Fees, Submission Checklist and Copyright notice fields will be required, that is to say you _must_ check the boxes in order to complete a submission. If you have any issues with any of the clauses it is suggested you get in touch with the editor to discuss them before proceeding.


[image: _images/author_agreement_start.png]

Publication Fees displayed on an OLH journal Author Agreement page





Article Information

The Article Information page displays a form with a series of input boxes. This is where you will insert the majority of your paper’s metadata including:


	
	Title

	
	This field is required on all Janeway journals










	Subtitle


	
	Abstract

	
	Individual journals can make the abstract field required or not










	
	Language

	
	The language option is usually disabled if the journal only accepts one language










	
	Section

	
	Denotes what type of article the paper is (eg. Research, Review, Editorial etc.)










	
	License

	
	The license option is usually disabled if the journal only accepts one license










	
	Keywords

	
	Type your keyword and press enter and it will be turned into a box with an X icon, click the X icon if you want to remove the keyword. You can have multi word keywords (see keyword image below)













[image: _images/article_info.png]

The Article Information page filled with example data



Individual journals can add more fields to this page and they will be displayed under a heading “Additional Fields”



Author Information

On the Author Information page we can add the authors of our paper. One some journals the submitting user is added as an author automatically, on others you will have the option to add yourself as an author using a button.


[image: _images/no_authors.png]

In this example journal the submitting user has not been added as an author but can use the “Add self as author” button to add themselves



To add more authors we can either search the journal’s author list or create a new author. Note that if you don’t search first and use the Add New Author button to add an author who’s email address is in the database this will not create a new record but add their existing record to your submission.


	
	Search

	
	You can search the journal’s database of authors using email address or, even better ORCID. If a matching record is found they will be added as a co-author. If not, you will be notified that no account has been found.










	
	Add Authors

	
	
	You can use the Add New Author button to create a new author record for your co-authors if they don’t have one already. Clicking the button shows a popup with a series of fields to complete. The following fields are mandataory in Janeway:

	
	First Name


	Last Name


	Institution (can be supplied as N/a or Independent for those who do not have one)


	Email Address










	An account will also be generated so that the co-author can log in to the journal to check the progress of the paper. They will need to use the Password Reset function to get access to their account.













[image: _images/current_authors.png]

There are now two authors added to the submission. You can use the trash icon to delete authors and the arrow handles to drag and drop to re-order the authors





Article Files

Here you can upload your manuscript and any figure or data files that go along with it.



[image: _images/upload_files.png]

You can upload your Manuscript and seperately any files that go along with your paper






Select one of the Upload buttons and a popup will appear, you can select the file using the “Choose file”. You are required to add a label but the description field is optional.



[image: _images/submit_ms.png]

Submitting a Manuscript file






You can only add one Manuscript file but can repeat the upload process for figures and date files. The label of figure files should match the image in the manuscript (figure 1, figure 2 etc).



Review

The review page displays a run down of the article you’ve submitted, metadata, files and authors. Once you have reviewed your submission you can complete or jump back to other stages to make changes.



[image: _images/article_review.png]

The review page for the article








Revisions

Editors may request that authors revise their files based on recommendations from reviewers. There are two types of Revision decision:


	Minor Revisions.


	Major Revisions.




With Major Revisions you may find that the Editor will send the paper for a second round of review once you have completed your revisions.

When an Editor request revisions there are two ways to start this process:


	Click the link in the email sent to you.


	
	Via the Journal Dashboard:

	
	Login to the Journal


	Go to the journal Dashboard


	Scroll down to “Submitted Articles”


	Click the “Revision Request” button next to the article.












Once you have accessed the revision request you will be able to view available peer reviews and download, revise or upload new files. Once you’ve uploaded a revised manuscript and any additional image files you can fill in the covering letter and save the revision.



[image: _images/review_do_revisions.gif]






Copyediting

Editors and authors are encouraged to undertake as many rounds of copyediting as is necessary to ensure that the text is ready to go into production.

It is important that all stylistic changes are made at this stage. As many errors as possible should be corrected at this point, and by the end of copyediting there should be a final manuscript which requires no further changes. The typesetters will then use this final manuscript to create the finished article, which will be sent back for checking in the form of typeset proofs.

Typeset proofs are not an opportunity to make changes to the content or style of a manuscript: the file that goes into production is final. It is expected that only a handful (less than 10) of very minor changes should be requested at the proofing stage, if any.

When an Editor requests an Author Revision following a copyedit:


	Click the link in the email sent to you to access the file.


	
	Alternatively, to access this via the Journal Dashboard:

	
	Login to the Journal


	Go to the Journal Dashboard


	Scroll down to “Submitted Articles”


	Click the “Copyediting Review” button next to the article













[image: _images/author_copyedit_1.png]

Once you have accessed the Copyediting Review request you will be able to view requested copyedits and download the copyedited file. Copyedits are made as tracked changes.

