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1. Introduction

The correct terminology for editing an article on JOL is "editing the article metadata”

It is not possible to edit any articles without logging on, and you can only edit the journals where
you are authorised to do so. An Author can only edit the metadata for his/her own articles, not the
submitted full text. An Editor can edit the metadata and the full text for any of the articles
submitted to the journal. The information below assumes that you are an Editor of a journal

2. To access the metadata

If you know which issue the article is in:

e Select User from the ‘breadcrumbs’ or select My journals from right-hand side bar

e Select the Editor role

o If the issue has already been published, then click on Back issues, otherwise click on Future

issues

Click on the issue in which the article appears

You can change the page numbers here

To change other information, click on the title of the article

This will take you to the Editing page for the article and you need to select the Summary

page

e On the Summary page, scroll down to the Submission metadata and click on Edit
Metadata

e The metadata page is then exactly the same as that for loading an article and all the
information (except page numbers) can be changed here

Hormie = User @Submissions > #151 = Editing

#151 Editing

SUMMARY ) REVIEW  EDITING  HISTORY

Submission
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If you don’t know which issue the article is in:

e Select User from the ‘breadcrumbs’ or select My journals from right-hand side bar

e Select the Editor role

e Click on Archives

e Find the relevant article and the Volume and Issue number will be given alongside. To
change the page numbers, you will need to go to the relevant issue (Back Issues)

e To change other information, click on the title of the article

e This will take you to the Editing page for the article and you need to select the Summary
page

e On the Summary page, scroll down to the Submission metadata and click on Edit
Metadata

e The metadata page is then exactly the same as that for loading an article and all the
information (except page numbers) can be changed here
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3. To delete an article /

e Select User from the ‘breadcrumbs’ or select My journals from right-hand side bar

e Select the Editor role

e Locate the article in Back issues (if it has been published), or Future issues (if it has not
been published) or in the Archives

e Click on the title of the article

e This will take you to the Editing page for the article and you need to select the Summary
page

e Onthe article Summary page, scroll down to the Status and click on Archive Submission.
Articles can only be deleted when they have been ‘Archived’

e (Cancel the option to email the author if you are submitting the article as an editor)

e Goto Archives

e Click Delete which will now be available alongside the relevant article

Tip: the articles listed within Archive are in chronological order — the date you originally entered
them with oldest first, and newest last

4.

Caution

Prior to publication you can make any changes you wish to make (ensuring that you do not
introduce errors). However, if you are making a correction after publication (either online, or in
print), beware of making changes that will affect references and citations to the article — see
Chapter 7: Good Practice — JOLs and online publishing within this manual — you could invalidate
the work of future researchers
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