Initial Journal Setup
Your login for OJS is accessible at:
https://ojcs.siue.edu/ojs/index.php/
From here you will be able to access your specific OJS site.
Upon accessing the main page you will need to enter your username and password.

After you have logged in, click on the link for "Journal Manager" in the middle of the page.

In the Management Pages section click on the link for "Setup."

There are 5 different areas (Details, Policies, Submission, Management, and The Look) where
you will need to add narrative text or choose how you want the journal to display to submitters or
to readers. You should begin with step 1 (Details) and, after completing the appropriate sections
in each one, click the "Save ..." button at the bottom of the page and move onto the next step.
Continue with this until you have reached the fifth and final step.

1. DETAILS
1.1 Do you have a print or online ISSN? Also, what is the mailing address that should be
utilized for this journal?
1.2, 1.5, 1.6, and 1.7 You will need to fill the information in (or add additional information to
what we have already inputted) for these areas. (In 1.3 you can put down the Technical Contact
should be Southern Illinois University Edwardsville, Information Technology Services -- the
email should be ftc_help@siue.edu.)
1.8 Please leave this blank.
After you are finished, click the "Save and Continue" button and then, on the next page, click the
link to begin the next step.
2. POLICIES
2.1 and 2.2 You will need to fill the information in for these areas. You will also need to provide
the details about review timeframes, etc. in 2.2.
2.5 You will need to fill the information in for this area.
2.6 John and I have discussed it and we feel it is best to not enable journal archiving at this point.
We are investigating the feasibility of this option and a decision will be made on this in the
future. In the meantime, rest assured that backups of the newsletter are being kept (along with a
lot of other electronic material) by SIUE's standard back-up procedure.
2.7 Please leave this section blank for the present time.

After you are finished, click the "Save and Continue" button and the, on the next page, click the
link to begin the next step.
3. SUBMISSION
3.1 You will need to fill the information in for this area and decide what text you want to
accompany the steps for the submission process. These are the steps that authors will follow
when submitting their material to the journal; they do not need email it directly to you any
longer. Although you will receive notification that an article has been submitted, this method of
submission ensures that you are not solely responsible for keeping track of the articles; electronic
copies will be stored on the server.
3.2 In terms of copyright, if there are any questions about it (i.e. Does SIUE's Board of Trustees
have privileges for this journal or does copyright lie strictly with the sponsoring organization?),
you can contact Christa Johnson in the SIUE Graduate School. Christa can be reached
at cjohnaa@siue.edu.
3.3 You will need to fill the information in for this area.
3.4 & 3.5 Please do not enable these features.
3.6 By default, the Journal Administrator will be notified whenever authors submit their work. If
you want notification to be sent to another user (editor, reviewer, etc.), specify their contact
information here. Your email, for example, could be included in this section under the "Send a
copy to this email" option.
After you are finished, click the "Save and Continue" button and the, on the next page, click the
link to begin the next step.
4. MANAGEMENT
4.1 Leave the current setting (open) enabled (unless decided otherwise by the Administrator ).
You will need to adjust all other settings in this area. In the User Registration section, please
leave the settings as they are currently configured; Reviewers should not have the ability to
create accounts as this is (or at least should be) an administrative function of the Journal
Manager role.
4.2 You will need to adjust the details and fill the information in for this area.
4.3 Please do not enable anything in this area (unless you want to enable the Page Number
Option, which means that you will need to manually enter page numbers for each item in each
individual publication).
4.4 The information inputted in this area will be displayed in the Announcements section on the
journal's main page. Announcements can also be added at a later time.

4.6 You do not need to enable anything in this area.
4.7 You will need to make changes, if any are required, to the text in this area.
After you are finished, click the "Save and Continue" button and then, on the next page, click the
link to begin the next step.
5. THE LOOK
5.1 and 5.3 ITS can help you in creating and setting up the appropriate logo, title, and header
images. You don't need to fill in the Title Text boxes in either of these sections.
5.2 You will need to fill the information in for this area.
5.4 You will need to fill the information in for this area if you decide that you want to have a
footer on each page.
5.5 Currently the navigation allows people to move around the site. In the future you might want
to amend it to jump to certain sections of the journal (Reviews, Editorials, Announcements, etc.).
If you need to link to external sites that can also be done.
5.6 This is where you can decide on a theme (if any is desired beyond the standard) for the
newsletter. If none of the current themes work you can speak with our graphic designer and they
can work with you to design a cascading style sheet that can be used in lieu of the standard, "out
of the box" themes.
5.7 The information here should be left, we believe, for both readers and authors. You will need
to decide whether or not to leave the information for librarians displayed (this will make more
sense when you read it). If you do not want it there, just delete the text.
After you are finished, click the "Save and Continue" button.
When authors are going to submit, they will click on the "For Authors" link in the Information
area on the right navigation pane. Authors will need to create a login prior to being able to
submit their work. After they have done this and login, the submission process if fairly selfexplanatory. If they need directions, we have some you can post on your site, though.

