Authors Manual
Guidelines to help authors use the OJS system

This document will describe the steps you need to follow in order to use the Online
Journal Submission system.

1. Go to the Deanship of Academic Research's website: http://research.ju.edu.jo/
Select the journal in which you want to publish (DIRASAT OR Jordan Journals).
Assume you want to submit a paper to the DIRASAT Journal: Educational Sciences
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Fig. 1 The Deanship Wesite.

2. If this is your first time using this system, click on the “REGISTER” tab to
register via the system. If you already registered click “login” link.
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Fig. 2 The Online Journal Submission Webpage.



Fill the form. Then press the “Register” button. Enter the username and
password you’d like to use to log in to the system

Please notice that all the fields that are marked with an asterisk (i.e. *) are
required fields that cannot be left empty.
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Fig. 3 Registration page.

Click on “New submission” to start the submission process.
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Fig. 4 User Home page.



5. Step one: you must confirm each item in the submission checklist is correct
and tick each box. Press “Save and continue”.
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STEP 1. STARTING THE SUBMISSION

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

Encountering difficulties? Contact Nidaa Aldesk for assistance (+962-6-3355000 Ext 25114).
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Fig. 5 First step in the submission

6. Step Two: [a] Click "Browse" to select your article file. [b] You must click
"Upload" to upload the file to the systems. Then click "save and continue”. The
file should be in Microsoft Word, RTF or WordPerfect document file format.

HOME JOURNAL OVERVIEW USER MEKU LOG OUT SEARCH CONTACT

Home > User > Author > Submissions > New Submission

STEP 2. UPLOADING THE SUBMISSION

1. START 2. UPLOAD SUBMISSION 3. ENTER METADATA 4. UPLOAD SUPPLEMENTARY FILES 5. CONFIRMATION
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Fig. 6 Uploading the article



7. Step Three: Complete the authors details. All fields marked with an asterisk (*)
are required.
NOTE: If there are multiple authors, use "Add Author" button to bring up
additional fields.
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Fig. 7 Entering submission metadata



8. Step Four: if you have supplementary Files (instruments, data sets, figures or
tables) in any file format: [a] Click "Browse" to select your file [b] You must
click "Upload" to upload the file to the system. [c] Complete the necessary
information about the supplementary file as shown in Fig. 9.

If you don’t have any supplementary files, click on “save and continue” to skip
this step.
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add to the contribution of the work.
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Fig. 8 Upload Supplementary files

HOME JOURNAL OVERVIEW USER MENU LOG OUT SEARCH

Home > User > Avthor > Sxbmissions > New Submission

STEP 4A. ADD A SUPPLEMENTARY FILE

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

<< Back to Supplementary Files

Form Languaze I English :

To enter the information bslow in additional langpagss, first sslsct the langvaze

SUPPLEMENTARY FILE METADATA

To index this supplementary material, provide the following matadata for the sploaded supplemantary file.
Title* —

Titls feup file Fitle

Creator (or owner) of file I

Keywords [

Typ= IResear:h Instrument :

Specify other |

Brief daseription

Pl
SUPPLEMENTARY FILE
File nams 4146-8325-1-59 jpg
Original filz nams 188947_626643490684896_2128583738 _njpg
File size 23KEB
Dats uploadsd 2013-04-27 01:36 PM
o file to caviewars (without metadata), 2s it will not compromise blind ceview.

Replacs file [[choose rie ) Mo file chosen Usa Sava to vpload fils.

() Cancel

Fig. 9 Supplementary file metadata



9.  Step Five: you must confirm the submission by click "Finish Submission™.
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Fig. 10 Finish submission

10. Now, the status of your article should be “Awaiting Assignment” and you will
receive a confirmation email.
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Fig. 11 Active submissions




How to follow up your submitted article?

[a] Click on the article title as shown in Fig. 11. [b] Click on “Review” tab in Fig. 12.
In case the reviewer asks for modifications, you can download them as shown in
Frig.12 (*). Then You can upload the modified article as show in Fig. 12(**).
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Fig. 12. Upload the article with the required modifications