Please accept all tracked changes you agree with and address any queries the copyeditor has made in the comments. Check your manuscript carefully to ensure you have not introduced any new errors before uploading your revised file back into the system.

To complete a Copyediting Review:


	Upload your revisions to the copyedited manuscript. You can do so by replacing the copyeditor’s version of the file with your own updated version.






[image: _images/author_copyedit_2.png]





	Fill in the Note to the Editor with any additional information


	Select a Decision (either ‘Accept’ or ‘Corrections Required’)


	Click ‘Complete Copyedit Task’






[image: _images/author_copyedit_3.png]






Proofing

After your paper has been accepted and copyediting, the editors might send you a request to proof the ‘Typesetting Files’.
These files are the final finals that will be made publicly available once the article gets published on the journal.

For journals that publish content in multiple media formats (HTML, PDF, XML…) It is important that you check all these files before publication. Authors are not expected to be able to open and read XML/HTML code. Instead, Janeway provides a ‘preview’ button were you will be able to previsualise the article as it will be rendered once it gets published.



[image: _images/proofreading_1.png]

Typeset Files download and preview






Once you’ve previewed the files, you can provide feedback in two ways:


	Fill in the rich-text “Notes” box. This form element supports rich-text as well as pasting in screenshots or other types of images






[image: _images/proofreading_notes.png]

Providing proofreading notes via Rich-text editor







	Upload an annotated file. In the case of PDF files, you can download the file and make annotations offline using specialized software. when this is done, you can upload the annotated file for the editor to review.






[image: _images/proofreading_2.png]

Providing proofreading notes by uploading an annotated file.






It is important to proof all the files thoroughly in order to avoid unnecessary follow-up rounds that will potentially cost more time and money to the journal’s editorial team and publishers.

Once you have provded your feedback, it is possible that the editorial team might send you another proofing tasks once the requested corrections have been applied. In that case, the process to follow is the same as explained above.





          

      

      

    

  

    
      
          
            
  
Editor Guide


Guides for Editors:


	Review
	Unassigned Article

	Review Page

	Add Files

	Delete Round

	Add Reviewer

	Making Reviews Available to Authors
	Allow Author to Read Review

	Controlling Individual Answers

	Editing Answers





	Decision Helper

	Request Revisions

	Draft a Decision

	Managing a Review

	An Example Review Round

	Finishing Up





	Copyediting
	Assigning a Copyeditor

	Managing Copyediting Assignments

	Review Copyediting

	Finishing Up





	Production
	Assign a Production Manager

	Production Screen

	Assigning a Typesetter

	Uploading Galleys

	Finishing Up





	Proofing
	Assigning a Proofreader

	Editing a Proofing Assignment

	Completed Proofing Assignments
	Review

	Request Changes

	Acknowledge

	Corrections wihout Typesetter





	Finishing Up





	Typesetting (Plugin)
	The Typeseting plugin dashboard

	Articles in Typesetting

	Typesetting Article (Editor/Production Manager view)

	Generating Typeset Files

	Reviewing the typesetting task

	Sending a proofreading request

	Reviewing a proofreading request

	Requesting Corrections

	Supplementary Files

	Managing Typeset Files/Galleys
	File Detail

	Replacing the Typeset File

	Image/Figure Files

	CSS File

	XSL File









	Pre Publication
	1. View Metadata

	2. Set Issue

	3. Verify DOIs

	4. Select a Galley for Rendering

	5. Set a Publication Date

	6. Select Article Image

	7. Notify the Author of Publication












          

      

      

    

  

    
      
          
            
  
Review


Unassigned Article

Once an Author has submitted an article it is the Editor’s turn to review the unassigned article, assign an Editor and move it into the review process. An Editor will be notified once an article is submitted, the email will contain a link, or the Editor can access the article from the Dashboard page.

Selecting Unassigned will provide the Editor with a list of articles that haven’t yet been assigned an Editor and moved into review. You can view the data for an article by selecting “View”. On the left hand of the page all of the article’s metadata will be listed, on the right, its options and actions.

The first thing an Editor needs to do is assign an Editor or Section Editor to the handle the article through the journal workflow. Once assigned, the Editor can then do one of the following:


	Move the article to review


	Reject the article outright


	Accept the article outright




Rejecting will allow you to tell the author why, Accepting will move it into Copyediting (if you have the default workflow) and Moving to Review will move the article into the Review workflow.

If you move the article into review and are the author of an article you will be blocked by a permission denied page.

If you opt to over-ride the security warning, all other Editors will be notified of this.


[image: Setting a projected issue and assigning an editor.]



Review Page

The review page presets various actions:


	Add Files


	Delete Round


	Add Reviewer


	New Review Round


	Request Revisions





[image: ../_images/review_main_screen.png]



Add Files

The Add Files options allows you to list which files will be listed for the reviewers in the current review round. All reviewers for a given round will see the same files. You will also be asked to confirm that the files you’ve selected have been checked to ensure there is no identifying author information in them. If there are you can download, edit and replace the version in the system on this screen.


