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© 2006 International Network for the Availability of Scientific Publications (INASP) 
Author: INASP 
 
First published 2006 
 
The INASP mission is to enable worldwide access to information, and we therefore welcome re-use of our 
materials for non-commercial purposes. Please always credit INASP when you download and use our 
materials. 
 
We publish under the Creative Commons Attribution-Non-Commercial-ShareAlike Licence 

Attribution-NonCommercial-ShareAlike 2.5  

You are free: 

• to copy, distribute, display, and perform the work  

• to make derivative works  

Under the following conditions: 

• Attribution. You must attribute the work in the manner specified by the author or licensor. 

• Noncommercial. You may not use this work for commercial purposes. 

• Share Alike. If you alter, transform, or build upon this work, you may distribute the resulting work only 
under a license identical to this one. 

For any reuse or distribution, you must make clear to others the license terms of this work. Any of these 
conditions can be waived if you get permission from the copyright holder. Your fair use and other rights are 
in no way affected by the above. 

 

Disclaimer 

All INASP materials are published in good faith, and INASP assumes no legal liability or responsibility for the 
accuracy, completeness, or usefulness of any information published on our website. 
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1. Introduction 

Only Editors can publish issues on the JOL 

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

2. Basic steps to publishing an issue 

To publish an issue the following steps are required: 
• Create the issue with the role of an Editor (See Chapter 3, Section 1 Creating a new issue) 
• Submit the articles with the role of an Author (See Chapter 3, Section 2 Submitting articles) 
• Assign each article to the correct issue as they are submitted 
• Ensure that the articles appear in the correct order 
• Insert page numbers 
• Publish the issue – i.e. make it "live" on the JOL website – this is a "single click" action 

3. Changing issue numbers 

4.1 How the database calculates unpublished issue numbers 

The database begins the numbering of issues from the volume and issue number of the initial 
issue which is entered in the Setup (see Chapter 6: Journal Setup). It will number subsequent 
issues consecutively from this 

4.2 Changing the issue number 

It is possible to renumber any issues – whether they have been published or not – but be very 
careful of renumbering published issues – see the Chapter 7: Good Practice – JOLs and Online 
Publishing 

To renumber an issue 
• Volume and issue numbers can be changed 

by clicking on the Issue Data when on the 
Table of Contents page of the issue you 
want to change (see Section 6) and then 
typing in the correct information and Save 

Non-numeric issue numbers 
Due to a restriction in the database, it can only 
record numeric volume and issue numbers – so it 
cannot accept 1/2 or 5b as an issue. You must 
have numbers in the Volume, Number and Year 
boxes. However, you can choose how the issue 
will be displayed. The following choices are 
available in the drop-down menu: 

• Volume, Number, Year 
• Volume, Year 
• Year 
• Title only (use when the issue number is 

non-numeric) 
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Issue title 

If your issue has a title (for example "Special issue: Malaria", "Proceedings of …", etc.), you can 
type this into the box Title on the Issue Data page – and then click on Save – button at foot of the 
page. 

Tip: you do not need to type the word "Vol"  – as the database automatically generates these – if 
you do so, you will see the new title will display as "Vol Vol 4 No.7 (2006) 

4. Removal of PDF files 

In Chapter 3, Section 5 Uploading the submission it was pointed out that you MUST load a PDF 
even if there is no full text for the article. These “phony” PDF files must now be removed before 
the issue is published 

 
• Articles submitted to an issue can be viewed by clicking on the Editor’s role for the journal 
• On the Editor’s homepage, select the Future issues (because the issue has not yet been 

published) 
• The unpublished issues will be displayed and the next issue to be published can be selected 

by clicking on the issue number 
• The Table of Contents for the issue will be displayed  
• On the Table of Contents click on the title of article 
• This will take you to the Editing page for the article 
• Scroll down to the Layout section where it will show Galley format with a PDF listed 
• Click the Delete button alongside the PDF 
• Record the page at the bottom 
• This process will need to be repeated for each of the articles which has a “phony” PDF 
• See Screenshot on next page 
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Delete the PDF 

Make sure that you are on 
this page (it should be bold) 
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5. Table of contents 
 
• Articles submitted to an issue can be viewed by clicking on the Editor’s role for the journal 
• On the Editor’s homepage, select the Future issues (because the issue has not yet been 

published) 
• The unpublished issues will be displayed and the next issue to be published can be selected 

by clicking on the issue number 
• The Table of Contents for the issue will be displayed  
• The page numbers can be inserted now 
• The order of articles can be changed by clicking on the up and down arrows on the left of the 

articles 

• See how the page will appear to the public with Preview Issue. You can make sure that page 
numbers are correct and that the PDFs of full text have all been inserted 

It is important to check the display of the published issue to make sure nothing has gone 
wrong – Preview Issue provides the opportunity to immediately correct any errors. 

Common errors: 
◊ Incorrect page numbers 
◊ Missing line breaks within the abstract 
◊ Incorrect catchline at the end of the abstract 
◊ Missing special characters (including formatting) 
◊ Articles out of order 
To correct these, go back to the Table of Contents in administration and click on the title of 
the article to edit the metadata. 

• Save all changes 
 

Order of articles 
can be changed 
by clicking on the 
arrows 

View how the TOC will 
appear to the public by 
clicking on Preview Issue 

Any changes to the page must be 
saved BEFORE publishing 

An article can be removed from 
this issue by clicking the Remove 
checkbox. This does not 
completely remove the article from 
the system only from this issue 

Insert page number 
for each article 
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6. Publishing the issue 
 
• Once you are sure that all the information on the Table of Contents is correct, then you can 

publish the issue by clicking on the Publish Issue at the bottom of the Table of Contents 
• As soon as you publish an issue, you should create another issue so that when articles are 

added, they can be assigned to the correct issue (See Chapter 3 Section 3: Creating a new 
issue) 

Tip: if you make a mistake and then publish the issue – do not worry – you can correct already-
published issues: you can re-order articles, or add and delete articles after publication – but see 
Chapter 7: Good Practice – JOLs and Online Publishing 

7. Notifying registered readers of the journal 

As soon as an issue is published, a standard email should be sent to all the registered readers of 
the journal. This can be done by going to the Editor homepage, or the right hand side-menu when 
in the Editor role and clicking on Notify Users. You can customise the standard email 

 

8. To delete an issue 

You can delete an entire issue by going to Back Issues or Future Issues, by clicking the 
DELETE link. This will delete the issue and all the articles associated with it so you need to be 
very sure this is what you want to do 

 

 Be VERY SURE this is what 
you want to do—it will delete 
the issue AND all the articles 

You can include the 
TOC for the issue in 
the email if you wish 

You can change the 
subject line or the content 
of the email if you wish. 