[image: ../_images/review_add_files.gif]



Delete Round

This is an end all button, it will remove the files and reviewers from the current round. You will be given a prompt that explains what will be deleted if you agree, NB. there is no way to recover a review assignment once it is deleted so only use this option if you really want to remove it, better to add a new round which will close all open review assignments.



Add Reviewer

When adding a reviewer you have two options, you can select a reviewer and go through the process of setting up their review (anonimity, form and due date) or, if you’ve setup the required defaults, you can “Assign with Defaults”. This will use the default type, anonimity, form and due date for your journal and send an automated email to the reviewer (the former allows you to edit the email).

Assuming you choose to select the options yourself, when you press “Add Reviewer” you will be taken to the “Notify” page where you can edit the outgoing email to the user. There is an option available to skip sending this email if you wish.

Once the reviewer is assigned they will be able to access the system and let you know if they will complete the review and, if yes, access the review form you specified.


[image: ../_images/review_add_reviewer.gif]



Making Reviews Available to Authors

Once a peer review is complete, editors then have the option to make it available to the the author to read. By default the review will not be available for the author to read. When the review has a file, you will also have the option to make the file available for the author to read. Once you have opened a review you will see a details of the review assignment, a summary of the review and the review availability controls.


[image: ../_images/review_view_page.png]


Allow Author to Read Review

You can make the review form visible to the author by toggling Author can access this review, and the file available by toggling Author can access review file.


[image: ../_images/review_visibility_controls_1.png]



Controlling Individual Answers

In addition to making the overall review available for authors to read, you can control the individual form answers under Answer Visibility. Toggling the answers on or off will determine whether the author can see them when they look at the review.


[image: ../_images/review_visibility_controls_2.png]



Editing Answers

You can edit individual answers to create an edited version. When viewing the review the author will see only your edited version and not the original version from the reviewer. You can reset the answer at any given time. Note that Janeway will retain a copy of the original and display it for other editors to see.


[image: ../_images/review_form_elements.png]

Once you have adjusted the visibility of Peer Review reports, and have clicked through to ‘Make a Decision’, you will see a summary of the Peer Reviews and what is and what is not revealed to authors before sending your Decision.


[image: ../_images/review_visibility_4.png]




Decision Helper


Warning

As of version 1.3.10 all review decisions have been moved to the Decision Helper page.
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Copyediting

The copyediting stage provides an interface to track copyediting requests.


[image: ../_images/copyediting.png]

Janeway’s Copyediting screen




Assigning a Copyeditor

To assign a copyeditor select Add a Copyedit Assignment. This will present
a screen with the following options:


	
	Select a Copyeditor

	1.1 You can either select a copyeditor from the list or enrol another user the role before selecting them.







	
	Select Files

	2.1 Select files will list manuscript files from the review stage including any new files uploaded as part of the revision process.
2.2 If the file you want is not here, go back to the Copyediting screen and use Document Management to upload it.







	
	Set Options

	3.1 A notes field is available for you brief the copyeditor.
3.2 A due date field with date selector allows you to set the date this assignment is needed by.







	
	Notify the Copyeditor

	4.1 Once you have clicked Add Copyeditor you will be directed to the Notification page where you can email the copyeditor if you whish, or skip if you don’t.











Managing Copyediting Assignments

You can make as many copyediting assignments as you like and track them from the copyediting screen.


[image: ../_images/copyediting-assigned.png]

Janeway’s Copyediting screen with an assignment



After an assignment has been made the copyeditor will be able to login to the system to do their work. Before the
task is accepted you have the opportunity to edit the notes and due date or delete the assignment, once the copyeditor
has accepted the task these options are removed and replaced with a Review button. The Action Log will also updated
with relevant dates like Copyeditor accepted the request.



Review Copyediting


[image: ../_images/copyediting-review.png]

Copyediting review page



The review page presents the response from the copyeditor including their notes and any files they uploaded. You can now do one of three things:


	Accept Copyedit, this closes the task.


	Request Author Review, ask the author to review the copyedits.


	Reopen the task, ask the copyeditor to make some changes.




Accepting the copyedit closes this task, if you wish to make further requests from the copyeditor after pressing this you can assign the copyeditor again to a new task.

Requesting author review will ask the author to review the changes made and inform the editor if any corrections are required. The author can also upload a file if they have made corrections or used track changes.

Reopen the task asks the copyeditor to make further changes to the manuscript file. This is most often used after a Author Review returns corrections required.



Finishing Up

When you are finished copyediting the manuscript you can select Completed Copyediting to move to the next stage. In the standard workflow the next stage is Production.
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Production

Janeway allows for the use of Production Managers. These may be users who handle the production or articles, external organisations, or publishers. Their job is to assign typesetters and/or create galley proof files.

For smaller organisations that do not utilise an external production team, the Editor can assign themselves as Production Manager, this will allow them to upload galley proofs or assign other users as typesetters for the article.
If you are assigning an external production manager, you will still have access to the Production Management screen.


[image: ../_images/production-manager.png]

Production Manager assignment interface




Assign a Production Manager

Select either:


	
	Assign production manager

	1.1 Select a production manager from the lsit







	
	Assign self

	2.1 This will make you the Production Manager









After assignment the article will move from Awaiting Assignment to In Progress, if you assigned yourself it will also show in Assigned to Me.


[image: ../_images/production-assigned.png]

Production Manager with assigned article





Production Screen

From the production screen the Production Manager can:


	Assign typesetters


	Upload galley proofs


	Upload supplementary files and assign them DOIs





[image: ../_images/production-screen.png]

Production Manager screen





Assigning a Typesetter

To assign a typesetter first select Add Typesetter.


[image: ../_images/production-typesetter.png]

Assigning a typesetter




	Select a Typesetter


	Select the files you would like this typesetter to work on


	Add any notes like what outputs you would like


	You have the option to send a notification email




Note, you can add as many typesetter assignments as you like.



Uploading Galleys

Galley files are used for proofing and for displaying content on the live site. Janeway can display either JATS XML or HTML galleys and list most other formats as downloads.

To upload a galley click Upload Galley Files. You can then select either XML/HTML, PDF or Other.


[image: ../_images/production-galley-upload.png]

Uploading a galley file



When uploading an HTML or XML file, with images Janeway will warn you that you need to upload them with a message like “Missing supplementary files.”


[image: ../_images/production-missing-supp.png]

Missing Image files



We can upload these by selecting Edit Galley and using the upload boxes to upload the image files.


[image: ../_images/production-galley-images.png]

Uploading image files



On the edit galley page we can also replace the galley file, edit its label and upload an accompanying CSS file if the article requires specific styling.



Finishing Up

Once either the typesetters have completed their task or you have uploaded the Galleys yourself we can complete the production stage.
If in the event you require the typesetter to do some additional work on the galleys you can assign them again once their initial task is complete.

To complete the Production stage select Mark production as complete and optionally send an email to the editor (if you are the editor you can click skip to not send the email).
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Proofing

The Proofing stage allows us to request proofreading from any of:


	The journal editors


	Users with the proofreader role


	Authors of the article




Much like Production we can assign a Proofing Manager to undertake the proofing stage on the Editors behalf or we can assign ourselves as the proofing manager. Either way Editors retain access to the Proofing Manager pages.


[image: ../_images/proofing-screen.png]

Proofing manager screen



From this page we can assign proofreaders and upload new Galley files. To add a new Proofreader select Add New Proofreader.


Assigning a Proofreader

1. Select the files we want the proofreader to view. XML will be rendered into HTML and PDFs and EPUBs will be displayed in the browser.
All other file types will be served as downloads.


	Select the proofreader. The list of potential proofreaders is made up of Editors, Users with the Proofreader role and the Authors of the paper. You can only select one proofreader but can add multiple assignments.


	Task, you can use this text box to define the task for the proofreader eg. Please undertake a technical reading of theses galleys.


	Due Date allows you to set a date for the task to be complete, please ensure you give people a reasonable amount of time to complete the task.
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Adding a proofreader part 1




[image: ../_images/proofing-2.png]

Adding a proofreader part 2



After completing this for you can optionally send an email to the proofreader with information about their task.



Editing a Proofing Assignment

Before a proofing assignment has been accepted and is underway you will have the option to edit it using the Actions drop down. The edit interface allows you to change the galleys, task box and the due date of an assignment. It also has a delete button that will completely remove the assignment, though some information is retained in Janeway’s logs.



Completed Proofing Assignments

Once a proofing assignment is completed, the Actions drop down is populated with three different buttons:


	Review


	Request changes


	Acknowledge





Review

The review page will display each of the assigned galleys and allow you to view the notes the proofreader made about the paper. You can also add your own notes here if you have further things to add (this is useful if you are using an external typesetter). If the proofreader uploaded  a annotated document you can also view it on this page.


[image: ../_images/proofing-3.png]

Reviewing a proofing task



If you are using external typesetters or have someone using the typesetting role, you can then request changes from them using the Request Changes button on this page, or from the action menu on the main Proofing screen.



Request Changes

You can use this page to request changes from a typesetter. The first thing to do is decide if you want to pull the proofreaders comments into the task box. If you do, press the Import Comments button in the top right of the page. You can then:


	Edit the task


	Set a due date


	Select proofed galleys for editing


	Select a file the proofreader uploaded (if any)


	Select a typesetter




As always you will have the option of emailing the typesetter.



Acknowledge

Allows you to send a short thank you message to the proofreader acknowledging their work.



Corrections wihout Typesetter

If you are not using a typesetter but are making corrections yourself the main Proofing interface provides a place to replace existing galleys with new versions or to upload new files.




Finishing Up

Once you are happy with the galley files you can complete the proofing stage. This will move you to the pre-publication page.
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Typesetting (Plugin)

The typesetting plugin is a new workflow element introduced with the release of Janeway v1.3.8
This new element aims to simplify the production process by combining the generation of the final
article files (Refered to as ‘typeset files’) with the process of proofing such files.

Usually typeset files include but are not limited to:



	A PDF file


	An HTML file


	An XML file such as JATS-XML (Janeway can render JATS-XML files on the website as HTML with the use of XSLT)








[image: Detail of a published article, showing the option to download the Tyepset files]

Detail of a published article, showing the option to download the Tyepset files



All the typeset files will be available to be rendered or downloaded from the article page once your article is published.

To get started with the typesetting plugin, contact your site administrator. You can find more details on GitHub [https://github.com/BirkbeckCTP/typesetting].

In a future release of Janeway, Typesetting will replace the Production and Proofing workflow elements.


The Typeseting plugin dashboard

When the typesetting plugin is installed and enabled as part of the workflow of a journal, every user will get a typesetting card on their dashboard.
These card, will show different buttons depending on the roles available to the user logged in.


	Articles in typesetting (Shown to Editors and Production managers)


	Typesetting tasks (Shown to Typesetters)


	Proofing tasks (Shown to all Authors, Editors, and Proofreaders)





[image: ../_images/typesettingcard.png]



Articles in Typesetting

From this view, editors and production managers can see all the articles currently on the typesetting stage as well as an overview of their status.
There is an option to “Claim” an article. It does not have any practical effects, other than displaying who is managing the article to
all the members of staff. This doesn’t not restrict access to the other editors and production managers in the journal.


[image: ../_images/articles_in_typesetting.png]

There is also a filter on the top-right-hand corner to display only articles that have been previously claimed by you (“My Assignments”)



Typesetting Article (Editor/Production Manager view)

On this page, editors and production managers can control the production process of the article, including uploading article files, generating typeset files, or creating assignments for Typesetters and/or Proofreaders to upload new typeset files of proof typeset files respectively


[image: ../_images/typesetting_article_start.png]

Manager view of the ‘Typesetting Article’ page



As shown on the image above, there is a small step-by-step guide that assumes a user with the Typesetter role will produce the final Typeset file.
This however, is not the only workflow possible with the Typesetting Plugin.



Generating Typeset Files

The typesetting plugin supports 3 mechanisms for adding typeset files.


	Manual Upload:
If you produce your typeset files by yourself (e.g.: Generate a PDF from MS word or a specialised tool), scroll down to the ‘Current typeset files’ section’ where you will be able to upload them. When selecting your file, you can also add a custom label. This label will be presented to users in the article page as ‘Download <label>’ (e.g ‘Download PDF’). Janeway will always set the label automatically for common typeset file types (PDF, XML, HTML…). For unknown file types it will set it as ‘OTHER’.





[image: ../_images/upload_typeset_file.png]

Manager view of the ‘Typesetting Article’ page




Tip

Labels can be used to denote the language of a file to readers. For instance labelling a pdf file as ‘PDF (EN’) and another as ‘PDF (ES)’ will allow readers to download the correct PDF for their language
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Pre Publication

The Pre Publication stage of the workflow takes you through the last checks before publication, going through each of these final elements step by step.
There are some key things to look out for in Pre Publication, outlined in bold below.


1. View Metadata

View Metadata, the first step in Pre Publication, is where editors can make final checks and alterations to author abstracts, titles, licences, article citation and names/contact details.
It is important to ensure that the abstract and title in the metadata exactly match the abstract and title of the PDF file (often, authors change their abstract during revision and copyediting, so the original abstract needs updating before publication).
The metadata abstract is displayed when you preview the XML file (if you are using XML files) in the Typesetting Plugin or Production stage.


[image: ../_images/gifprepub.gif]

If you copy and paste an abstract into the metadata, ensure you paste this in without formatting and, if necessary, use an HTML cleaning tool so that the abstract text matches the formatting of the rest of the XML text.
Use the preview XML file function in the Typesetting Plugin to check abstracts have updated correctly.

It is very important, for Open Access compliance purposes, that the licence selected in the metadata matches any licensing information given in the footer of the PDF file.


Warning

** If an author requests a non-standard licence, this should be flagged in advance to the typesetters.**
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Reviewer Guide

Reviewers can access reviews in two ways:


	Using the link in their request email


	Checking the Review section on the Dashboard





Direct Link

If the journal has enabled one-click-access reviewers should be able to go straight to the review page bypassing the login screen using a shared secret key. Otherwise, the reviewer will have to login as normal.



Dashboard

If you login to a janeway journal and are a reviewer for that journal you will find a review section on your dashboard where you can see if you have any active review requests.
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The review dashboard block
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On the reviews page you can see new requests and outstanding review requests





Review Form

Either way you will come to the Review Form page. It is split into three sections.


	Review Guidelines


	Review Files


	Review Form





Review Guidelines

The review guidelines section displays information on how the editor would like you to undertake the review. There are general review guidelines and guidelines that are specific to this review form (as journals can have multiple forms).

Also in this section you have an option to accept or decline the review. If you used the Dashboard > Review Requests > Review Form route and have accepted already you may only see the Decline button. If you opt to decline to review you will be asked if you can suggest any other reviewers who may be suitable.
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Guidelines for the default review form





Review Files

A list of the review files that the editor has selected for you to use to complete the review are listed here. Sometimes there can be quite a few files so you also have the option of downloading them as a zip file.


[image: _images/review_files.png]

In this instance there is one review file but there may be more, including figure files





Review Form

The review form is where the magic happens! It can be a single large text box or multiple boxes with checkboxes and drop downs. Each element in the form will have help text to assist you in completing it.
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A review form



The sections of this form are:


	
	Review File

	
	Here you can upload your review if you want to complete if offline, though this may be disabled on a journal by journal basis.










	
	Review Field

	
	This is the main review form element, it could be made up of one or many questions










	
	Recommendation

	
	
	You are asked to make a recommendation from the following options:

	
	Accept


	Decline


	Minor Revisions


	Major Revisions


















	
	Comments for the Editor

	
	If you have any additional comments they can be added here, these are for consumption by the editor only.















Review Complete

Once you have submitted your review you will be shown a run down of what you submitted. Please note you will not be able to go back once you have pressed submit.
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Copyeditor Guide

As a copyeditor you may be assigned copyediting tasks for a paper. When a new assignment is made you will receive and email and be able to see the requests from the journal dashboard.


[image: _images/copyedit_requests.png]

Copyeditor dashboard block



If you use the link in the email or click the View Requests button you will be able to see three lists of copyedit tasks.


	
	Awaiting Initial Decision

	
	New tasks you have not accepted or declined.










	
	In Progress

	
	Tasks you have accepted but not completed.










	
	Completed

	
	Tasks you have completed.












To start a new task press the Accept button and it will move to the In Progress column. To start the copyediting process you can click View on a card in the In Progress column.
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A task that has been accepted




Copyediting a Paper

Janeway presents an interface for copyeditors broken into three sections:


	
	Guidelines

	
	Here the journal’s copyediting guidelines will help you complete your task.










	
	Article Files

	
	A list of the files supplied by the editor for copyediting, you can download these files so you can then copyedit them.










	
	Copyedited Files

	
	A list of files you have uploaded. Use the Upload File button to add a new file.










	
	Complete Task

	
	Here you can enter a note for the editor and mark the task as complete.












Once you complete the request the card will move to the Complete column.
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A task that has been completed



The editor can then either accept your copyedited manuscript and move onto the next workflow stage or send it to the author for review. The author can then supply feedback and the editor can decide whether to accept or send it back to you for more copyediting.



Reopened Task

If the editor has reopened the task you will receive an email and be able to see the request on your dashboard.


[image: _images/reopened_copyedit.png]

A task that has been reopened on the left and the original completed task on the right



Note that the task will appear twice, the one in the Completed column is the original task. You can press View to look at the copyedit task and will probably see a version of the paper uploaded by the author, the screen looks similar as above. When you are happy complete the task and it will be closed off.
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Typesetter Guide

When a typesetting task is assigned you will receive an email notification and also be able to see the task on your dashboard under _Production_.


[image: _images/production_block.png]

Production block



Clicking on view requests will display three columns


	
	Awaiting Decision

	
	New Assignments.










	
	In Progress

	
	Assignments you have accepted but no completed.










	
	Completed

	
	Assignments you have completed.













[image: _images/typesetting_requests.png]

Typesetting requests




Typesetting a Paper

Once you have accepted a request you can then use the view button to display the typesetter interface. This allows typesetters to pull files and view the metadata of the paper so they can produce Galley proofs. The interface is broken in 4 sections.


	
	Files uploaded for production

	
	Lists the files that are to be used in generating the galley proofs.










	
	Current Galleys

	
	Lists any galley proofs that already exist.










	
	Source Files

	
	This is an area for you to upload any intermediate source files (indesign etc).










	
	Notes

	
	Displays the request from the editor and a link to view the article’s metadata.













[image: _images/typeset_article.png]

Typesetter interface





Uploading a Galley

You can use the Upload a new galley button to upload a new file. There are three upload options.


	XML/HTML


	PDF


	Other (for any other file types)




Janeway processes each differently (or in the case of Other, not at all) so ensure you select the correct upload box.


Warning

Janeway operates with the UTF8 encoding, so you should ensure your plain text galleys (HTML and XML) use this encoding.
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Proofreader Guide

As a proofreader you may be assigned proofing tasks for a paper. When a new assignment is made you will receive and email and be able to see the requests from the journal dashboard. The list of potential proofreaders for a paper is made up of:


	Authors of the paper


	Editors


	Users with the Proofreader role




From the dashboard you will be able to see a list of New, In Progress and Completed proofing requests. Once you have accepted a new task you can use the View button to begin proofing.
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A proofing task that has been accepted




Tip

Hover over the initials/pictures to see the names and roles of those involved in the paper. PM means Proofing Manager
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Manager


Note

In version 1.4 the some of the buttons in the Manager interface have been rearranged.
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Journal Settings

In journal settings, you can set basic information about the journal, configure home page elements, upload logos and banner images, and adjust some display elements.

If you have the Janeway role Editor or Staff, you can access Journal Settings by selecting Manager under Staff.


General

The general journal settings page is home to various configuration settings for the journal. Each field is explained in Janeway.


	Journal information (title, ISSN, description, keywords, design theme)


	Publisher information (name, website, contact)


	Email settings for system-generated emails


	Remote website settings


	Language settings


	Integration with Slack or Discord






Home Page

Here you can activate features for your journal home page.


[image: The Journal Home Settings page]

The Journal Home Settings page



To add a homepage element, select Add under Add Home Page Features and then select configure to see options for that element. You can reorder elements by dragging and dropping them.


	About

	Displays the journal description. If you edit the description here, it will also change in the other places it appears.



	Carousel

	A rotating banner that can be configured to display one of the following:


	Latest articles


	Latest news


	A combonation of both




You can select the number of items to display as well as select the items you want to include or exclude.



	Current Issue

	Takes whichever issue is marked as current and displays its table of contents on the home page. To learn how to select a current issue check the issue page.



	Featured Articles

	Allows you to select a series of articles to display on the homepage. The selected articles are displayed in a grid that will cascade onto a new line every three articles.



	HTML

	A generic segment that you can customize according to your needs. It can hold text as well as more complex HTML such as a Twitter timeline.



	News

	Displays a list of the most recent news items. You can configure the number of items to display (the default is 5).



	Popular Articles

	Displays the most-accessed articles. You can configure the number of items as well as how recent the articles should be.







Images

Below are explanations of the fields you see in Settings. See also the Styling section.


Tip

Janeway will automatically resize images to fit the designated spots it has for them, but it won’t change the proportions of width to height.
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Review

The management interface has two sections that allow you to manage peer review settings for journals.


	Review Settings


	Review Forms





Review Settings

Under review settings we can control how peer review operates for the given journal. The settings editable here are:


	
	Review Guidelines

	
	A set of generic review guidelines that a reviewer should follow.










	
	Default Review Visibility

	
	Either Open, Anonymous or Double Anonymous, this is the default information visibility for a review assignment. If open, authors can see reviewers and vice versa, if single anonymous reviewers can see authors, if double anonymous neither can see information on the other. When using double anonymous review, the editor must ensure the manuscript files are anonymous.










	
	Default Review Days

	
	The default number of days a reviewer is given, this is used to then control reminders. This field is set to 56 days (8 weeks) initially. The due date can be changed on a per review basis.










	
	One Click Access

	
	If enabled a special access token is appended to the reviewer link in the assignment email, this link allows the reviewer to view the review without logging into the system. Once the review is complete the token is deleted so it cannot be reused. Tokens are UUID4s which are unique.










	
	Draft Decisions

	
	If enabled, section editors will not be able to accept papers, instead they can make recommendations to senior editors who can then accept papers.










	
	Enable open peer review

	
	Turns on the open peer review feature (see below).










	
	Default Review Form

	
	The default review form that will be automatically selected when assigning a reviewer.










	
	Reviewer Form Download

	
	If enabled this allows the Reviewer to download a copy of the review form in DOCX format to complete offline and then upload.










	
	Enable save review progress

	
	If enabled, reviewers will be able to save the progress in a peer-review assignment and come back later to complete it later (Only recommended for journals using custom review forms that are particularly long)










	
	Accept Article Warning

	
	This is a block of text displayed to the editor before they accept an article, prompting initial DOI and metadata registration with Crossref if the journal or press is set to use Crossref. You can use the setting to provide a readout of current metadata so the editor can do a quick check of what will be sent to Crossref. To show registration information, populate the setting with {{ article.registration_preview|safe }}










	
	Enable expanded review details

	
	When this setting is enabled, the editor’s review dashboard will show all active reviews. Otherwise it will show just a count of completed reviews.













Displaying Review Data to Authors

Janeway has various controls for how review data is displayed to authors. These settings are:


	
	Hide Review Data from Authors Before Release

	
	When this setting is enabled, authors will see no information about active peer reviews until the editor makes them available. Otherwise they will see a list of review assignments.










	
	Enable Peer Review Data on Author Page

	
	When this setting is enabled, authors will have access to more information about the reviews for their article (requested, due, and complete dates) on the article page. If it is left off, they will only have access to the review comments.










	
	Enable Peer Review Data on Review Pages

	
	When this setting is enabled, authors will have access to more information about their reviews on the review page.












The settings “Enable Peer Review Data on Author Page” and “Enable Peer Review Data on Review Pages” do similar things but on different pages. “Enable Peer Review on Author Page” is used on the author’s article page, which they have access to from the point of submission. “Enable Peer Review Data on Review Pages” is used on the review page, which authors only get access to after an editor grants the author access. Both are off by default.




Review Forms

Janeway allows you to generate as many review forms as you like. When a new journal is created a default review form is generated automatically (called Default Form) it has one element: a text area called “Review”.
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Review Form interface



To create a new form complete the form on the right:


	Form Name


	
	Slug

	
	a version of the form name but in all lower-case, no spaces e.g. default-form










	
	Intro

	
	Guidance text specific to this form










	
	Thanks

	
	Text that is displayed after the reviewer has completed their review












Once you have created your new form you can add Fields known as Elements in Janeway by selecting the yellow edit button. Elements can be:


	Text Field


	Text Area


	Checkbox


	Select (dropdown)


	Email


	Upload


	Date




To add a new Element:


	Click Add Element


	
	In the modal supply a name and kind

	
	If you choose “select” as kind you will need to add the options to the Choices field, these should be seperated by the bar “|” characted e.g. choice 1|choice 2|choice 2 or 1|2|3|4|5 if you wanted a numeric choice. If you select any other Kind, ignore the Choices field.










	
	Required

	
	If this field MUST be completed, ensure this box is checked, if it is optional make sure it is not checked










	
	Order

	
	The order in which this element will appear on the form










	
	Width

	
	1/3, 1/2 or Full width. If you put two half width elements next to each other in order they will both display on the same line










	
	Help text

	
	This text will display under the Name field on the form and explain what the reviewer needs to do with this field.










	
	Default visibility

	
	If enabled, by default this element will be visible to the reviewer once the Editor has approved the review for them to see. If disabled, the author will not see this element unless the Editor overrides the default setting.












As you go along you can use the Preview Form button to see what the form will look like. Here is an example of the default form edited to have two additional fields with 1/2 widths.
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Review Form preview





Open Peer Review

This feature allows peer reviews to be made public with the consent of the reviewer, and when chosen for public display by the editor. By default, this feature is off and peer reviews will remain confidential.


Note

Open peer review only shows text that is typed into the peer review assignment box, not uploaded files. This is for accessibility and display purposes. Accordingly, if you enable open peer review, we recommend encouraging reviewers to use the text box rather than uploading files.
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Submission

The management interface has three sections that allow you to manage submission settings for journals.


	Submission Settings


	Submission Fields Configurator


	Additional Submission Fields





Submission Settings

This section allows you to control generic submission settings that affect how submission is experienced.


	
	Disable Journal Submission

	
	If checked, this setting disables the submission system.










	
	Submission Intro Text

	
	Introductory text for the head of the Submission page.










	
	Copyright Notice

	
	Copyright information for authors usually includes information on licenses used for publishing and rights retained.










	
	Submission Checklist

	
	Usually a numeric list of items an author should check before submitting the paper.










	
	Acceptance Criteria

	
	The criteria the journal uses to evaluate your paper.










	
	Publication Fees

	
	Any publication fees associated with submitting the paper.










	
	Editors for Notification

	
	This allows you to select which Editors are notified of new papers being submitted.










	
	User Automatically Author

	
	If enabled the submission system assumes the user submitting the paper is also an author, they can be removed if required.










	
	Competing Interests

	
	This setting is deprecated in favour of the Submission Configurator version.










	
	Submission Summary

	
	This setting will be moved to the submission configurator. If enabled, this asks for a lay summary of the paper to be submitted.










	
	Accepts Preprint Submissions

	
	If preprints are enabled and this setting is enabled an author will be able to submit a preprint directly from the preprint service into the journal for evaluation.










	
	Focus and Scope

	
	The journal’s Focus and Scope, displayed on the Submissions page.










	
	Publication Cycle

	
	The journal’s publication schedule e.g. Yearly or Continuous, displayed on the Submissions page.










	
	Peer Review Info

	
	Information on how peer-review is conducted, displayed on the Submissions page.










	
	File Submission Guidelines

	
	General instructions for authors when they get to the file upload stage.










	
	Manuscript File Submission Instructions

	
	Specific instructions for manuscripts, appearing on the manuscript upload pop-up.










	
	Limit Manuscript Types

	
	If enabled, only Doc, Docx, RTF and ODT files will be accepted as manuscript files during submission










	
	Data and Figure File Submission Instructions

	
	Specific instructions for figures and data files, appearing on the figure and data upload pop-up.














Submission Fields Configurator

The submission fields configurator lets you enable or disable submission fields. This page has three complexities:


	
	Disabling License, Language or Section

	
	If you disable one of these fields you need to set a default value
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Submission Fields Configurator




	You can enable or disable almost all fields, except Title, Manuscript Files and Authors.






Additional Submission Fields

The additional submission fields page allows us to add custom fields to the Article Info submission page. It works in a similar fashion to the Review Forms generator.

Field types are:


	Text Field


	Text Area


	Checkbox


	Select (dropdown)


	Email


	Upload


	Date




To add a new Element:


	
	In the form add Name and select a Kind

	
	If you choose “select” as kind you will need to add the options to the Choices field, these should be seperated by the bar “|” characted e.g